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30 June 2020

COVID-19 Safety Plan
Effective 1 July 2020

Office environment (including call centres)

We’ve developed this COVID-19 Safety Plan to help you create and maintain 
a safe environment for you, your workers and your customers.

Complete this plan in consultation with your workers, then share it with them. This will help slow the spread of COVID-19 and reassure 
your customers that they can safely visit your business. You may need to update the plan in the future, as restrictions and advice changes 
– you can make changes to the plan if you’ve printed or saved it, or you can choose to download and create a new version of the plan.

Businesses must follow the current COVID-19 Public Health Orders, and also manage risks to staff and other people in accordance with 
Work Health and Safety laws. For more information and specific advice for your industry go to nsw.gov.au

BUSINESS DETAILS

Business name:

Plan completed by:

Approved by:

> GUIDELINES FOR BUSINESS
Guidelines for your workplace and the actions you will put in place to keep your customers and workers safe 

GUIDELINES ACTIONS

Wellbeing of staff and visitors

Exclude staff, volunteers and visitors who are unwell.

Provide staff with information and training on COVID-19, including when 
to get tested, physical distancing and cleaning.

Make staff aware of their leave entitlements if they are sick or required 
to self-isolate.

Communicate regularly with staff to remind everyone that you should 
not attend work if unwell with respiratory symptoms or fever. Encourage 
testing of all staff with symptoms in line with advice from NSW Health. 
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GUIDELINES ACTIONS

Physical distancing

Assign workers to specific workstations. If this is not practical, 
workstations and shared office equipment should be wiped down 
with disinfectant surface wipes between users.

Use flexible working arrangements where possible, such as working from 
home or other locations. 

Consider physical, distance or other controls to protect staff and visitors at 
physical interaction points such as counters or service desks, to maintain 
social distancing.

Where reasonably practical, ensure staff maintain 1.5 metres physical 
distancing at all times (including at meal breaks).

Use telephone or video platforms for essential meetings where practical.

Where reasonably practical, stagger start times and breaks for staff 
members to minimise the risk of close contact.

Review regular deliveries and request contactless delivery and invoicing 
where practical.

Most lifts can safely take 2-4 people providing people can stand apart; 
display signs near lifts to advise and recommend physical distancing.

GUIDELINES ACTIONS

Hygiene and cleaning

Provide alcohol-based hand sanitiser at multiple locations throughout the 
workplace, including entry and exit points.

Provide disinfectant surface wipes to clean workstations and equipment 
such as phones, keyboard and mouse.

Clean surfaces thoroughly, particularly all high contact areas such as 
doors, handles, kitchen surfaces, bathroom surfaces, printers and lifts 
with appropriate cleaning agents.
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Hygiene and cleaning

Ensure bathrooms are well stocked with hand soap and paper towels, 
and consider putting up posters with instructions on how to wash hands.

Clean frequently used areas at least daily with detergent or disinfectant. 
Clean frequently touched areas and surfaces several times per day.

Maintain disinfectant solutions at an appropriate strength and use in 
accordance with the manufacturer's instructions.

Staff are to wear gloves when cleaning and wash hands thoroughly 
before and after with soap and water.

GUIDELINES ACTIONS

Record keeping

Keep a record of name and a mobile number or email address for all 
staff, volunteers, visitors and contractors for a period of at least 28 days. 
Ensure records are used only for the purposes of tracing COVID-19 
infections and are stored confidentially and securely.

Make your staff and visitors aware of the COVIDSafe app and its benefits 
to support contact tracing if required.

Cooperate with NSW Health if contacted in relation to a positive case of 
COVID-19 at your workplace, and notify SafeWork NSW on 13 10 50.


	wellbeing_action_1: - All contract staff and employees will be sent a notice that outlines Covid-19 symptoms and NSW Health Testing advice. This notice will also be on display at the entrance of the place of business.- All contract staff, employees and visitors will be advised not to attend the office if feeling unwell with any symptoms of Covid-19, if they have had symptoms in the last 14 days or if they are under any Covid-19 isolation restriction (including travel to Victoria, waiting for test result, confirmed case).- All persons will be advised they will be asked to leave the office immediately if they are displaying obvious signs of Covid-19 symptoms whilst on-site.
	wellbeing_action_2: - Contract staff and employees will be advised to be tested in line with NSW Health advice if they identify they have Covid-19 symptoms or contact with a confirmed case.- Contract staff and employees will be advised physical distancing of 1.5m is to be observed wherever possible.- Contract staff and employees will be advised that use of shared/common surfaces/equipment will be minimised.- Cleaning of shared/common surfaces/equipment will occur using a suitable cleaning agent/disinfectant.- Contract staff and employees will be advised if they identify anyone on-site displaying obvious Covid-19 symptoms that they must report this to Company Management who will advise the person to leave the office and recommend they report to a Covid-19 testing clinic.
	wellbeing_action_3: - ECJ can direct employees who are sick with Coronavirus not to come to work, acting reasonably and based on factual information about health and safety risks. This includes relying on the Australian Government’s health and quarantine guidelines.- If an employee has been directed not to attend work in these circumstances, the employee isn't entitled to be paid unless they take paid sick leave or some other type of paid leave, or they're enrolled in the JobKeeper scheme.- Full-time and part-time employees can take paid sick leave if they can’t come to work because they're sick with Coronavirus. If they have no paid sick leave left, they can take unpaid sick leave.- Employees also can’t be dismissed or injured in their employment because they have a responsibility under a workplace health and safety law to quarantine or self-isolate.
	wellbeing_action_4: - Contract staff and employees will be sent a notice that outlines Covid-19 symptoms, 1.5m physical distancing requirement to be observed wherever possible, hygiene measures (including hand washing/sanitizing, no spitting or uncovered coughing etc) and conditions of attendance noting anyone observed displaying obvious Covid-19 symptoms on-site will be asked to leave as a precaution.- Signage will be placed around the office displaying conditions of entry (no entry if under current imposed isolation restrictions, including confirmed case, having had contact with a confirmed case in the last 14 days, awaiting result from a Covid-19 test, visited Victoria in the last 14 days, or have had any Covid-19 symptoms in the last 14 days.
	business_name: ECJ Technology Pty Ltd
	completed_by: Nicole Jotanovic
	approved_by: John Taranto
	physical_distancing_action_1: -Arrange workspaces so one person per 4 sq m and clear pathways to allow 1.5 m distancing when moving through the office.- Restrict access to the meeting room to no more than 2 people at one time.
	physical_distancing_action_2: - Encourage staff to work from home and to avoid public transport wherever possible.
	physical_distancing_action_3: - Allow no more than 5 people in the office at any one time.- 1.5m physical distancing signage displayed
	physical_distancing_action_4: - Advise workers to take meal breaks outside of the office, in the rear courtyard, at their workstation or one person at a time in the meeting room.
	physical_distancing_action_5: - Setup and advise workers how to remotely use Email, Microsoft Teams collaboration tool, Zoom video meetings and remote network access.- All team meetings to be run via Zoom.
	physical_distancing_action_6: - Plan at the start of each week who will attend the office premises. Stagger days workers come into the office.
	physical_distancing_action_7: - Minimise deliveries to the office.- Request contactless deliveries. 
	physical_distancing_action_8: N/A
	hygiene_cleaning_action_1: - liquid soap and hand sanitiser and hand hygiene signage provided for the toilet facilities- hand sanitisers will be alcohol based at a concentration of at least 70%- single use disposable paper hand towels and no-touch waste bin provided in the toilet- personal use hand sanitiser provided to each individual worker/workstation- hand sanitizer provided in each common area (meeting room and kitchen areas)- all persons reminded and signage in place to practice hand hygiene (including cough/sneeze ettiquette into elbow, use of hand sanitiser after blowing nose, touching face etc)
	hygiene_cleaning_action_2: - single-use disposable disinfectant wipes, paper towel and spray disinfectant provided to clean personal touch areas throughout the day
	hygiene_cleaning_action_3: - In addition to professional cleaning, management and allocated staff will regularly clean high-touch areas such as door handles, office equipment (printer, aircon remote control, kitchen and bathroom surfaces with disinfectant cleaning products)
	hygiene_cleaning_action_4: - liquid soap and hand sanitiser and hand hygiene signage provided for the toilet facilities- single use disposable paper hand towels and no-touch waste bin provided in the toilet- Reminder notice to wash hands laminated signage placed in the toilet at the tap.- Covid-19 prevention notice displayed reminding to not touch eyes, nose, mouth, cover coughs and sneezes with elbow, leave the office and isolate if feeling unwell.
	hygiene_cleaning_action_5: - In addition to professional cleaning, management and allocated staff will regularly clean high-touch areas such as door handles, office equipment (printer, aircon remote control, kitchen and bathroom surfaces with disinfectant cleaning products) after use.
	hygiene_cleaning_action_6: - Company to ensure appropriate strength disinfectant cleaning and sanitising products are available in the office at all times.
	hygiene_cleaning_action_7: - Notice provided to contract staff and employees instructing them to wear gloves (provided) if carrying out heavy office cleaning and to wash hands thoroughly before and after with soap and water.
	record_keeping_action_1: - A complete record of all ECJ contractor and employee names, mobile number and email address will be kept up-to-date.- Whoever is on site at the time of any visitors to the office will ensure a record is kept for a period of at least 28 days of visitors name, mobile number and email address. 
	record_keeping_action_2: - All contract staff and employees will be recommended to download the COVIDsafe app, noting this is not compulsory.
	record_keeping_action_3: - ECJ will cooperate with NSW Health in relation to any notified positive case of Covid-19 and will notify SafeWork NSW if this occurs where a worker is affected.


