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Return to workplace considerations

Things to consider when
re-opening your business
Australian businesses are looking towards re-opening their businesses or returning to a
more normal way of working. We’ve put together some things to consider for business
owners looking to re-open their doors to staff and customers.
The prospect of re-opening or returning to your business as COVID-19 restrictions lift can be daunting. There are many areas you
need to consider as you plan to re-open your business and we can help you answer many of the questions you may have as you
look to bring your business back.
Before you get started on your COVIDSafe plan, make sure you check the current guidelines of your state or territory government
and check with your relevant industry body for any other advice they might have.
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• Government regulations
• Legal obligations
• Business goals and objectives

• Cleaning, hygiene, social distancing and decontamination
• Business protection changes
• Infection prevention measures
• Personal protective equipment

•
•
•
•
•

Product, services and partners
Distribution/transportation/deliveries
Business continuity planning
Digital and technology
Compliance

•
•
•
•
•

Communication
Employee wellbeing
Culture
HR and Industrial Relations policy considerations
People protection

We are here to help you every step of the way.
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STEP

1

GOALS:
Monitor and assess the legal
obligations your organisation may
face when re-opening and help to
guide decision making based on
local, state or territory and federal
government directives.
Develop a plan that dictates clear,
realistic and meaningful guidance
of workplace specific protocols
and procedures that protect your
employees and customers.
Make sure you have a business
plan in place which will improve
performance, reduce costs and
increase competitive advantage.

PLAN
Determining when to re-open your business or modify
your current operations is an important decision.
Understanding your eligibility to re-open is a critical first
step that should be informed by credible resources from
Safe Work Australia and directives by federal, state and
territory and local entities.
Eligibility to Reopen
• Safe Work Australia
• Department of Health
• State Government sites
In addition to the regulatory guidelines that need to be followed to re-open
your workplace, organisations need to consider how their business plans and
priorities have changed.
This will not be a typical recovery: COVID-19 is unlikely to end suddenly given the
lack of effective and available treatment and the uncertain prospects and timing
of a vaccine. Organisations must plan for multiple scenarios and time horizons, as
they shift from crisis response to recovery. They should also plan for the possibility
of multiple waves of the pandemic and its continuing global – and uneven –
footprint. For workforce strategies, organisations need to establish critical priorities
for the next 12 to 24 months as they position themselves for new realities.

Here are some helpful resources to help businesses put
together effective plans for returning to the workplace.
• Workplace Risk COVID-19 Guide
• Australian Government Business Planning Workbook
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1. PLAN

Return to workplace considerations

Key Questions to Consider
What federal, state or territory, or local guidelines and regulations apply to our organisation and people as we
contemplate returning to the workplace? Safe Work Australia has provided links to enforceable government
directions that may apply to your workplace.
Are we prepared and able to comply with all federal, state or territory, and local return to workplace guidelines? It is
important you consider these national COVID-19 safe workplace principles before allowing employees back to their
workplace.
Have we developed a site-level weekly work schedule that will allow us to meet our clients’ needs while also ensuring
our employees’ safety and our compliance with relevant guidelines and regulations?
Do we have a risk management process in place to cover worker re-entry and to account for new risks?
Have we defined customer and visitor contact protocols by site?
Have we identified which employees are most critical to return to a physical site and which employees can continue
to work remotely?
How are we treating remote work moving forward?
Staggering weeks in office and at home among team members or part-time remote work on alternate weekdays.
Responding to employee requests to continue to work from home, including long-term arrangements.
Updating technology to support virtual workers.
Considering the long-term cost savings or impact of offering permanent remote work.
Assuming more employees will be working remotely, how will we manage and deliver the same opportunities and
benefits to our remote workers, as compared to those working on-site?
For employees returning to a physical site, will we need to provide them with safe alternatives to local public
transportation options?
Can we develop and maintain return to workplace schedules at the employee level by site?
How do we account for any childcare issues that our employees may have?
Do we have a robust change management approach that can drive awareness during these difficult times and that
can support our culture and organisational objectives?
Can our crisis management team transition to become our return to workplace team?
Have we established an incident management team, tools, and processes to ensure that we are ready to begin
operations?
Do we have business/media communications ready to release on topics such as return to workplace timetables,
safety protections in place, and how our organisation is supporting workers and customers? Are we prepared to
respond to the media for workplace exposures?
How will we define and measure a successful transition?

Our team of specialists can work with you to help with:

How Gallagher can help

• Workplace risk assessments

Contact gbw@ajg.com.au

• e-Learn modules and training

• Business continuity planning sessions
• Leadership workshops
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STEP

2

GOALS:
Ensure your facilities can safely
resume operations. This could include
third-party cleaning and disinfection,
business operations and facility safety
checks, assessment of technology
security and the potential design
and installation of new technologies
intended to mitigate exposures.
Review insurance policies to ensure
your cover aligns with your new
business plans and operating model.

PROTECT
Once you have established a plan to re-open, physical
facility and equipment preparation will need to begin.
It’s important to follow current and future local, state
or territory and federal guidelines. Documentation of
the steps you are taking to prepare your facilities and
communication to employees continues to be a critical
part of the process. Business operations and facilities
design may require adjustments as well as occupancy
limitations to maintain compliance with guidelines and
best practices.
If your business has had to change its operations in
response to COVID-19, now is the time to discuss with
your insurance broker to ensure your business remains
protected by the right insurance cover.
Consider the following items when developing potential
workplace policies:
• Proper implementation of social distancing in the workplace
• How to monitor and assess potential for employee exposure
• Selection and distribution of compliant protective measures and proper types of
personal protective equipment (PPE)
• Proper employee health screening procedures and isolation of employees who
may be infected.

Prepare to implement basic infection prevention measures
• Promote frequent and thorough hand washing
• Set expectations for sick employees to stay home
• Provide adequate or increased availability of sanitation stations in high traffic
areas
• Identify isolation rooms for individuals exhibiting signs of the virus or illness
• Maintain routine cleaning and disinfection of surfaces, especially high contact
surfaces
• PPE, hand soap, sanitiser and hand towel quantities should be obtained prior to
opening with adequate amounts to support 60 days, with replenishment orders
submitted every two weeks
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Practice social distancing and personal hygiene
Employers should:
• Make sure that employees can maintain at least 1.5m of physical separation, including co-workers and customers
• Mark with signage or tape 1.5m spacing for employees and customers to maintain appropriate distance from one another
• Regularly clean high-touch surfaces including doorknobs, light switches, shared equipment, toilet handles, sink taps
and clock in/out areas
• Provide face coverings to employees
• Provide hand sanitiser (with at least 60% alcohol) and sanitising products for employees and customers
• Provide hand-washing stations with soap, clean water, and single use paper towels and encourage frequent hand-washing for 20
seconds or longer

Medical monitoring, testing protocols and employee communication
• Set expectations for sick employees to stay home
• Implement a communication program to keep employees notified of government communicated symptoms list, and guidelines for
self-reporting
• Engage medical provider resources that can make options available to employees such as tele-health resources and access to
testing

Implement workplace controls
• Engineering controls, such as physical barriers, increased ventilation, and altering job tasks to reduce exposure
• Safe work practices that promote infection control such as additional signage, hands-free or no touch operation of devices (taps,
bins, soap or sanitiser dispensers)
• Administrative controls, such as alternating work schedules, discontinuing non-essential travel or replacing with virtual
communications
• Complete job hazard analysis (JHA) for any roles that may have changed
• Consider workplace health and safety regulations that may apply for written certification of workplace risk assessment under the
PPE standards
• PPE must be provided to workers with the potential to be exposed as part of their normal assigned job duties. Consider making PPE
available to employees who may come in close contact with customers, vendors, or the general public

Physical facility preparation
• All life safety systems should be checked to ensure proper operation
○ Fire alarm
○ Emergency lighting systems
○ Exit lights
○ Fire extinguishers
• All critical building systems should be checked for proper operation:
○ Power systems
○ Security and fire protection systems, communication systems
○ Water should be run to eliminate rusty or stale water
• Check all parking areas, pavements and equipment for slip, trip and fall hazards
• Check all lighting to ensure proper operation
• Employee congregation areas should be secured/managed based on current social distancing guidance
• All buildings should be properly cleaned and disinfected prior to re-opening
• Government guidelines should be followed for cleaning
• Specific cleaning guidelines should be developed for various locations and surfaces
• Post infection control and social distancing guidelines throughout the facility
• Prohibit access to areas where employees can congregate together (lunch rooms, cafeterias, large meeting spaces)
• Establish controls to maintain 1.5m of separation or utilise physical barriers in public spaces, equipment and bathrooms
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Key Questions to Consider
Have we considered what steps we should take to implement employee health checks?
Have we discussed our insurance coverage with our broker to ensure that we are protected for our new way of
working?
Can we use contact tracing for employees and visitors to help reduce the risk of spreading COVID-19? Safe Work
Australia has provided guidance on the use of the COVIDSafe App.
Should we introduce sanitisation protocols and more frequent and stringent cleaning protocols at each of our sites?
Safe Work Australia has provided guidance on how to clean your workplace to keep it safe. They have also put
together this checklist to help employers implement good hygiene measures to limit the spread of COVID-19 in the
workplace.
Do we need to change our policies to encourage employees to clean their work spaces, take time to clean their
hands, and promote our new safety protocols? Safe Work Australia has developed a variety of signs and posters that
can be put up around your workplace to remind workers of the risks of COVID-19, and measures that are necessary to
stop its spread.
Will we require our employees and visitors to wear personal protective equipment (PPE), such as masks when they
are on-site? If yes, can we acquire enough PPE?
Do we have guidelines for physical distancing for our employees while they are at work? Safe Work Australia has
provided this checklist to help employers identify how they can implement physical distancing measures to keep
their workers safe.
Do we need to retain healthcare professionals or third-party vendors to implement our mitigation strategy, such as,
screening and/or temperature taking?

Our team of specialists can work with you to help with:

How Gallagher can help

• Insurance and risk management reviews

Contact enquirieswpr@ajg.com.au

• Safety signs and posters

• Workplace health and safety audits
• Technology security audit
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STEP

3

GOALS:
A review of your processes
and procedures to ensure your
organisation is compliant with current
pandemic requirements, and your
workplace is a safe environment for
employees and visitors to return.

PROCEDURE
The re-opening of previously closed workplaces and
facilities will require careful planning and consideration.
An action plan should be developed and followed to
reduce the possibility of re-introducing the virus to
employees, contractors and visitors.
As employers enter the next phase of their response to the COVID-19 pandemic,
many questions may arise regarding how to keep organisations running
effectively while practicing sound risk management. Below are some important
considerations as your organisation tackles returning to the workplace.

Issue/Concern

Considerations
Can we return to work based on all government guidelines
and requirements?

Return to
workplace
employer
considerations

• What preventive measures should we introduce?
• What information should we communicate to
employees?
• Do we have the information necessary to facilitate
efficient, data-driven decisions? Safe Work Australia has
provided information for key decision makers to consider
in order to ensure that your employees comply with their
duties and obligations.
• What is our plan for training on new processes, policies,
and operational procedures during the transition back to
workplace and afterwards?
Need to consider safe work practices that promote
infection control, such as:

Workplace
controls

Implementing
procedures
for prompt
identification
and isolation
of employees
suspected of
contracting
COVID-19

•
•
•
•

Physical barriers
Increased ventilation
Additional signage
Hands free/no touch operation of devices (e.g.
taps,rubbish bins, soap or sanitiser dispensers)
• Mark with signage or tape 1.5 metre spacing for
employees and customers to maintain appropriate
distance from one another
• Do we need to retain healthcare professionals or
third-party vendors to implement our mitigation
strategy, such as, screening and/or temperature taking?
• Do we have a targeted notification plan for notifying
individuals at risk of exposure? Safe Work Australia has
created this infographic to guide employers on what
to do if one of their workers has the virus, or has been
exposed to it.
• Do we have a contingency plan in place if there is a
significant spike in COVID-19 cases during the return
transition period?

Each company’s return to work plan will be unique, and different plans may
be required based on location, local requirements and function. Key factors to
consider include the location of the workplace, the number of employees working
in one location, the ability to ensure proper social distancing within the workplace
and employee reliance on public transportation.
It is important that your return to work plan is sufficiently flexible to adapt
to evolving recommendations, guidelines and requirements set out by the
Australian government.
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Key Questions to Consider
Have we considered how new processes and risk controls will be monitored for operational effectiveness?
Have we developed an efficient business continuity plan that includes infectious disease control?
Do we have the information necessary to facilitate efficient, data-driven decisions? Safe Work Australia has provided
information for key decision makers to consider in order to ensure that your employees comply with their duties and
obligations.
Have we updated plan resources and contact information to ensure accuracy?
What is our plan for training on new processes, policies, and operational procedures during the transition back to
workplace and afterwards?
What health verification solutions are best to ensure the privacy of our employees and the organisation’s policies?
How will we continue to meet our financial and corporate responsibility reporting, as well as all related disclosure
requirements?
Do we have a targeted notification plan for notifying individuals at risk of exposure? Safe Work Australia has created
this infographic to guide employers on what to do if one of their workers has the virus, or has been exposed to it.
Do we have a policy on immunity or disease testing?
Have we developed a policy around business and personal travel for our employees? Safe Work Australia has
provided links to each of the states and territories information on travel and border restrictions.
Do we have a policy on whether we will allow visitors onto our sites?
Do we have a contingency plan in place if there is a significant spike in COVID-19 cases during the return transition
period?
How will we manage risk, including food safety, associated with all on site kitchens/break rooms?
Do we need to institute policies and programs to protect employees that have an underlying condition and are
returning to a physical site?

Our team of specialists can work with you to help with:

How Gallagher can help
Contact gbw@ajg.com.au

• Business continuity and resiliency planning
• HR consulting
• Digital and technology audits
• Industrial Relations services
• Executive and CEO advisory
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STEP

4

GOALS:
Develop a plan that keeps the
wellbeing of your people at the
forefront. It needs to consider more
than just their physical safety, but
consider their mental, emotional and
financial wellbeing as well as key
HR and Industrial Relations issues.
Make sure you have a plan and
structure in place to communicate
these processes and policies with
employees and share new information
as local, state or territory and federal
guidance evolves.

PEOPLE
Employees are a critical part of your organisation’s
success. Keeping them safe and ensuring their wellbeing
is key throughout any transition back into the workplace.
Once you have established a time frame for re-occupying
your location, employee-specific policies, procedures and
controls need to be implemented to ensure the wellbeing
of your people.
Consider the following items when considering your team:
• Impact on culture
• Staff wellbeing – physical, emotional and financial
• Redundancies or restructures
• HR and industrial relations issues when making policy changes
• Group Insurance policy changes
• Effective communication
Each organisation is unique and should consider its individual circumstances when
developing employee engagement strategies. Leaders within the organisation
must remain focused on their employees’ physical and emotional wellbeing. It is
not enough to establish physical safety measures – employers must also ensure
employees feel mentally secure.
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4. PEOPLE

Area

Absence and
Leave

Return to workplace considerations

Issue/Concern
Do you intend to limit paid time
off (PTO) requests as you are
ramping back up to normal
operations?

Considerations
• Employees may lose or forfeit PTO due to policy
maximums/carry-over provisions
• Change PTO maximum/carry-over policy provisions
• Allow cash out of PTO to allow employees to reduce bank amounts
rather than lose or forfeit PTO

How will you handle leave
requests specific to COVID-19?

• Establish emergency leave form to be used for COVID-19-related leave

Do you need updates to your
bereavement/carers leave?

• Revise bereavement/carers leave policies

Work From Home

Do your current policies reflect
new business environment?

• Review and revise work-from-home and child care policies as needed
• Respond to employee requests to continue to work from home,
including long-term arrangements
• Update technology to support virtual workers
• Examine long-term cost savings or impact of offering permanent
remote work

Travel

How will you reintroduce
business travel?

• Consult with your risk management team to review and revise
corporate travel policies as needed
• Define and begin with “essential business travel” only

Overall plan

• A clear communication plan will allow employees to understand how
the organisation plans to reopen or re-establish business processes

Workplace social distancing

• In partnership with your facilities and risk management team,
determine the appropriate social distancing and sanitation protocols
for your organisation and ensure they are clearly communicated via
signage or audio announcements to both employees and visitors

HR policy

• Have communications ready for all new or revised HR policies
to establish clear guidance, enhance employee confidence and
reduce fear

Anticipate media inquiries

• Prepare to respond to the media surrounding workplace policies
and in the event of workplace exposures

Has employee engagement been
impacted by the pandemic?

• Implement a full engagement survey or pulse survey to get a baseline
evaluation for current levels of employee engagement, resiliency,
burnout and overall commitment to the organisation

Internal communication strategy

• The COVID-19 crisis has shown gaps in some organisations’ digital
channels and will have a deep impact on collaboration. Develop an
overarching internal communications strategy – it’s an opportunity
to start from scratch and build channels and content around new ways
of working

Re-engagement

• Focus on your purpose, culture and employee value proposition (EVP)
– you need to rally everyone around a common goal

Wellbeing

• Think holistically about your employees’ wellbeing – it’s not just about
physical, but emotional, financial and career

Communications

Employee
Engagement
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Area

Return to workplace considerations

Issue/Concern

Line manager communication

• Managers have learned to change their behaviours and trust their
teams to do the right things. Ensure they put people first and are
equipped with the messages, tools and skills to help their teams face
increased personal challenges during this time (bereavement and loss,
child care and school-cancellation, financial stress, etc.)

Respect in the workplace

• When bringing employees back, consider the opportunity to reinforce
expectations around respect in the workplace and remind employees
about policies related to discrimination and confidentiality

Employee resources

• Be sure to promote and highlight your employee assistance programs
(EAPs) and other wellness programs available to employees. If you
don’t have these programs, considering adding

Employee communications

• Ensure that employees have a way to communicate their concerns
quickly and confidentially

Executive communications

• Leaders have never put more emphasis on communication; make sure
you don’t lose this and ensure leaders remain visible as the situation
continues to evolve

Do you have a plan to manage
through expected waves of the
pandemic?

• If your organisation is impacted by COVID-19, you may need to go
through several waves of layoff/furloughs/schedule changes to ensure
safety of workforce and clients
• Consider various staffing strategies, including shift staggering and
cross training.
• Work with your business continuity and crisis response team to
prepare to operate in phased waves as/if needed

Do job descriptions need to be
updated?

• Think about how and if jobs have changed since the COVID-19 crisis.
Are they being done remotely? Are there new technologies being
utilised? Are there new standard operating procedures (SOPs) to be
performed?

Do job changes impact
qualification, experience and
eligibility for roles?

• If there have been changes in how and where jobs are being
performed, are people in the jobs still qualified or able to do the work
as expected?

Do job changes impact
employment?

• If employees are not able or unwilling to meet requirements of jobs
that have changed, do you have a process in place to consider them
for other internal opportunities?
• Do you have a strategy and program in place to manage termination
of employment and related support programs?

How does COVID-19 impact your
2020 performance management
process?

• Do you have enough data to fairly evaluate employees for the year? If
the job has changed as a result of COVID-19, are employees clear on
what the new expectations are?
• Do they need a grace period during which to learn new processes or
skills? In instances of significant change related to COVID-19 should
you consider hitting pause on your performance management process
in 2020?

Is your management team
prepared to manage remotely?

• Do managers understand how to measure performance and success
with changes to roles or with remote workers?

Job postings, supporting
technology and training for
managers

• Have you considered the use of bots or artificial intelligence (AI) to
assist in the vetting and candidate experience?
• Do you have a process and platform to enable remote/video
interviews?
• Do you have a process to ensure that technology accessibility does not
create issues with parity/discrimination?
• Have your hiring managers been trained on how to conduct interviews
remotely/via video and briefed on company expectations for
professionalism and brand?

Re-onboarding

Staffing Waves

Role Evaluation
and Job Fit

Transition and
Employee Exits

Performance
Management

Recruiting

Considerations
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Key Questions to Consider
Is our leadership prepared and trained to lead a people-first way of working through this transition?
Has our culture been impacted by COVID-19 and how will we mitigate this?
What cultural strengths should we leverage?
Have we checked to see if any staff have been financially impacted and how we can support them?
Have redundancies or restructures affected the trust and loyalty of remaining staff?
Has an HR and industrial relations expert reviewed our policy changes?
Are we aware of what our Group Insurance policy entails?
How do we help employees feel safe and comfortable as they return to their workplaces?
How will we respond if an employee does not feel safe coming back to a physical work site, even though that
employee cannot work remotely?
Do we have a plan to address the mental and emotional health of our employees?
What policies or programs can we introduce to help our employees manage their stress levels as they begin to come
back to the workplace?
What new benefits should we offer to promote the health and wellbeing of our employees?
What inventory of training on new workplace safety and disinfection protocols have been implemented?
Do we have exposure-response communications ready to go to any affected employees and customers?
Have we considered what policy updates should be circulated to employees?
What employee benefits changes do we need to communicate to employees?

Our team of specialists can work with you to help with:
• HR and Industrial Relations consulting

How Gallagher can help
Contact gbw@ajg.com.au

• Recruitment
• Employee communications strategy
• Employee financial literacy and wellbeing programs
• Team and leadership workshops, staff engagement surveys
and pulse checks
• Group Insurance policy reviews
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No matter where your organisation stands in the COVID-19 pandemic,
Gallagher has the insurance, risk management and consulting resources
to help protect your people, your property and your profits.
Call your Gallagher consultant today to get the conversation started.
The information in this article is current through May 11, 2020. However, given the fast changing nature
of the response to the COVID-19 pandemic, we acknowledge that facts will change and invite you
to visit ajg.com.au/pandemic where we maintain up-to-date information.

gallagherbenefits.com.au | Building confidence, together
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