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GUIDELINES FOR CONDUCTING CONTACT SESSIONS AT SBSA 

1.0. Introduction  

As educational institutions resumed operation there is need to relook at our professional practices 

in light of the COVID-19 pandemic.  Therefore, certain adjustments have to be undertaken in 

regards to our everyday classes conducted for leaners – this includes full-time, part-time leaners 

and well as any attending short training sessions. In implementing the guidelines set by the 

Department of Health, SBSA has therefore, come up with the following guidelines that all should 

abide to when face-to-face classes are held: 

 

VERY IMPORTANT: SBSA proposes that teaching and learning is implemented in a Blended 

Learning mode; contact sessions will be held with learners as required with online and individual 

learning included as necessary. 

 

2.0. Preparations to be done before contact sessions are held 

 Deputy Director (Studies) must be informed to organise proper timetabled session and 

allocation of rooms. 

 Inform on the number of learners and prepare attendance sign in sheets. 

 Ensure all learners are aware of other guidelines in place in relation to staying at home if 

not well, informing the academy of any quarantine or contact, hygiene, wearing of masks, 

screening, etc … 

 Prepare for sharing of materials on IFNOSS (or other approved platform) so that physical 

printouts are kept to a minimum. 
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3.0. During the contact sessions 

 Build learners’ trust through a short display of how to greet without holding hands or 

touching. 

 Ensure all learners are following the guidelines for wearing of masks, social distancing 

while entering and leaving the rooms as well as on the premises, etc 

 Ensure that learners are seated well apart – at least one meter. 

 Prepare a seating plan. 

 Ensure that the room is well ventilated. 

 Ensure that learners use their own devices; pens; papers etc... 

 Ensure that learners remain in their designated room(s) during the day and keep contact 

only with their learning group (no socialising between groups) 

 Ensure that if any learner starts showing symptoms, isolation is done immediately and the 

Covid-19 SBSA contact persons are informed (Mrs Bristol, Ms Belmont, Mr Sylla). 

 

4.0. After the Contact sessions 

 Ensure learners leave the premises in an orderly fashion, keeping the usual distancing. 

 Ensure the cleaning agency is informed to clean and sanitise the room(s) used. 

 Maintain the record of attendance and the seating plan for any subsequent contact tracing. 

 

5.0. Other suggested tips 

 Keep a safe distance from each other. 

 Open windows for ventilation. 

 Avoid having contact sessions with large groups of people. 


