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Private Bag X9137 Pletemar{tzhurg 3200 LA
Ex NED Building, 228 Pletermaritz Slreel, P!eiermaritzburg, 3201
1033 _346 5440 © Email: ,Ja!._:ume. Mclngka@k;ndqe.gpgza

Tel
Ref
Date : 11 June 2020

TO

3.1.
3.2.
3.3.
3.4.

3.5.

3.6.
3.7.

3.8.
3.9.

3.10.

3.11.

EN 2

' KWAZULU-NATAL PROVINCE

EDUCATION o
REPUBLIC OF SOUTH AFRICA

DIRECTORATE:

Facllities M_é_nagement & Auxiliary Services
Enguiries: Ms JCP. Mcineka

Director Generals
Chief Directors
Directors at Head Office & Districts

CES: Circuit Managers
Principals of Schools

KZN CIRCULAR NO. 43 OF 2020
HANDLING OF PAPER RECORDS DURING THE COVID-19 PANDEMIC

In accordance with Section 13(1) of the National Archives and écords Service of South
Africa Act (Act No. 43 of 1996, as amended) the National Archives is charged with proper
management and care of all public records in the custody of governmental bodies.

In terms of this legal mandate, recommendation are placed to governmental bodies to
ensure the containing of the COVID 19 virus when paper records at risk of being
contaminated with covid-19 virus are managed, sorted and handling.

The following measures are recommendations outlined by the National Archives to
prevent containing of the COVID-19 virus:

Paper documents should be handled with care to avoid the risk of contaminating;

Staff must wear gloves and masks when handling documents;

After handling these documents, the staff should wash their hands with soap for 20
seconds or sanitize them;

It is recommended that all incoming paper documents at the risk of contamination from
COVID-19 virus should be quarantined for at least 72 hours;

During this period the documents should be placed in boxes, sealed and date marked
and where possible stored in a separate location; (Area to be identified by individual

offices)
As soon as the 72-hour quarantine period has passed the documents can be

processed;
Arrange furniture so that officials working with paper documents are situated at least 2

metres from each other;

Avoid touching your eyes, nose and mouth immediately after handling documents;
General environmental cleaning and disinfection of all storage areas should be
encouraged regularly;

0. Liquid disinfectants are usually harmful to paper and should not be used on paper
documents. If uncertain as what to do, please contact the Records Management
Sub- Directorate at Head office.

1. Surfaces where paper records at risk of being contaminated with COVID-19 virus
are managed, sorted or handled should be disinfected at least twice a day

GROWING KWAZULU-NATAL TOGETHER



KWAZULU-NATAL PROVINCE

EDUCATION
REPUBLIC OF SOUTH AFRICA

DIRECTORATE:

Facilities' Management & Auxiliary Services

PrivatelBag X9137, Pietermaritzburg, 3200
Enquiries; Ms'JCP Mcineka

Ex NED Building, 228 Pietermarltz'Street, Pietermaritzburg, 3201

Tel :0338465440° Emall: Jabulile: Mcineka@kzncloe.gov.za

Ref ;27112
Date’: 11 June 2020

...[/Handling of Paper Records during the COVID-19 Pandemic...//

3.12 Ensure that the pests control is done regularly to avoid pests breeding in the storage

areas,
3.13 Consumption of food while handling documents is prohibited; and

Electronic Documentation and Records Management System for the newly created
records is encouraged.

4. In terms of the Section 13 (2) (a) of the above act, no public records under the control of
governmental body shall be transferred to an archives repository, destroyed, erased or
otherwise disposed of without the written authorisation of the Provincial Archivist.

In other words, the possibility of records being contaminated withCOVID-19 virus does not
allow any governmental body to destroy records without a disposal authority issued by the

Provincial Archivist.

5. This circular must be brought to the attention of all employees under
your supervision.

6. Your cooperation is highly appreciated.

G QS/\ ob /W

DrlaE.V.Nzama Datt |

H7{f Department

GROWING KWAZULU-NATAL TOGETHER
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KZN
NSNP MONITORING TOOL
Interview at the office - request to see NSNP educator and file

! A1 | Name of official monitoring
i A2 | Name of school - ) _
E A3 | Date of visit | A4 | Timein , |
A5 | EMIS no. | A6 | School tel,
’"ATJ District | A8 | Quintile ranking
‘ ' !_Naine - -
i o —Reiondent 1 | Position - )
- Name

| Respondent 2 } F’-osition - R =

A10 | Service Provider Company Name

| A11 | School enrolment

} A12 | Number of NSNP approved learners

‘ A13 | Rercentage-oflearners-cating-today

“ A14 | Which grades are currently phased in?

J _ -

Circle the most appropriate answer

|

SECTION
A ‘ By what time is the feeding of learners attending school completed?
| A15 — —
] - . . . v H
School | By 10:00am 10:00 - 10.30ar_r_1 10:31 -~ 11:00am After 11am or no feeding
Details | - B . - B -
' A16 Are learners in grades not yet attending v N
| | school being offered food/meal? |
[ — _ _ :
Estimate the % of learners in grades not yet < 25% +/- 50% i
attending school that are taking advantage of - i
. I_this food/ meal? +-75% Allf Most |
l | Come to school and eat the meal on site '
e How are the learners | Collect cooked meals to e;t athoms
A17 | If'YES 1o A16 ' receiving the food/ J = _
- meal? Collect food parcels from school to take home by
, ‘ | | learner .
' | Circle the most | Collect food parcels from school to take home by
. | | appropriate answer | parent B
! ' | Other
| —
e ——r . -
[ J | We are not ready to be able to offer this yet
i If ‘NO’ to A16 then indicate why not We were not aware that we had to do this
A8 . :

Learners in those grades don't come to school

Other

KZN Monitoring Tool! — Covid_6 July 2020
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Inspect the NSNP file for all evidence =

| R ——— ] o : )
| B1 'BmeNSNRﬂeavaﬂableandﬁled-aGGMWMhestandardseheemandex? |

2 MM““WH&MMMW -~

Are the NSNP School Feeding Summaries correct and up to date for the

23]
%)

| B4 current month? There should be & separate Feeding Summary for: 5 0
J - Learners Phased in
- Learners not yet phased in |
N I e — 1 ]

Record
Keeping and [ [ .
Management| B6 ’f the food handler attendance register up to date for the current month?

| BS | Are copies o

f the signed volunteer food handler contracts and IDs on file? i 2 ] ]

| The interview now moves to the kitchen/food preparation area

= — I — ISR
T T

|l Is there evidence that the school is using the “Daily Meal Preparation Quantity ( 2 —{ 0 |

| Calculator” to deterfnine the correct amount of food to prepare | [

{ B10 | Is the food handier duty list on the wall in the kitchen? 2 0 ||

Visit the food handlers in the kitchen and observe for evidence

O Ve
|‘ C1 _l'_What is the scheol cooking today? ]
o II I e _f_blﬁhﬁ'lﬁ_l
PREPARED
| | | QUANTITY DESCRIPTION "REPA
( FOOD GROUP | PRODUCTS | (e.g. 2 x 10kg bags) (mol;gr:‘:;'t‘rles

| |
| ! (| (N — | 1oaves/each) |
| B ‘ 4' J |

SECTIONG | G1.1 | starcn

Feeding | | ]'_ - T__ J ||
(R ST B | e W

| [ 1

( C1.2 | Protein / _ | l !

| I[ — = - —s: b [._ _— e J|I

KZN Monitoring Tool - Covid_6 July 2020 Page 2|6



SECTION D : NUTRITION EDUCATION, HEALTH AND SAFETY

Area

Tool Question

Suggested Evidence/Guid:

School

Did the school conduct sanitization and
screening at the school gate/entrance for
all who enter the school?

Staff member(s) at the school gate(s) ensuring that all who €
o Apply hand sanitiser AND
o Have their temperatures taken

Are hand sanitizers visible at all
entrances io kitchen, storeroom, classes

Alcohol hand sanitisers should be visible at the entrances to
the storeroom and all classrooms

Has the school received and displayed
COVID-19 hygiene practice guidelines?

Any COVID-19 relevant guidelines/materials/posters should
preparation area

Food
Handlers

Is there evidence that the food handlers
have watched the KZN NSNP - Kitchen
Safety Protocols video?

The likely evidence would be that Food Handlers should sigr
they have watched the video.

Are the food handlers clean and
appropriately dressed?

All need to be in place to get 1 point:

o Do they appear clean?

o Are they wearing face masks?

o Are they wearing aprons?

o Are they wearing appropriate head covering?

Are food handlers observing the 1.5m
social distancing rule at all times?

o Are food handlers more than 1.5m apart during the visit®
during serving and washing up)

Meal
Prep
Area

Is there evidence that the food handlers
are conducting the activities per the
kitchen hygiene checklist on an hourly
basis?

Check the "Hourly” Kitchen Hygiene Checklist to ensure that
confirmed that they have conducted the activities on an hour
monitoring.

Is there evidence that the NSNP Educator
or Chief Food Handler is checking and
confirming that the food handlers are
observing proper kitchen hygiene?

Check the “Weekly" Kitchen Hygiene Checklist to ensure the
Chief Food Handler has checked and confirmed that the foor
the activities on an hourly basis for each day of the current w

Is the preparation area ventilated?

Windows and doors need to be open to reduce transmission

10

Is there a fire extinguisher in the meal
preparation area and has it been serviced
in the last 12 months?

Normally when fire extinguishers are serviced a sticker is ple
indicating the date of service and / or the date that the next

Area

Tool Question

Suggested Evidence/Guidz

KZN Monitoring Too!l — Covid_6 July 2020



If a schoo! uses gas, ail gas canisters should be kept outsid
; If the school uses gas, is the gas canister protected from tampering and locked and food handlers sho
1 outside, protected and locked? safety practices.
If the school uses wood or electricity to prepare the meal the
Meal 12 Are sanitizers being positioned/stored Sanitisers are alcohol based and as such highly flammable.
Prep away from flames/ the gas stove? left close to an open flame/gas stoves
Area
Does the school have a basic First Aid Kit - L . .
13 in the preparation area? At a minimum the basic first aid kit should contain plasters/b
) Rubbish bins should have lids, bin liners and be emptied ant
l? 1
14 | Is waste being managed correctly? discard in pits
All need to be in place to get 1 point:
o Is the storage area clean?
15 Is the storage area clean, safe and o s the food stored off the fioor (shelves/pallets/bins etc)?
hygienic and correctly disinfected? o Is food stored away from chemicals/hazardous materials
Store o Is there evidence that the FIFO method is used to pack
room stock is used first?
. T It is not always practical to check the expiry dates and packe
16 Lsxtr;e fggtdelgggeins{g‘rae;?ica?;&\anttggkl;s ing? storeroom. It is suggested that you take a sample of product
piry 9 P ging: particularly high risk items (such as soya, which is often reps
; ; All learners should wash their hands with soap and running
Are all learners washing their hand , - . .
17 before and after eatin gg elrhanas ?aiac: Sl.e. the school should provide evidence of disinfectants
Serving/ Are learners eating in classrooms/dining | o  Learners should be supervised while eating in class
eating | 18 | hall, under the supervision of an educator | o Learners should sit 1.5m apart
meals and observing 1.5m social distancing? o Learners should not share utensils
19 | Prepared food is covered All cooked food _should be covered and not on the floor (inclu
to class for serving)

KZN Monitoring Tool

NUTRITION EDUCATION, HEALTH AND SAFETY Si

- Covid_6 July 2020



D

A B c
Quantity prepared Total required to prepare (in
Food Group Reduct (in kgleachllitres/loaves) kg/each/litres/loaves)
- F}om Ctlonpg2 From Daily Meal Preparation Quarn;
Calculator

Starch

Protein

Veg

Fruit

KZN Monitoring Tool

— Covid_6 July 2020



NSNP SCHOOL MONITORING FEEDBACK FORM

School Name

School Name

—

Observations/ Challenges identified

Category

Feeding Time | - |

Balance&—meal
served {3 food -
groups)

Learners
attending
school

Quantities J
prepared

School Name

Recc¢

Feeding of Learners in
Grades not yet attending | -
school

Record Keeping &
Management Practices 10

Health, Safety & Nutrition
Education 20

I !

KZN Monitoring Tool - Covid_6 July 2020
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EN

1(a){i) Meals Served to Learners phased in

LEARNERS PHASED IN
No. Schools Time Finished Feeding No. Food Groups
Visited No. Fed["gefore [ 10:00- | 10:31- | After R ) ]
10:00 | 10:30 | 11:00 | 11:00
Primary 0 a 4] 0 0 ) 0 4} 0
Secondary 0 0 0 [ 0 Q o] 0 0

1(a)(ii) Meals Served/Food provided to Learners not yet phased in

LEARNERS NOT PHASED IN
No No. Learners participating How is food provided Reason not fed
Monito.ring Cs):fhe(:'?r:sg Below Most Cooked Food Parcel | Not | Not |Learners
. Food/ ¢ +/-50% | +/- 15% £ L P Other don’t | Other
Visits 00 25% /Al |Eaton Collect | ~227Mer arent Ready| Aware
Meals site Collect | Collect L
Primary o 0 0 0 0 0 0 0 0 0 o] 0 0 0 0
Secondary Q ) 8] 0 0 Q [} 0 0 0 o 0 0 o} 0
1({b) Other Schoo! Indicators
RKMP | NEHS
10 20
Primary 0.0 0.0
Secondary 0.0 0.0
23. MONITORING OF SCHOOLS
Total Schools Menitored ¢

2b, SCHOOL BASED TRAINING & ADVOCACY

Type of Training/Advocacy No. of Officials | No. of schoals

2¢. MATERIALS DISTRIBUTION TO SCHOOLS

Material Content Material Type No. Schools




