
Brief: 

Edit and Proofread infographic script for A+ academy learning 

material. 

 

Slide 1: Introduction: 

With the untimely pandemic 

that has affected many 

aspects of our lives. As 

employees prepare to return 

to work. Employers are 

obliged to provide safe 

working environments as per 

Government regulations. 

These guidelines put in 

place to minimize exposure 

and the spread of COVID-19.  

In this animation we will 

explain some of those 

guidelines: 

EDITS/COMMENT/

SUGGESTION: 

Slide 2: You may only go into a 

campus office with 

permission from your line 

manager. Make sure to 

always follow the 

return-to-work guidelines. 

 

Slide 3: You may not enter work 

premises without a valid 

permit. Always remember to 

carry your ID and permit. 

Should you be stopped by 

authorities - provide them 

with the call centre 

details on the permit. 

For any permit queries 

contact Business Unit Human 

Resources Business Partner. 

 

Slide 4: Masks are compulsory at all 

times. Ensure that you always 

have one, if not ask for one at 

the screening stations.  

 

Slide 5: WORK STATIONS: 

Ensure to maintain a 

sufficient distance between 

 



desks for social distancing 

purposes. 

Here are some guidelines to 

follow whilst in the 

office: 

- Make sure your desk is 

clutter free. 

- Keep a distance of 1.5 

metres between you and 

others. 

- Keep one desk space 

free either side of 

you. 

- Unless there is a 

partition separating 

you from your 

colleagues - avoid 

sitting opposite one 

another. 

- No sharing of 

stationary. 

- Always sanitize your 

hands - especially 

when using communal 

equipment. 

CANTEEN AND COMMON 

AREAS: 

Managers on duty will 

help regulate social 

distancing in queues 

for the canteen area 

depending on the 

lockdown. 

Manager will also be 

ensuring that relevant 

guidelines are being 

maintained at the 

store till points. 

No eating in groups. 

Eating at desks is 

encouraged. Your food 

should be brought to 

the Head Office in 

disposable containers. 

Common touch areas 

such as microwaves, 

coffee machines and 



water dispensers must 

be sanitized 

frequently. 

MEETINGS: 

Face to face meetings 

should be avoided. 

Should you desperately 

need to meet: 

- The person in 

charge must 

ensure social 

distancing is 

being 

maintained. 

- All meeting 

rooms have been 

limited to a 

maximum number 

of people. 

- Rooms must be 

cleaned and 

sanitized before 

and after 

meetings. 

LIFTS: 

-Large lifts should only 5 
people at a time. Medium 

lifts should have 3 people 

at a time. 

Avoid direct contact with 

lift buttons. Use a tissue 

to press buttons and 

sanitize thereafter. We 

encourage the use of stairs 

as much as possible. 

BATHROOM FACILITIES: 

Bathroom facility occupancy 

is limited to 50% at any 

given time. 

MOVEMENT ACROSS CAMPUS AND 

CAMPUS BUILDINGS: 

- Movement on other 

floors is prohibited 

unless it is a point 

of entry/exit. 

- Movement across 

different campuses is 



not allowed unless it 

is absolutely 

necessary. Each time a 

person enters the 

premises they need to 

be screened. 

 


