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COVID-19 WORKPLACE TRANSITION PLAN 

Purpose 

The Inspector General of Taxation and Taxation Ombudsman (IGTO) has developed this COVID-19 
transition plan for the safe transition of employees from the current COVID-19 remote working 
arrangements back to the workplace at level 6, 321 Kent Street, Sydney. 
 
This transition plan is in response to the relaxing of COVID-19 restrictions and is in line with 
broader government policy and health advice, easing of other restrictions across the economy, 
physical distancing guidance, and the National COVID-19 Safe Workplaces Principles. 
 
Scope 

This plan applies to all IGTO employees.  It also applies to contractors who visit the IGTO premises 
at 321 Kent Street, Sydney.   
 
Background 

On 8 May 2020 the Federal Government announced the easing of COVID-19 related restrictions 
through a three step roadmap to a COVIDSafe Australia. 
 

 
 
The New South Wales Government commenced easing restrictions from 15 May 2020 in line with 
step one of the Federal Government plan.  Further easing of restrictions in New South Wales, in 
line with step two of the Federal Government plan occurred on 13 June 2020, with additional 
easing scheduled for 1 July 2020.  Steps one and two of the Federal plan encourage working from 
home where it works for the employer and employee.  The IGTO supports this initiative. 
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Subsequent to the release of the roadmap by the Federal Government, the Australian Public 
Service Commission requested Agency Heads develop and start to implement a transition plan to 
facilitate the transition of employees to usual workplaces. In doing so, Agency Heads were 
requested to review the balance between working from home and returning to usual workplaces, 
ensuring the health and wellbeing of their staff along with agency productivity and the delivery of 
essential services. 
 
In developing this plan, the focus of the IGTO is on the continued delivery of critical functions to 
the Australian public, agency productivity and ensuring the IGTO workplace is a safe workplace for 
all employees.   
 
This plan has been developed with a phased approach, which is flexible enough to respond to 
emerging government health advice as it is known, and aligns with the Federal and State 
Government’s plans as at the date of signing.   
 
This phased approach acknowledges the successful transition to the remote call centre in May 
2020.  It also recognises there is no one critical group of employees that need to be prioritised for 
return to the workplace.  The IGTO’s primary consideration with this transition plan is ensuring 
Complaints Team members receive appropriate support for unreasonable conduct from 
complaints whilst working from home. 
 
The development of this plan has incorporated best practice advice from the Federal Government, 
State Government, Comcare, the Australian Public Service Commission, the Federal Health 
Department, Comcare and the National COVID-19 Safe Workplace Principles.  A COVID-19 risk 
assessment for the IGTO has been undertaken, to inform the development of this plan, and is 
detailed at Annex B. 
 
Roles and Responsibilities 

All IGTO employees have a role to play to ensure the transition is successful.  The roles and 
responsibilities detailed below underpin our IGTO culture of looking after each other.  Please 
familiarise yourself with your role. 

Role                           Responsibility 

Employees – all  Raise any concerns in relation to this plan, or the IGTO’s management of 
the COVID-19 pandemic, with the Business Operations Director. 

 Comply with this plan and IGTO Principles for Transition to the Workplace 
(Annex A) of this plan.  

 Notify your manager immediately if you are diagnosed with COVID-19, 
have been tested for COVID-19 or suspect you may have COVID-19. 

 Do not attend the workplace if you are exhibiting cold and/or flu-like 
symptoms and seek a COVID-19 test.  

 Avoid any non-essential travel and avoid travel to COVID-19 hotspots, as 
they become known. 

 Make use of existing technologies to conduct work and catch-up with 
colleagues when working from home.  

 Arrange regular check-ins with your manager when working from home.  
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 If you are finding working from home challenging, speak with your 
manager to address the issues you are experiencing.  

 Engage the Employee Assistance Program for support, as required, on 
1300 360 364.  

 Continue to ensure your work environment at home is both suitable and 
safe. 

 Practice good personal hygiene when in the workplace. 
Managers – 
EL1s and EL2s  

 Notify the Business Operations Director if a direct report advises you they 
have been tested for COVID-19, have tested positive for COVID-19,have 
had close contact with a person who has COVID-19 or exhibit cold and flu 
like symptoms. 

 Ensure employees observe the IGTO COVID-19 Principles for Transition to 
the Workplace. 

 Use Listen, Whisper, Barge (as appropriate) on a sample of complaints 
team calls daily. 

 Help employees stay on track and target by communicating expectations 
regularly with remote working arrangements.  

 Encourage members of the team to interact with each other using 
existing technological capabilities for chat and video (Teams, Jabber, 
FaceTime, WhatsApp) and not only relying on phone and email to 
communicate.  

 Have conversations with team members regularly about their experience 
of remote work.  

 Try to be extra clear on goals and responsibilities, and related timeframes 
and check-ins.  

 Consider any additional resources, training and support that needs to 
take place to enable your employees to work from home successfully.  

 Ensure that you have consulted and met HR policies, the IGTO Enterprise 
Agreement, procedures and requirements. 

 Reinforce and empower team members to terminate calls where they 
feel threatened on the call, recognising that in a remote environment, 
natural resilience levels will fall from what they would ordinarily be in an 
office environment where we are directly supported by management 
 

IGTO and SES  Provide leadership through the transition arrangements detailed in this 
plan by communicating expectations clearly, considering additional 
resources or training, ensuring HR policies are met, regularly checking in 
with employees in relation to their experience with working from home 
and transitioning back to the workplace and raising any potential issues 
with the Business Operations Director. 

 Notify the Business Operations Director if a direct report advises you they 
have tested positive for COVID-19, suspect they have COVID-19 or have 
been tested for COVID-19. 

 
Business 
Operations 

 Enact the IGTO COVID-19 response if notified of a positive test for an 
IGTO employee. 

 Provide support and guidance on the application of this plan. 
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Director (HR 
Manager) 

 Maintain the currency of this plan with Federal and State health advice, 
and public health orders, and communicate any changes. 

 Install appropriate signage which clearly displays the maximum number 
per office or meeting room at the entrance of each.  

 Maintain the workplace seating plan throughout the various phases of 
this plan to ensure physical distancing requirements are met. 

Office Manager  Ensure the replenishment of a hand sanitiser dispenser refills and pumps 
for airlocks, meeting rooms and common areas to enable quick and easy 
access to sanitise hands. 

 Review the accessibility and functionality of handwashing and hygiene 
provisions items on a weekly basis. 

 Procure surgical grade masks for use to IGTO team members, as 
requested.  

 Liaising with cleaning contractors in relation to the increase in cleaning 
requirements (ie post meeting room use, etc) to ensure appropriate 
sanitisation and COVID-19 risk minimisation. 
 

 

Phases 

This plan contains three phases of transition to the workplace, which is driven by the IGTO’s 
compliance with physical distancing requirements in the workplace, the health and safety risks 
coming into the cold and flu season and seeking to minimise commuting on public transport. Each 
phase will be piloted for two weeks with employee feedback being sought on the phase to confirm 
it will continue unaltered or if the phase needs to be altered.  

Review points will occur at the end of every phase to ensure the plan is current and consistent 
with current government health advice, public health orders and workplace requirements.  If 
phases need to be altered, to comply with changing government health advice and public health 
orders or workplace requirements, you will be consulted. 

Review points will also occur at 31 August 2020 and 31 December 2020 to re-assess if progression 
to the next phase is consistent with current government health advice, workplace requirements 
and employee feedback. 

Phase                                                                                                  Operative Dates 
1 Working from home, with workplace attendance only on 

allocated days, per the IGTO Workplace Attendance 
Register and Seating Plan (Annex C) or by requesting 
approval from the Business Operations Director.. 

Start of pandemic to 4 September 
2020 

2 Continue phase 1 COVID-19 working arrangements for four 
(4) days per week and transition to one (1) day in the 
workplace, in line with Annex C. 

7 September 2020 to 31 December 
2020 

3 Transition to the workplace in accordance with any agreed 
flexible work arrangements. 

1 January 2021 onwards. 
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Notes regarding the phases: 
 
Phase 1 – Current arrangements continue. 
 
Phase 2 –  Please attend the workplace on the day you have been allocated so that you maintain 
contact with the workplace, participate in team activities, receive training and guidance, socialise 
with other team members and begin to prepare yourself for more time in the office. If you do not 
want to attend the office because of a health vulnerability, please discuss this with the Business 
Operations Director. You may attend the workplace on additional days by requesting permission 
from the Business Operations Director.   
 
Phase 3 – Assumes the relaxation of physical distancing restrictions.  If the physical distancing 
restrictions are not relaxed by 31 December 2020, phase 2 of this plan will continue in line with 
the IGTO Business Continuity Plan.  Phase 3 also allows for flexible work arrangements to be 
negotiated with your manager in accordance with current policy. 
 
Supporting our People 
 
The health and wellbeing of IGTO employees is paramount.  The IGTO has carefully taken a slow 
speed phased approach to returning our people to the workplace to ensure the risk of 
transmission of COVID-19 is minimised and we all stay healthy.  The IGTO has also considered the 
need to balance the flexibility of working from home and the safety of employees when working 
from home in dealing with unreasonable complainants. 
 
To mitigate the health and wellbeing risks, the IGTO requires employees to engage in the 
following:  
 
 Take care of own mental health and assist others with mental health management.  Seek 

support where required. 
 Arrange with your manger to work in the office if this provides a work environment that is 

safer physically and mentally. 
 Managers to use the Listen, Whisper, Barge capability to on a sample of complaints team calls 

on a daily basis. 
 The Employee Assistance Program (EAP) where needing support for any work related or 

personal issues and where requested by the manager to participate in regular support 
sessions.  

 Daily Complaints Team de-briefing meetings. 
 Fully understanding the Reasonable Conduct guideline and implement it as appropriate. 
 Complaints team employees to proactively de-brief with a Manager after any unreasonable 

conduct call is received. 
 Any training provided by the IGTO in relation to working from home, mental health or 

managing unreasonable conduct. 
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Please continue our IGTO culture of supporting one and another to make our workplace a 
COVIDSafe Workplace in the transition period. 
 
 
 
 
Karen Payne 
Inspector General of Taxation and Taxation Ombudsman 
 
 
Annex A: IGTO Principles for Transition to the Workplace. 
Annex B: IGTO COVID-19 Risk Assessment. 
Annex C: IGTO Workplace Attendance Register. 
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Annex A 
IGTO COVID-19 Principles for Transition to the Workplace 

 
Welcome back to the workplace!  These Principles have been developed to provide you with 
guidance that will support your transition back to the workplace.  It also outlines some important 
changes put in place by the IGTO to ensure a safe and healthy work environment. 
 
To minimise the transmission risks associated with COVID-19 please read, understand and follow 
the preventative measure outlined below.  If you have any queries or concerns, please reach out 
to the Business Operations Director. 
 
Physical distancing  
 
All employees, contractors and visitors must adhere to COVID-19 physical distancing requirements 
(currently 1.5m between persons or 1 person per 4 square metres).  
 
In relation to IGTO’s office, appropriate physical distancing protocols are to be practiced including:  
 
 Workstations – no employees to use workstations that are located opposite or adjacent to the 

workstation they are using.  The current allocation of specific days for employees to attend the 
office has been deliberately designed to avoid employees sitting opposite or adjacent to each 
other. 

 Small meeting rooms – no more than two (2) persons in the room at any one time. 
 Medium meeting rooms – no more than four (4) persons in the room. 
 Large conference rooms/training room – no more than eight (8) person in the room. 
 IGTO/Deputy IGTO’s office – no more than four (4) persons in the room. 
 GM’s office – no more than two (2) persons in the room. 
 Photocopy room – no more than one (1) person per room. 
 Kitchen facilities – no more than four (4) persons in the room at any one time. 
 No hot-desking or use of other employee’s workstations is to occur. 
 
Practice Good Personal Hygiene 
 
Good personal hygiene is critical to prevent the spread of COVID-19 and keep each other safe.  
IGTO employees are to practice the following: 
 
 Stay home if sick. 
 Wash hands, or use sanitiser, every 60 minutes (for 20-seconds) and after any of the following 

activities: using the restroom, sneezing, touching the face, blowing the nose, cleaning, 
sweeping, mopping, smoking, eating, drinking, entering the building, going on break and 
before or after starting work.   

 Avoid touching your eyes, nose, and mouth. 
 Cover your coughs and sneezes with your elbow. 
 Put used tissues in the bin. 
 Do no share food. 
 Use sanitiser provided on the floor or personal supplies more readily available. 
 Help others practice personal hygiene by practicing good personal hygiene yourself.   
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 Wear face masks in communal environments (ie on public transport, shopping centres and 
places of worship).   
 

 
 
Practice Good Workplace Hygiene 
 
Good workplace hygiene is critical to prevent the spread of COVID-19 and keep each other safe.  
IGTO employees are to practice the following: 
 
 Stay home if sick. 
 Spray your desk with alcohol spray provided on arrival each day and on departure each day. 
 Wipe down high-touch spaces in your workspace more frequently. Wiped owns remain the 

most effective way to keep a workplace clean and safe.  
 Leave nothing on desks at the end of the day. This allows the cleaners to deep clean the desks 

at night.  
 Use own crockery and utensils and eat lunch at your desk or outside rather than in the meal 

room.  
 Thoroughly clean communal meal facilities (toasters, etc) before and after each use. 
 Observe signage in the office in relation to workplace hygiene, meeting room capacity limits, 

etc. 
 IGTO employees must comply with the requirements of the landlord of 321 Kent Street.  This 

includes physical distancing in lifts.  
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 Spray meetings room tables, chairs, phones, light switches and equipment before and after 
use. 

 No members of the public are to enter the office. 
 All deliveries are to be received in the airlock. 
 All meetings are to be limited to two hours in duration. Digital meetings (phone, video 

conference) are encouraged where possible.  
 Contactless deliveries to the office are to be arranged, where possible.  
 Electronic invoicing to be requested, where possible. 
 Avoid travelling in taxis and instead walk to meetings within the city, where possible. If taxi 

travel is required, try to limit passengers to one employee per taxi. 
 Take appropriate steps to avoid entering crowded lifts in the building – ideally just have 

yourself in the lift or a maximum of one other person and observe physical distancing. 
 Avoid shaking hands – virtual handshakes are safer! 
 Wear a face mask when commuting to/from the workplace. Surgical grade face masks are 

provided by the IGTO for use, however, if you prefer another type of face mask please use your 
own face mask. Face masks may also be worn in the workplace, if you choose. 

 If you think your co-worker needs assistance with practicing good personal hygiene and you 
are not comfortable speaking to them about this, please contact the Business Operations 
Director who will have a confidential chat with that co-worker. 
 

COVIDSafe App 
  
Employees, contractors and visitors are strongly encouraged (not required) to download and 
enable the COVIDSafe app provided by the Australian Government, which speeds up the process 
of contacting people exposed to coronavirus (COVID-19).  For those employees that do not 
download the COVID-safe app they will be required to sign in at the front air lock. 
 
Public Transport  
 
Employees travelling to and from work on public transport need to take extra pre-cautions and 
observe physical distancing requirements by only sitting on seats that have been marked as 
available for physical distancing.  The NSW State Government has recently recommended wearing 
face masks on public transport, and IGTO employees are requested to comply with this 
recommendation.  If you are experiencing problems with public transport on your allocated 
workplace day(s) please raise this with the Business Operations Director. 
 
Staggered Start Times 
 
To accommodate commuting surges, staggered start times are available within the bandwidth 
hours (7am to 7pm) and are encouraged.  Times outside these hours may be applied for on a case 
by case basis with your manager. 
 
Monitor Own Health 
 
Employees need to monitor their own health and stay at home if sick or if a caring for a sick 
member of their household.  This will mitigate the risk of spreading the cold and flu virus.  
Employees need to understand the symptoms of COVID-19, flu and colds (see table below) and 
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stay at home if any symptoms present.  If subsequently tested positive for COVID-19 employees 
must notify their manager immediately upon diagnosis.  

 
 
Caring Responsibilities 
  
IGTO employees can have caring responsibilities for children, elderly parents or other family and 
household members.  The IGTO supports our people by seeking to ensure caring responsibilities 
can be safely met. 
 
The phased approach to this plan acknowledges that childcare centres and schools are all currently 
open.   
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There are jurisdictional differences between school operations within Australia. However, as all 
APS employees are essential workers, most employees should be able to access supervision for 
their children. 
 
Where employees are not able to access supervision for their children, in the first instance, the 
IGTO will facilitate flexible working arrangements to allow employees to continue working. 
 
Employees that have caring responsibilities can apply to not attend the office on the day(s) 
allocated in the phased approach by applying via email to the Business Operations Director.  
Employees with caring responsibilities for non-school aged children must organise alternate caring 
arrangements if working from home and whilst childcare centres and schools are open. 
 
Where an employee is not available for work, they will need to access an approved leave type. 
Employees who choose not to send their children to school, and subsequently make themselves 
unavailable for work, may utilise their available leave credits. Where credits are exhausted, there 
is no entitlement to additional paid leave. 
 
Paid carer’s leave may be appropriate in specific circumstances. Paid carer’s leave is available to 
full-time or part-time employees where the employee needs to look after a family member or a 
member of their household who requires care or support because of a personal illness or 
unexpected emergency affecting the member.  
 
Health and Other Vulnerabilities 
 
Employees with high risk health vulnerabilities, or with live in family members with high risk health 
vulnerabilities can apply to not attend the workplace on the day(s) allocated in the phased 
approach by applying via email to the Business Operations Director.  
 
Vulnerable employees in unsafe situations at home may apply to come back to the workplace on 
more than the day(s) allocated in the phased approach and will be prioritised for return to the 
office. 
 
Employees who would like to come back into the workplace more than one day per week can 
apply to do so by seeking approval from the Business Operations Director. 
 
Second Outbreak of COVID-19 
 
Health authorities have warned that a second outbreak of COVID-19 may occur.  If this occurs in 
the Sydney region, advice from the Australian Government and state and territory governments 
will be followed. 
 
Where there is a localised outbreak employees will revert to work from home, where it is 
practicable to do so. 
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New Starters 
 
During the period this plan covers, and as a result of the recent recruitment processes, new 
employees will be joining the IGTO.   
 
New starters will remain working in the office to ensure they have immediate support available to 
them from an on-site EL. This will occur for up to two months before new starters commence 
working from home.  If the COVID-19 risk becomes too high, new starters will work from home. 
 
Induction for new starters will be delivered face-to-face on site in the training room, where not 
able to be delivered via Microsoft Teams.  
 
As is the normal practice, the new starters will be given a ‘buddy’. This will also occur on site for at 
least a few days. Thereafter the buddies can return to work from home rotation and be contacted 
remotely. 
 
Seating plans for new starters have been determined prior to their start date to ensure physical 
distancing requirements can me maintained for all employees at all times.  The seating plan for 
new starters is incorporated in Annex C. 
 
Travel 
 
Non-essential business travel is to be avoided during the period 1 July 2020 to 31 December 2020, 
as per current arrangements.  Travel to COVID-19 hotspots is also to be avoided. 
 
This includes the requirement to attend Parliamentary committee hearings in Canberra, give 
presentations or investigate complaints where other virtual means of attendance is not available. 
 
Daily Record Keeping 
 
All employees to keep a record of their attendance in the workplace – this is for contact tracing 
purposes if a suspected case arises. The record is to be kept in such a way that it is easily 
accessible for contact tracing purposes if required.  The COVIDSafe app is an approved method of 
record keeping for this purpose. 
 
Resources 
 
IGTO Unreasonable Conduct Policy 
http://igtweb/sites/Knowledge/PPP/Complaints/Unreasonable%20Complainant%20Conduct/Unre
asonable%20complainant%20conduct%20-%20policy%20and%20procedures%20-%20final.pdf 
 
COVIDSafe app 
https://www.health.gov.au/resources/publications/covidsafe-app-download-today 
 
 Employee Assistance Program 
 The Employee Assistance Program can be contacted on 1300 360 364, international 
+61 2 8295 2292 or New Zealand 0800 360 364.  Benestar also offers online counselling services, 
through www.benestar.com. 
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National COVID-19 safe workplace principles 
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/other-
resources/national-covid-19-safe-workplace-principles 
 
NSW Public Health Orders 
https://www.health.nsw.gov.au/Infectious/covid-19/Pages/public-health-orders.aspx 
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Annex B 
IGTO COVID-19 RISK ASSESSMENT 

 
        Uncontrolled Risk Existing Controls Residual Risk  

Risk 
Ref. 

Risk Event Source(s) Impacts(s) Likelihood Consequence Rating   Likelihood Consequence Rating 

1 IGTO does not 
deliver on 
Government 
priorities, as 
articulated 
through the 
IGTO Corporate 
Plan, effectively 
through this 
period or our 
productivity is 
significantly 
reduced. 

Employees and 
managers are 
unable to work 
effectively out of 
the office, either 
due to capability, IT 
or lack of direction. 

IGTO priorities 
are not 
delivered, or do 
not realise the 
intended 
benefits, leading 
to reduced 
outcomes for 
the Australian 
people. 

Possible Major Medium IGTO Business Continuity 
Framework, supporting plans and 
procedures, including crisis 
management, critical function 
plans. 
Monitoring of response work 
through the Crisis Management 
Team. 
Communications and guidance, 
including remote working 
arrangements, managing remote 
teams, taskforce establishment 
and rapid implementation risk 
management 
IT support, including interim 
arrangements, speed up of laptop 
rollout. 

Unlikely Minor Low 
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        Uncontrolled Risk Existing Controls Residual Risk  
Risk 
Ref. 

Risk Event Source(s) Impacts(s) Likelihood Consequence Rating   Likelihood Consequence Rating 

2 IGTO does not 
ensure the 
capability and 
knowledge of 
managers and 
workers within 
IGTO in relation 
to appropriate 
COVID-19, 
physical 
distancing and 
hygiene 
measures. 

Lack of information 
provided to 
employees, 
contractors, 
secondees and 
visitors on physical 
distancing and 
hygiene measures 
and expectations. 
Employees, 
contractors, 
secondees and 
visitors do not 
comply with 
physical distancing 
and hygiene 
measures. 
Divisional or State 
Office plans are 
unavailable or not 
followed. 

COVID-19 
transmission. 
Impact to 
availability of 
critical resources 
or access to the 
workplace. 
Loss of 
confidence in 
Treasury as an 
employer. 

Possible Moderate Medium Updated COVID-safe signage and 
maximum occupancy signs on 
common areas and meeting 
rooms. 
Regular communications, 
including dedicated COVID-19 
Intranet Page providing 
information on COVID-19, public 
health advice and workplace 
controls around hygiene and 
physical distancing. 
Visual prompts, including red and 
blue dots, hand sanitiser stations. 
Monitoring the effectiveness or 
communications through staff 
survey and the Crisis 
Management Team. 
Division and State Office plans for 
managing physical distancing. 

Unlikely Minor Low 
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        Uncontrolled Risk Existing Controls Residual Risk  
Risk 
Ref. 

Risk Event Source(s) Impacts(s) Likelihood Consequence Rating   Likelihood Consequence Rating 

3 IGTO does not 
provide 
appropriate or 
sufficiently 
flexible working 
arrangements, 
thereby 
endangering the 
health and 
safety of 
employees, 
contractors, 
secondees and 
visitors. 

Physical distancing 
arrangements are 
unable to be 
established. 
Cleaning program is 
insufficient or 
inadequate. 
Products such as 
sanitiser, 
disinfectant, soap 
etc. are not 
available. 
This workplace is 
not available or this 
plan is not followed. 

COVID-19 
transmission. 
Impact to 
availability of 
critical resources 
or access to the 
workplace. 
Loss of 
confidence in 
IGTO as an 
employer. 

Possible Moderate Medium Purchase of hygiene supplies at 
workstations and face masks. 
Development of workplace plan, 
which reflects maximum 
occupancy and physical distancing 
requirements on a daily basis. 
Maximum occupancy signage for 
communal areas/offices. 
Remote work guidance and 
support, including increased 
availability and support for work 
from home arrangements, tele 
and videoconferencing. 
Workplace COVID-safe signage. 
Monitoring of the latest guidance 
and advice and oversight of 
implementation through the 
Crisis Management Team. 

Unlikely Minor Low 
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        Uncontrolled Risk Existing Controls Residual Risk  
Risk 
Ref. 

Risk Event Source(s) Impacts(s) Likelihood Consequence Rating   Likelihood Consequence Rating 

4 IGTO does not 
effectively and 
quickly respond 
to a COVID-19 
event which fails 
to minimise 
exposure or 
transmission to 
employees, 
contractors, 
secondees and 
visitors. 

Employee, 
contractor, 
secondee or visitor 
attends workplace 
while symptomatic, 
asymptomatic or 
suffering another 
ailment. 

COVID-19 
transmission. 
Impact to 
availability of 
critical resources 
or access to the 
workplace. 
Loss of 
confidence in 
Treasury as an 
employer. 

Possible Moderate Medium Physical distancing and hygiene 
measures are in place to limit 
transmission. 
Workplace COVID-safe signage. 
Regular communications, 
reminding employees who are 
unwell to stay at home. 
Leadership and all employees are 
aware of reporting process for 
suspected or known cases. 
IGTO protocol for reporting and 
managing a close contact or case 
in the workplace. 
Delivery of annual flu vaccination 
program (noting this does not 
include a vaccine for COVID-19). 
Home based work for employees 
made available for those who can 
work from home, particularly 
those deemed to be at a higher 
risk. 
Monitoring of the latest guidance 
and advice and oversight of 
implementation through the 
Crisis Management Team. 

Unlikely Minor Low 
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Annex C 
 

 
 
 
 

Day Monday Tuesday Wednesday Thursday Friday
IGTO IGTO Karen IGTO IGTO
SES officer(s) SES officer(s) SES officer(s) Andrew SES officer(s)
Rosina Kuan David C Duy Peter
Emma Alison (.75FTE) Julian Saleh (fn) Jenifer (T,W,F)(.63FTE)(fn)
Simon Rummana Travis Nguyen Li (fn)
Dip (fn) Montreal Anita Amanda (fn) Shan (M, W-F)(.80FTE)
Naomi Brandon Kim Jarrod

Sotheary (T-F)(.80FTE) Darren

Legend
M,T,W,T,F Monday, Tuesday, Wednesday, Thursday, Friday - days in the office shown.
FTE Full Time Equivalent - % of FTE shown.
fn Fortnightly only attendance requested and granted due to health concerns or working part time.

Duy Emma Naomi Peter

Rosina Kuan Vacant Kim
Saleh Jenifer 

Li Monty
Simon Anita

Nguyen Rummana
Sotheary Vacant

Amanda Julian
Shan Alison 

Brandon Travis
Jarrod Dip

David C Darren

Seating plan designed to maintain physical distancing so no personnel sitting adjacent or opposite another personnel.

Open area - 1.5 metre physical distance

Open area - 1.5 metre physical distance

Open area - 1.5 metre physical distance

Workplace Attendance Register

Workplace Seating Plan

Staff pre-approved 
to attend on this 
day if essential 
work requires 
office attendance 
for phase 1 of 
Transition Plan. All 
other attendance 
must be approved 
by HR Director, in 
writing.

Open area - 1.5 metre physical distance

Open area - 1.5 metre physical distance

Open area - 1.5 metre physical distance

Open area - 1.5 metre physical distance


