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Objectives 
 
Counsel’s Chambers Limited (“CCL”), as a Person Conducting a Business or 
Undertaking (PCBU), recognises its responsibility under Work Health and Safety 
legislation to ensure, so far as is reasonably practicable, the health and safety of 
occupants and others at the workplace. This includes providing and maintaining a 
work environment that is without risks to health and safety. This Management Plan 
has been devised to manage the risk of infectious diseases, and in particular 
coronavirus impacting on the workplace. 
 
The strategies identified within the Plan have been developed through research, 
advice and guidance provided by Health NSW, SafeWork NSW, SafeWork Australia 
and other resources. 
 
The objectives of this Plan are – 
 

1. Preventing the transmission of infectious disease among staff and occupants 
of Wentworth & Selborne Chambers and Lockhart Chambers. 
 

2. Protecting people generally and particularly those who are at higher risk for 
adverse health complications (see Background). 
 

3. Maintaining business operations. 
 

4. Minimising adverse effects on other entities. 
 

5. Responding to changing situations relating to COVID-19, Public Health 
Orders and providing service and support to Members and Floors. 

 
For the purposes of this Plan the term occupants has been used to include all 
PCBUs, management and workers, including contractors. 
 
This Management plan will remain in effect until such time that the current 
restrictions within NSW are eased by the NSW Government under the “Roadmap to 
Freedom”, which will correspond with a statewide vaccination rate of 80% or 30 
November, whichever occurs sooner. At that time, the CCL COVID-19 Recovery 
Plan will come into effect. 

Background 
 
Since late 2019, respiratory illness caused by novel coronavirus (COVID-19) is now 
Pandemic as it has spread throughout the world and has affected every country, 
including Australia. The illness can be severe, causing long term impact on health 
and even death in some instances. Emerging variants of COVID-19 have been found 
to be more contagious, with airborne transmission occurring even under casual 
contact circumstances.  
 
Domestically, the number of cases has remained comparatively low, however from 
time-to-time clusters emerge, different variants of the virus become prevalent and 
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fresh outbreaks occur. PCBUs must, wherever possible, mitigate the risk of infection 
to employees and people generally. 
 
Categories of people at most risk of serious infection include: 
 

a) people with compromised immune systems; 
 

b) elderly people; 
 

c) Aboriginal and Torres Strait Islander people; 
 

d) people with diagnosed chronic medical conditions; and, 
 

e) pregnant women. 
 
Additionally, Public Health Orders issued by the State Government in response to 
new clusters and to suppress the spread of COVID-19 come into force and/or 
change from time-to-time, and advice from Health NSW is provided to mitigate the 
spread of COVID-19 and PCBUs must also comply, wherever possible, with those 
advices and orders. 
 
1. Symptoms of COVID-19 
 

Symptoms can range from mild illness to pneumonia, experiencing: 
 

a) fever; 
 

b) flu-like symptoms like coughing, sore throat and fatigue; and, 
 

c) shortness of breath. 
  

Medical care can treat most of the symptoms. 
 

2. How it spreads 
 

There is evidence that the virus spreads from person to person through: 
 

a) airborne transmission; 
 

b) brief or even fleeting contact with an infectious person; 
 

c) contact with droplets from an infected person’s cough or sneeze; or, 
 

d) touching objects or surfaces (like doorknobs or tables) that have cough or 
sneeze droplets from an infected person, and then touching your mouth or 
face. 
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3. Vaccination 
 

Vaccines are available in Australia through Health NSW, Local Government 
Area Health Districts and General Practitioners. PCBUs should encourage 
vaccination of staff in line with Government NSW advice, Health advice and 
eligibility for vaccination. 

 
Notwithstanding the availability of vaccines, PCBUs must remain alert, aware 
and prepared to respond to outbreaks of COVID-19 and continue to mitigate 
the risk of transmission wherever possible. 

CCL’s Response to the Pandemic 
 
CCL’s response to COVID-19 as a PCBU is to meet the objectives of this plan by:  
 

a) maintaining awareness of changing conditions relating to COVID-19; 
 

b) minimising the risk of transmission within the buildings; 
 

c) supporting the health and wellbeing of CCL Staff through observation, 
discussion and providing support materials and guidance; 
 

d) complying with Public Health Orders and directions from authorities; 
 

e) taking further steps to ensure the safety and wellbeing of CCL Staff and 
occupants is maintained;  
 

f) being prepared to continue operations under changing circumstances; and, 
 

g) effectively communicating the action taken to Staff and Occupants. 
 
1. COVID-19 Management Response Team 

 
The COVID-19 Management Response Team (CMRT) has been assembled to 
ensure that the plans objectives are met and respond to COVID-19 related 
matters. The CMRT consists of: 
 
a) CEO – Debbie George 

 
b) CIO – Michael Wright 

 
c) Operations Manager – Lee Albert 

 
d) Facilities Coordinator and Safety Officer – Nathan Howes 

 
The CMRT meets regularly identify COVID-19 related matters, identify hazards 
specific to its operations, assess the risk of those hazards, determine the 
appropriate Response Level and implement the necessary control measures to 
mitigate those risks. 
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2. COVID-19; Maintaining awareness 

 
The CMRT rely on a number of factors and sources of information to determine 
appropriate responses and risk mitigation strategies to COVID-19. These 
include: 

 
a) Government & Health NSW: https://www.nsw.gov.au/covid-19  

 
b) NSW Public Health Orders: 

https://legislation.nsw.gov.au/information/covid19-legislation  
 

c) Federal Health: https://www.health.gov.au/ 
 

d) COVIDlive statistics and particularly the number of days since the last 
community transmission: https://covidlive.com.au/nsw 

 
e) General traffic loads and occupation within the buildings, which is assessed 

using the aggregated week-to-date lift response times in Selborne 
Chambers where traffic is deemed: 

 
i) light where response times are <10 seconds; 

 
ii) moderate where response times are 10 – 12.5 seconds; and 

 
iii) heavy where response times are >12.5 seconds. 

 
f) News reports from the mainstream media outlets; https://www.abc.net.au/ 

 
3. Response Level assessment 

 
Community transmission of COVID-19 remains a risk even though transmission 
within Australia and NSW is typically nil to low. When transmission occurs 
within the community, the risk mitigation strategies need to be reassessed by 
the CRMT and applied appropriately. Phasing of the responses can be 
categorised by the following scenarios: 

 
a) Phase 1:  

o No community transmission has occurred within 7 days. 
o No government mandate to wear masks. 
o No government restrictions on public movement. 
o No active clusters or contact locations. 

 
b) Phase 2: 

o Low numbers of community transmission in last 7 days. 
o Government mandates to wear masks in some circumstances. 
o Few active casual contact locations.  
o Few requirements to monitor and/or get tested and self-isolate.  

 

https://www.nsw.gov.au/covid-19
https://legislation.nsw.gov.au/information/covid19-legislation
https://www.health.gov.au/
https://covidlive.com.au/nsw
https://www.abc.net.au/
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c) Phase 3:  
o Escalating community transmission (R >1.5) and active clusters 
o Government mandates to wear masks. 
o Government restrictions on public movement within Sydney. 
o Widespread close and casual contact locations. 

 
Based on the assessment of the existing situation, and giving consideration for 
the time of year, activity within the building, office staffing levels and other 
extenuating circumstances, the CRMT will decide which phase or response 
level is adequate. 
 

4. Response measures 
 

The CRMT may decide to implement any number of measures, however 
indicative response measures for each Response Level follow: 

 
 Response Level 1: 

 
Response Level 2: Response Level 3: 

General Service NSW check-in 
(QR codes) displayed in 
foyers. 
 
“Stand here” pads on lift 
floors. 
 
Physical distancing and 
hygiene signage in 
foyers. 
 

Service NSW check-in (QR 
codes) displayed in foyers. 
 
“Stand here” pads on lift 
floors. 
 
Physical distancing and 
hygiene signage in foyers. 
 
Circular to remind Members 
& Clerks about the 
changes. 
 

Service NSW check-in (QR 
codes) displayed in foyers. 
 
“Stand here” pads on lift 
floors. 
 
Physical distancing and 
hygiene signage in foyers. 
 
Circular to remind Members 
& Clerks about the further 
changes. 
 

Cleaning As normal. Daily CCL office sanitising 
 
Common touch point 
cleaning 
 
Glen 20 in toilets 
 

Daily CCL office sanitising 
 
Common touch point 
cleaning 
 
Additional toilet cleaning 
 
Glen 20 in toilets 
 

Services All CCL services 
operating as normal 
 

Access card not required to 
be presented for renewal 
 
 

Access card not required to 
be presented for renewal 
 
Rubbish, paper recycling 
and secure bin services 
suspended. 
 
Showers closed 
 

DRC Service NSW check-in for 
clients 
 
Clients required to 
confirm they are symptom 
free and they are not a 
close or casual contact. 
 

Service NSW check-in for 
clients 
 
Room capacity at 1 person 
per 2 m2 (16, 18, 20 & 6)  
 
Clients required to confirm 
they are free of symptoms 

Service NSW check-in for 
clients 
 
Room capacity at 1 person 
per 4 m2 (8, 9, 10 & 3)  
 
Clients required to confirm 
they are free of symptoms 
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and they are not a close or 
casual contact. 
 
Sofa use restricted. 
 
Clients required to maintain 
physical distancing and not 
to congregate in foyer 
areas or use the Sofa. 
 

and they are not a close or 
casual contact. 
 
Sofa use restricted. 
 
Clients required to maintain 
physical distancing and not 
to congregate in foyer 
areas or use the Sofa. 
 

ICT Services provided as 
normal 
 
Equipment delivered to 
CCL Offices required to 
be sanitised. 
 
 

Limited face-to-face 
support, authorisation 
required by CEO & CIO. 
 
PPE to be worn when 
attending to Chambers. 
 
Chambers to be empty 
when attending. 
 
Equipment delivered to 
CCL Offices required to be 
sanitised. 

No face-to-face support. 
 
Equipment delivered to 
CCL Offices required to be 
sanitised 
 
No in person support for 
DRC. 

Maintenance Services provided as 
normal. 
 
 

PPE to be worn when 
attending to Floors. 
 
Chambers to be empty 
when attending to 
maintenance. 
 
Only one member of the 
maintenance team to 
attend to the work orders. 

PPE to be worn when 
attending to Floors. 
 
Chambers to be empty 
when attending to 
maintenance. 
 
Only one member of the 
maintenance team to 
attend to the work orders. 

Contractors Sign in and out each day. PPE required. 
 
Temperature check 
required on sign in. 
 
Enhanced COVID related 
questions on sign in. 

Only emergency works 
permitted. 
 
PPE required. 
 
Temperature check 
required on sign in. 
 
Enhanced COVID related 
questions on sign in. 

 
5. Preparing for potential lockdown 
 

To ensure that CCL Staff and Occupants are fully prepared for a potential 
lockdown, certain measures should be in place and maintained. These include: 

 
a) ensuring that receptions are able to operate the Arc console remotely, 

noting that software may be required to be updated from time to time; 
 

b) preparing CCL Staff and Occupants to work from home by taking home 
their desktop devices and being familiar with the procedures to connect 
those devices to the CCL Network; 

 

https://www.ccl.com.au/files/documents/Taking_your_device_home_%E2%80%93_Windows_PC_(Wired).pdf
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c) maintaining user support guideshttps://www.ccl.com.au/services#network-
documents; 

 
d) using the VPN service to access network resources from outside 

Chambers, which must be arranged in advance by completing the VPN 
Application Form and submitting it to support@ccl.com.au; 

 
e) understanding which services do not require a VPN connection, namely;  

 
i. email including webmail; 

 
ii. spam quarantinehttps://spam.ccl.com.au; 

 
iii. Webex (messaging and phone services); 

 
iv. Voicemail; and 

 
v. Member Portal (logging support requests and accessing accounts); 

 
f) Video Conferencing / Webex services. 

CCL’s Response to a suspected or confirmed case 
 
The risk of a suspected or confirmed case of COVID-19 impacting on CCL building 
occupants is ever present and CCL must be prepared to respond accordingly. 

 
1. CCL Staff 
 

If a CCL Staff Member develops symptoms of COVID-19 they must: 
 

a) not come to work and notify their manager immediately; 
 

b) arrange to be tested immediately; and 
 

c) self-isolate immediately thereafter and remain so until  
 

i. the test is returned negative and evidence of that result is provided;  
 

ii. they are well enough to return to work; and  
 

iii. a further clearance to return to work is obtained from their GP if 
requested. 

 
Additional measures include: 
 
a) seeking further advice from their General Practitioner (GP); or 

 
b) contacting the Emergency Department (ED) of their local hospital or 

Sydney Hospital if at work; or 

https://www.ccl.com.au/services#network-documents
https://www.ccl.com.au/services#network-documents
https://www.ccl.com.au/services#network-documents
https://www.ccl.com.au/services#network-documents
https://www.ccl.com.au/services#network-documents
mailto:support@ccl.com.au
https://outlook.office365.com/
https://spam.ccl.com.au/
https://spam.ccl.com.au/
https://portal.ccl.com.au/
https://www.ccl.com.au/files/documents/CCL_User_Guide_-_Webex.pdf
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c) contacting Healthdirect on 1800 022 222; or 

 
d) if necessary, calling 000. 

 
Where testing returns a positive result, the CCL Staff Member must follow all 
directions from Health NSW and remain in isolation until such time that they 
return a negative test result and have been cleared by Health NSW and their 
GP to return to work and provide evidence of such clearance. 
 
Regardless of result, if the Staff Member does not wish to avail themselves of 
sick leave and is well enough to work and subject to obtaining the approval of 
the CEO, arrangements may be made for the Staff Member to work from home. 

 
CCL is prepared to respond to all enquiries and adhere to all directions from 
Health NSW including partial or full closure of the building and performing a full 
environmental clean – See Annexure A. 

 
For further information, contact the National Coronavirus Information Line on 
1800 020 080. 
 

2. Other Occupants 
 

If preventative measures are compromised and an occupant or recent visitor to 
the building is diagnosed with COVID-19, Health NSW must be contacted and 
an assessment undertaken of likely cross-contamination of other occupants.  
 
CCL management must follow the recommendations of Health NSW and 
actions may require partial-closure, floor closure or general building closure.  
 
In the unlikely event that Health NSW call a CCL Staff Member to attend to a 
contaminated part of the building, they must have appropriate PPE including P2 
respirator, eye protection, disposable gloves and disposable coverall and 
employ the correct procedures for donning and disposing of that PPE. 

 
3. Responses to close contacts and confirmed cases 

 
CCL and other PCBUs must be prepared to shut down or re-locate normal day 
to day operations if their floor needs to be isolated and evacuated after 
identification of a COVID-19 case and an environmental clean needs to be 
initiated. 
 
Partial closure 

 
In the event that an occupant or recent visitor is determined to be a close 
contact and is awaiting tests results for COVID-19, CCL will ensure in 
consultation with the Floor Clerk that;  

 
a) the person will immediately leave the building to self-isolate; 
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b) access to the areas previously occupied by the person will be immediately 
restricted, the areas locked off and signage warning others not to enter will 
be prominently displayed; and, 

 
c) access will remain restricted to the areas previously visited by the person 

until such time that the person is tested for COVID-19 and: 
 

i) the result is negative; or  
 
ii) the result is positive and an environmental clean has been performed – 

See Annexure A. 
 

Floor closure 
 

Where CCL is notified that an occupant or recent visitor has been diagnosed 
with COVID-19, CCL shall immediately contact the Clerk to commence the 
management plans response procedures and specifically; 

 
a) to follow all directions and answer all questions put by Health NSW and all 

other authorities; 
 

b) to lock off lift and fire stair access to the affected Floor to prevent any 
access to the Floor; 

 
c) immediately notify all occupants on the Floor, by way of public address or 

via the Clerk, whichever is deemed appropriate, to;  
 

i) not visit anywhere else in the buildings under any circumstances; 
 
ii) seek medical advice as required and notify NSW Health; 

 
iii) leave the building and not return until CCL have indicated that it is safe 

to do so;  
 

d) evacuate the Floor; 
 
e) have signage visible to visitors, occupants and persons generally that the 

access to the Floor is not available; 
 
f) initiate a full environmental clean of the Floor; 
 
g) notify the building’s occupants of the event including details of the affected 

Floor and person;  
 
h) notify all contractors and service technicians who have attended site in the 

14 days prior to the notification that a confirmed case has been reported; 
and, 

 
i) shall not allow the Floor to be re-occupied until such time that both the 

specialist cleaner and NSW Health have determined that it is safe to do so. 
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Important Notes: 

 
• Environmental cleaning involves a process called fogging that may 

have an adverse impact on artwork, legal volumes, papers and any 
other delicate item that may absorb moisture in Chambers and on the 
Floors. An Environmental Clean will involve all artwork being taken 
down, bagged in a plastic bag and left in place. Books and Legal 
volumes susceptible to the process will be covered and sealed on 
shelves only. The artwork and books must not be touched or removed 
from the air-tight bags for 14 days. 
 

• Local Health authorities and the federal government have stringent 
requirements for self-isolation for those who have had contact with 
confirmed cases of COVID-19. CCL’s response to a confirmed case is 
immediate Floor closure. Appropriate measures should be implemented 
to enable work to continue in self-isolation where a Floor closure takes 
place on short notice. 

 
• Should a confirmed case of COVID-19 arise within the buildings, CCL 

shall notify and cooperate with local Health authorities. 
 

Building closure 
 

In the event that occupants and visitors of multiple floors of Selborne, Wentworth 
and/or Lockhart Chambers are diagnosed with COVID-19 a decision may be 
required to close access to the building/s. This decision by the CRMT must be in 
conjunction with NSW Health and each floor, particularly to assist with their 
contingency plans for suspension or temporary re-location of normal day to day 
operations.  

 
Closure of the building out of hours must be communicated to occupants. This 
may be via bulk SMS and media release.  

 
It may only be necessary to close one building or all three. The link between 
Lockhart Chambers and Selborne Chambers would need to be managed and 
access to the building/s may require the presence of a Security Guard positioned 
near each entry point. 

 
An environmental clean should be initiated, with contaminated floors treated as a 
priority and a controlled maintenance of the air conditioning system. 

 
Otherwise, the response procedures will be the same as the Floor Closure. 

 
Recovery. 

 
Occupants shall not return to the affected area/floor/building until the ‘all clear’ 
has been given by CCL management, in consultation with NSW Health and 
cleaning contractors. The return to day-to-day operations will be monitored and 
reviewed. 
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Environmental impact cleaning procedures should be aligned with the 
Environmental Cleaning Response Plan (Annexure A). 

 
During the recovery process to normal business activities, CCL and other 
PCBUs must take advice and guidance from NSW Health and regulatory 
authorities, maintaining preventative strategies to mitigate any risk and ensure a 
safe and healthy workplace. 

 
CCL and other PCBUs must use all resources available for the prevention and 
early detection of COVID-19.  

Preventative & compliance practices 
 
1. Monitor Public Health Orders and Government announcements 
 

CCL shall regularly review changes to the Public Health Orders and adhere to 
requirements announced by Governments both State and Federal in relation to 
COVID-19. 
 
Where changes require amendments to the measuers set out in this plan, 
response procedures and measures generally for the buildings, its occupants 
and CCL Staff, those measures will be assessed and wherever possible, 
implemented as required. 
 

2. Actively encourage sick occupants to stay home. 
 

a) Occupants who have symptoms of any respiratory illness, no matter how 
mild, must not attend work and get tested for COVID-19 immediately and 
self-isolate until they return a negative test result.  Occupants should notify 
their supervisor or manager and stay home if they are sick. 

 
b) Instruct contractors and vendors that provide contract workers or temporary 

occupants about the importance of sick occupants staying home and 
encourage them to develop non-punitive leave policies. 

 
c) Forego the requirement to produce a Doctor’s Certificate for occupants who 

are sick with acute respiratory illness to validate their illness or to return to 
work as medical centres may be too busy to provide a Certificate in a timely 
manner (see 1a). 

 
d) CCL and other PCBUs should maintain flexible policies that permit 

occupants to work from home or stay home to care for a sick family 
member. 

 
e) CCL Staff displaying any COVID-19 symptoms are to be tested 

immediately and stay at home until a negative result is returned.  
 
3. Separate sick occupants. 
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a) Occupants who appear to have acute respiratory illness symptoms (cough, 

shortness of breath etc) upon arrival to work should be separated from 
other occupants and sent home or advised to seek medical assistance and 
be tested for COVID-19 immediately. Occupants should cover their nose 
and mouth with a tissue or similar when coughing and sneezing. A mask for 
the sick employee is recommended. 

 
b) If an occupant tests positive to COVID-19, an environmental clean is 

required and all directions from Health NSW must be complied with. (See 
Annexure A) 
 

4. Provide occupants and staff with information 
 

a) Place posters that encourage staying at home when sick, cough and 
sneeze etiquette, face coverings and hand hygiene at the entrance to each 
building and on each level. Posters can be obtained at 
https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus-
businesses.aspx 

 
b) Provide tissues and no-touch rubbish bins for use by occupants. 
 
c) Occupants must clean their hands on a regular basis with an alcohol-based 

hand sanitizer or wash their hands with soap and water for at least 20 
seconds. 

 
d) CCL and other PCBUs should provide soap and water and alcohol based 

sanitisers and ensure that adequate supplies are maintained. Hand rubs 
must be placed in conference rooms to promote hand hygiene. 

 
5. Perform routine environmental cleaning. 

 
a) CCL and other PCBUs, respectively, should continually assess whether it 

may be necessary to clean touched surfaces such as work stations, 
countertops and door knobs are cleaned on a regular basis. 

 
b) CCL and other PCBUs, respectively, should provide disposable antiseptic 

wipes so that commonly used surfaces, e.g. door knobs, keyboards, remote 
controls, desks etc, can be wiped down by occupants before each use. 

 
c) When required, common touch point in Wentworth & Selborne Chambers 

performed by CCL includes: 
 

• Door handles at all five (5) entrances including: 
o Selborne side entrance 
o Selborne main foyer doors. 
o Ground Floor Wentworth Chambers entrance (middle doors) 
o Wentworth foyer doors. 
o Wentworth side entrance.  

https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus-businesses.aspx
https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus-businesses.aspx
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• All common area door handles at Ground, Basement and Sub 
basement areas. 

• Lift landing buttons on all Floors. 
• Lift car buttons in every lift. 
• Toilet door handles on every floor. 
• Taps, sinks, flush buttons in toilets on every floor. 
• All fire stairs door handles, balustrades and touch points. 
• Handrails on the concourse. 

 
d) When required, common touch point cleaning in Lockhart Chambers 

performed by CCL includes: 
 

• All fires stairs and toilet door handles. 
• Taps, sinks, flush buttons in toilets on every floor. 
• Lift landing buttons on all floors. 
• Lift car buttons in both lifts. 
• All door handles to rooms on each Floor (only once per day) 

 
e) Preventative measures will maintain the risk of COVID-19 impacting on CCL 

buildings as LOW. However, cleaning practices must be adapted to reduce 
the risk even further. It is recommended that a Safe Work Method Statement 
be provided by cleaning contractors to ensure that the correct procedures are 
used in cleaning all surfaces that may be contaminated and for the protection 
of all cleaners. See Annexure A. 
 

f) Cleaning practice should include, as a minimum – 
• Hand, mouth/nose and clothing protection for the cleaner; 
• Use of disposable wipes, rags and disinfectant rated to kill coronavirus; 
• Mop and bucket (similar treatment to bio waste clean up); 
• All surfaces including door knobs and lift buttons to be wiped with 

disposable wipes or rags with appropriate strength disinfectant; 
• Where possible, similar treatment for air conditioning vents; 
• Do not use spray bottles on the surface as this may cause the virus to 

splash onto other surfaces; 
• Dispose of wipes, rags and any protective disposable coverall into a 

double lined garbage bag. 
 

6. Face coverings / masks 
 

a) The use of face coverings or masks can prevent droplet spread from 
airborne contaminants. A mask is defined as a face covering that:  

 
i. fits securely around the face, and 

 
ii. is designed or made to be worn over the nose and mouth to provide 

the wearer with protection against infection. 
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b) The use of face masks is recommended wherever possible and particularly 
where physical distancing may be compromised or large numbers of people 
are present, including on public transport. 

 
c) Wearing masks is frequently a requirement of Public Health Orders as 

issued from time-to-time, PCBUs should be appropriately prepared and 
equipped to respond to such requirements. 

 
 
 
7. Service NSW QR Check-in 
 

Public Health Orders require CCL to keep a record of all staff, patrons and 
contractors visiting the buildings. The Service NSW QR Code check in codes 
are installed at all building entrances and a Check-in Kiosk located on Level 1 
Selborne Chambers. 
 
All persons entering the buildings are required to Check-in and out each and 
every time they enter to assist in contact tracing where a positive COVID-19 
case occurs in the buildings. 
 

8. Physical distancing 
 

Depending on the Response Level as assessed by the CRMT and the 
measures put in place, CCL Staff may be directed to: 

 
a) not to attend any meetings, conferences, appointments or any other work-

related function outside of the office under any circumstances; 
 
b) defer routine maintenance or attend to maintenance in a modified manner, 

using PPE and ensuring that Chambers and/or areas or work have been 
vacated prior;  

 
c) exclusively attend to network support requests remotely and/or defer other 

in-person requests for service within the buildings;  
 

d) defer face-to-face meetings or meet via video conferencing facilities that 
have been comprehensive provided to Staff and Occupants; and 

 
e) be called to work from home. 
 
Occupants must practice physical distancing wherever practicable, by 
maintaining a 1.5 metre distance from others and to minimise all physical 
contact. Where possible to do so, physical distancing shall also apply within the 
buildings’ lifts, lift foyers and office areas. 

 
The physical distancing rules mandated by Government NSW and that change 
from time to time shall be observed in all indoor locations. 
 

9. Follow all travel advice and restrictions 
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a) All travel should be assessed in accordance with advice from State and 

Federal Governments. Where travel is essential and absolutely necessary, 
observe the following requirements herein. 

 
b) Prior to any planned overseas travel, occupants must be advised to check 

Smart Traveller (www.smarttraveller.gov.au) for the latest guidance and 
recommendations for each country of travel. It is recommended that 
occupants be discouraged from travelling to countries that are identified as 
being ‘at risk’. 

 
c) Occupants must be advised to check themselves for symptoms of acute 

respiratory illness before starting travel and notify their supervisor and stay 
home if they are sick. 

 
d) Occupants who become sick while travelling or on temporary assignment 

elsewhere should advise their supervisor and seek assistance from a 
medical practitioner. If overseas, the Australian Consulate should be 
advised. 

 
e) Occupants on return to Australia must comply with current directives issued 

by National and/or State Health and regulatory authorities. 
 

10. Donning and removing PPE 
 

PPE should be donned and removed in the correct order to maximise worker 
protection. For full PPE the correct order for donning is: 

  
a) hand hygiene; 
b) respirator or face mask; 
c) safety eyewear or face shield if applicable; 
d) protective coverall if applicable; and then, 
e) gloves. 

 
The correct order for removing is: 

 
a) remove gloves and perform hand hygiene; 
b) safety eyewear or face shield if applicable; 
c) protective coverall if applicable; 
d) respirator or face mask; and then, 
e) hand hygiene. 

 
11. Additional measures. 
 

a) Occupants who are well but who have a sick family member at home with 
COVID-19 must notify their supervisor and conduct a risk assessment of 
their potential exposure. The risk assessment should include exposure to 
surfaces that may have been compromised through cough and sneeze 
droplets by the affected family member. The employee should seek medical 
assistance on the identification of any symptom of COVID-19 and in 

http://www.smarttraveller.gov.au/
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addition to self-isolating for a period of 14 days be tested for COVID-19 and 
return a negative result before returning to work. (See Annexure B for more 
information about self isolation). 

 
b) If an employee is confirmed to have COVID-19, CCL and other PCBUs 

must inform fellow occupants of their possible exposure to COVID-19 in the 
workplace but maintain confidentiality of the infected person. 

 
12. Contractors 
 

All Contractors, trades and service personnel attending site must follow all 
directions from CCL in relation to COVID-19. Measures may change from time-
to-time depending the Response Level as assessed by the CRMT and include 
requirements such as: 

 
a) obtaining consent from all Floors where access is required to conduct the 

work; 
 
b) strictly observe the requirements for physical distancing; 
 
c) wearing a face covering or mask; 

 
i. whenever in the buildings as directed by CCL; or  

 
ii. at all other times when not able to maintain physical distancing 

requirements; 
 
d) wear a new set of disposable gloves while on site: 

 
i. whenever in the buildings as directed by CCL; and 

 
ii. are recommended to do so at all other times. 

 
e) not attend site having flu or COVID-19 like symptoms; 
 
f) notify CCL immediately if within 14 days of visiting any of CCL’s buildings; 

 
i. have to self-isolate after confirmed contact with COVID – 19; or 

 
ii. develop symptoms and are tested for COVID-19; or 

 
iii. are confirmed to have contracted COVID-19;  

 
g) not have travelled outside of Australia in the last 6 weeks or from any other 

cluster area or hotspot as identified by a State Government; 
 
h) once they are eligible in NSW, are requested to provide confirmation of 

their COVID-19 vaccination. 
 
13. Lifts. 
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The confined space of a lift may pose an increase in risk to the exposure of 
COVID-19. CCL has implemented the following precautionary measures that 
shall be applied where reasonably practicable to reduce the transmission of 
COVID-19 when using the lifts in accordance with recommendations made by 
SafeWork Australia: 

 
a) Signage reminding staff, occupants and visitors to the building to maintain 

social distancing has been put in place on all floors and foyers and, where 
reasonably practical limiting 2 persons per lift at one time.  
 

b) Floor markings may be required as a guide for occupants and visitors where 
to stand to maintain social distancing when inside the lifts. 

 
c) All occupants have been advised to use the fire stairs where possible to 

alleviate possible congestions in lifts and foyers. 
 

d) Increased common touch point cleaning for lift cars and call buttons on each 
floor between the hours of 9 am – 5 pm and a final clean after hours.  
 

e) CCL Staff have been specifically advised to use fire stairs for entry and exit.  
 

CCL will continue to review all measures in consultation with its WHS 
consultant, the building’s occupants and stakeholders, The Property Council of 
Australia and SafeWork Australia.  
 
 
SafeWork Australia’s recommendation in managing the risk of COID-19 in lifts 
can be found on their website - https://www.safeworkaustralia.gov.au/covid-19-
information-workplaces/industry-information/office/physical-distancing?tab=tab-
toc-small_business 

 
 
  

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/office/physical-distancing?tab=tab-toc-small_business
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/office/physical-distancing?tab=tab-toc-small_business
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/office/physical-distancing?tab=tab-toc-small_business
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NSW Bar Dispute Resolution Centre 
 
At the time of the booking the hirer must read, understand and acknowledge the 
NSW Bar Resolution Centre COVID-19 Precautions. Hirers failing to do this will not 
be able to proceed with the booking. The NSW Bar Resolution Centre COVID-19 
Precautions are attached to this document in Annexure C. 
 

Emergency contacts 
 
Name     Phone Number  Email/Website 
 
Healthdirect   1800 022 222  www.health.nsw.gov.au 
Coronavirus Info Line  1800 020 080 
Sydney Hospital  9382 7111 
 
Kamakan    1800 994 911  andrew@kamakan.com.au 
Forensic Cleaning 
 
Lee Albert    0407 281 781   lalbert@ccl.com.au 
Debbie George      dgeorge@ccl.com.au 
Nathan Howes   0407 910 361   nhowes@ccl.com.au 
Allied Security   1300 003 456             Ryan@alliedmanagement.com.au   
Ryan Kerseboom  0426 960 480    
Jet Black Plumbing  0420 233 377      nsedgman@jetblackplumbers.com.au 
Mark Spark (Electrician)  0418 474 905   mark@markspark.com.au 
Sydney Water 24/7 faults  132 090   www.sydneywater.com.au 
Police     000 
Police Assistance Line  131 444 
National Security Hotline  1800 123 400   www.nationalsecurity.gov.au  
Day Street Police Station  9265 6499 
Fire Brigade    000 
Ambulance    000 
 
  

https://www.health.nsw.gov.au/Infectious/diseases/Pages/coronavirus.aspx
mailto:andrew@kamakan.com.au
mailto:Ryan@alliedmanagement.com.au
http://www.nationalsecurity.gov.au/
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Annexure A – Environmental Cleaning Response Plan 
 
The specification for the environmental clean of a Floor follows: 
 
Where a case is confirmed in one of the offices, it is recommend that the artwork 
would need to be taken down and bagged in a plastic bag. Due to the value and 
fragility of the artwork, it would not be possible to spray or fog a room with the 
artwork on the wall.  
 
Where someone is confirmed positive with the virus, a Tier three clean of their office 
would be conducted along with any entry way, corridors, lifts etc they would use to 
get to their office and areas accessed by that person. 
 
 
What is involved?  
 
Tier one: Preventative/Low Risk Based 

1. Walk through using and applying a medical grade disinfectant spray through 
out the area. This is done as preventative care in a lower risk building or as a 
safety measure for our staff in a ‘hot zone.’ 

  
Tier two: Medium Risk Based 

1. Walk through using and applying a medical grade disinfectant spray 
throughout the area. 

2. Use a ¼ fold methodology cleaning using a cleaner/disinfectant on critical 
touch points to reduce soiling and chance of contamination. 

3. Apply medical grade disinfectant to all critical touch points and walk through 
area using and applying a medical grade disinfectant spray throughout. 

 
Tier three: High Risk/Guaranteed Hot Zone 

1. Walk through using and applying a medical grade disinfectant spray 
throughout the area. 

2. Perform ATP testing and record results on touch point (examples are railings, 
light switches, door, lift buttons etc) 

3. Use a ¼ fold methodology cleaning using a cleaner/disinfectant on critical 
touch points to reduce soiling and chance of contamination. 

4. Possibly steam clean carpeted areas and wet wash all surfaces including 
walls, windows etc.(where requested) 

5. Apply medical grade disinfectant to all critical touch points and walk through 
area using and applying a medical grade disinfectant spray throughout. 

6. Perform post remediation verification with ATP testing. Copy of report will be 
kept on file. This testing process will reveal any living cells missed during the 
cleaning process thus advising whether further cleaning is needed. 

 
PPE required: 
Our staff are all internationally trained technicians and will be wearing full coveralls, 
bootees, respirators and gloves. They must follow a stringent process when 
undertaking a biohazard clean up to ensure the contamination is contained and 
disease-causing agents are exterminated for a safe and biohazard free result.  
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Note: In order for work to commence, the level/s must be vacated. 
If works are requested to be conducted after hours, weekend etc., additional after 
hour rate may be applicable. 
  
All our efforts cannot guarantee total safety against the virus once humans are again 
in a disinfected area. There is much more to learn about how COVID-19 is spread, 
its severity, and other features associated with the virus; epidemiological and clinical 
investigations are ongoing. We can only complete preventative actions to hopefully 
reduce the spread. 
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Annexure B – Guidelines for Self-Isolation 
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Annexure C – NSW Bar Dispute Resolution Centre  
 
COVID-19 Precautions 
 
The NSW Bar Dispute Resolutions Centre (the Centre) on the 1st Floor, Selborne 
Chambers, remains open and available for hire. The Centre has introduced new 
capacity restrictions to deal with the social distancing requirements but apart from 
that, at this stage, we are able to provide ongoing use of the facility.  
 
 
At the time of the booking the hirer must read, understand and acknowledge the 
NSW Bar Resolution Centre COVID-19 Precautions. Hirers failing to do this will not 
be able to proceed with the booking. 
 
In order to help prevent the spread of the COVID-19 virus, the following 
arrangements have been adopted at the New South Wales Bar Dispute Resolution 
Centre. 
 
 
1. Room capacities & physical distancing 

 
From time-to-time and depending on Public Health Orders and requirements 
set out by the authorities, the number of visitors and individual room capacities 
within the Centre may change. Visitors to the Centre will be asked to observe 
requirements for physical distancing by: 

 
a) not exceeding the maximum number of persons permitted in each room; 

 
b) avoid congregating at reception and in the corridors; 

 
c) if directed, remain seated within the rooms;  

 
d) maintaining 1.5m for each other and the Centre’s Staff and reception desk. 
 
Please see our website for more information regarding the capacity of the 
rooms and room hire rates https://nswbardrc.com.au/ 
 

2. Health checks and travel questionnaire 
 

Please do not visit the premises if you, or spouse or child or household member 
have: 

 
a) cold or flu like symptoms; 

 
b) a fever; 

 
c) a cough; 

 
d) a sore throat; 

 

https://nswbardrc.com.au/
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e) experience shortness of breath;  
 

f) had close contact with someone diagnosed with or suspected of having 
coronavirus in the last 14 days; or, 

 
g) have travelled from a designated hotspot in the past 28 days. 

 
On arrival, you will be asked these questions before checking in. Persons who 
are within the Centre and show flu like symptoms will be asked to leave the 
Centre. We encourage all persons who are experiencing flu like symptoms to 
follow the advice of NSW Health. For more information on COVID-19 visit 
www.health.nsw.gov.au/coronavirus  
  

3. Face coverings 
 

The use of face coverings or masks is highly recommended within the Centre. 
From time-to-time and in accordance with Public Health Orders, visitors may be 
required to wear face masks or face coverings at all times when using the 
Centre. 
 
You will be advised when the wearing of a face mask or covering is 
compulsory.  

 
4. Other requirements 

 
The Centre has increased signage within the Centre to inform staff, members, 
guests and visitors of good hygiene practices. 
 
Please observe the following precautions: 

 
a) Wash your hands with soap and warm water. 

 
b) Maintain sneeze and cough etiquette. 

 
c) Use the hand sanitisers provided. 

 
d) Keep a reasonable separation from others at reception, meeting rooms and 

other parts of the building and follow all directions for physical distancing. 
 

e) Use the stairs if possible. 
 

f) Raise any concerns with reception immediately. 
 

g) Observe any additional instructions given to you by NSW Bar Dispute 
Resolution Centre. 

 
h) As an additional precaution we have introduced additional cleaning 

measures to ensure the safety of customers and staff.   
 

http://www.health.nsw.gov.au/coronavirus
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Annexure D – Service NSW Check-in requirements 
 
The mandate for the Service NSW check-in to all premises is clear. All persons must 
sign in on entry and as a condition of entry, CCL cannot provide advice to Floors, it is 
a matter for Floors to take their own advice with regard to the mandate.   
 
From 12 July 2021, CCL will be required to display the Service NSW QR code and 
take reasonable steps to ensure that people entering our premises check-in using 
the Service NSW QR code or the Service NSW digital sign-in sheet. This 
requirement extends to employees, visitors, customers, couriers and contractors. 
 
https://www.nsw.gov.au/covid-19/covid-safe/customer-record-keeping/mandatory-
electronic-check-in  
 
Base measures to achieve these requirements from 12 July until further notice will 
include: 

 
• Ensuring that CCL maintains its status as a COVIDSafe Business, and 

continually assessing and reviewing measures in responses to COVID-19, 
Government Mandates, Health Orders and its WHS obligations. 
 

• Prominently displaying QR codes at all building entrances and on all 
Floors. 
 

• Prominently displaying QR codes throughout Level 1 Selborne and within 
the DRC. 
 

• Providing an iPad with the Service NSW sign-in sheet page loaded for 
those who are unable to use the QR code at all building entrances during 
hours and on Level 1 Selborne after hours. 
 

• Verifying that persons entering the buildings check-in or sign in 
appropriately. 

 
• Verifying that all Staff, Members, DRC Customers, Contractors and 

visitors to Level 1 and the DRC are checked-in appropriately. 
 

• Ensuring that the requirements are effectively communicated: 
 

o By sending regular updates to the building, to be clear about the 
requirements and the obligations to comply with the mandate. 
 

o Installing signage prominently at the building’s entrances, informing 
visitors of the requirements and their obligations to comply with the 
mandate. 

 
o Ensuring that throughout the building, everyone is doing their part and 

Reception Staff are vigilant and monitor check-in of all persons as a 
condition of entry. 

https://www.nsw.gov.au/covid-19/covid-safe/customer-record-keeping/mandatory-electronic-check-in
https://www.nsw.gov.au/covid-19/covid-safe/customer-record-keeping/mandatory-electronic-check-in
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