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What procedures are in place for visitors?

⁄ With immediate effect, please limit all visitors coming to the office, meetings should be done via Microsoft teams / skype/ telephone calls.
⁄ All visitors to offices and projects must complete the Visitor Access Evaluation Form located at the entrance to the facility they are visiting.  Information to be detailed 

includes but is not limited to:
• Visitor travel history, notably last 14 days against the criteria listed under Travel in this Plan.
• Contact history with infected persons
• Contact history of events/locations with confirmed cases of COVID-19
• Any known symptoms

⁄ All visitor requests must be approved by a General Manager.

Who do I contact for questions, concerns about COVID-19?

⁄ Please refer all questions to your Supervisor or Manager in the first instance.
⁄ In the instance your Supervisor or Manager is unable to answer your questions please contact, Darren Goergenyi in HSE (dgoergenyi@g-s.com.au ), or Lee Sheather in 

Human Resources (lsheather@g-s.com.au)

Is there a plan in place if somebody in the office contracts the virus?

⁄ Yes, all team members are subject to the self –isolation requirements outlined by the Government, including 14 days of isolation for those who have travelled, anyone in 
contact with someone who has returned from overseas and anyone who has been in contact with a positive COVID-19 case. Should anyone start to experience any of the 
symptoms whilst at work they will be directed to return home and be required to seek medical advice. They will need to be tested and remain in quarantine until they can 
confirm they are clear of the virus.   

⁄ All team members are directed not to attend work if they are unwell, have been in contact with a positive case, or experience any symptoms associated with COVID-19. 
⁄ Where possible, temperature testing will be available at our offices and workshops.
⁄ Safety and wellbeing is our priority. This means we must all take responsibility for ourselves and our colleagues. We all have a duty of care to ourselves and to others, and 

we ask you to actively care for your fellow team mates. 
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Are there enough hand sanitisers?

⁄ Hand sanitizers can be found at all our offices and workshop, and we will ensure we maintain the levels around the work areas.

Will DRA be providing masks?

⁄ No, face masks play a very important role in a clinical setting, such as hospitals. We have been informed that there is little evidence of benefit from their use outside clinical 
settings. Good hygiene practices are the best way to prevent exposure.

⁄ Refer to websites such as World Health Organisation should you want more information.

Should I be wearing gloves?

⁄ The best way to prevent spread of the virus is to maintain good hand hygiene, by frequently washing your hands, drying them thoroughly and / using hand sanitizers and 
avoid handshakes and contact with others. 

⁄ Refer to websites such as World Health Organisation should you want more information.

I am concerned about using handrails, door handles in bathrooms, touching surfaces and using elevators.  What mechanisms have been put in 
place?

⁄ An increased cleaning regime has been instigated around common areas and frequently used items, like door handles, all surfaces, bathrooms and kitchens.  Hand 
sanitisers are available and have been placed around the offices, including at reception.

⁄ Bathroom doors, kitchens doors and all contact surfaces will be wiped down frequently with disinfectant.
⁄ Meeting rooms are wiped down at the conclusion of each meeting.
⁄ We ask you to please exercise and maintain good hygiene around the offices and on site.

What do I do if I am concerned that a colleague has COVID-19 symptoms and is in the office?

⁄ Please have a conversation with your Manager, Supervisor or Project Manager.
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I am a desktop user; how do I work remotely?

⁄ Please speak to your Manager or Supervisor, in special conditions permission may be given to take your desktop home, IT will assist to ensure your desktop computer is 
set up to be able to connect to your home network.

If I am instructed to self-isolate and I can work remotely, how do I book my time?

⁄ If you are in self quarantine, please discuss the situation with your Manager or Supervisor (via telephone).
⁄ If you are fit to work and are able to work remotely, you will be able to work from home. 
⁄ If you develop symptoms and test positive for the virus thereafter, you will need to take sick leave (if available).  Reasonable evidence (eg a medical certificate) will be 

required for the period of time that you are ill, and you will need to provide a medical clearance before you will be able to return to work.
⁄ If you do not have sick leave available, then you will be able to apply for annual leave if available
⁄ A person infected with COVID-19 may require a quarantine period upon recovery prior to medical clearance to return to work. You may use your sick leave entitlement to 

cover quarantine periods.

If I self-isolate and I can’t work remotely how will I be paid?

⁄ If you are required to self quarantine and you are unable to work remotely, you will be able to take annual leave (if available).  If not available, discuss with your Supervisor 
or Manager.

⁄ Sick leave entitlement may be used if you are unwell.

Should I contract COVID-19 and I am too ill to work how do I book my time?

⁄ If you have contracted the virus and you are too ill to work, please apply for sick leave and provide a medical certificate for the time off as per the G&S Leave Procedure.  
You will be required to provide a medical clearance before you are permitted to return to work.
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Can I bring my children to work due to school / day care closure?

⁄ It’s not appropriate to bring children to the office as a long-term arrangement such as in the case of school closures. If you are required to care for children, because they 
are ill, or due to a school or day care closure, please discuss the matter with your Manager or Supervisor. 

⁄ Depending upon the level of care required and your ability to work remotely, your Manager or Supervisor will discuss the options available. 
⁄ If you are unable to work remotely, discuss this with your Manager or Supervisor.

What happens if I contract COVID-19 whilst I am on a site?

⁄ The site-specific medical procedures will prevail.   Please advise your Supervisor or Manager of your symptoms. 
⁄ G&S will ensure that you are self-quarantined and taken to a medical facility for treatment. You may be required to go into a self-quarantine period for a period of 14 days in 

line with the treating physicians instructions.  If your symptoms don’t deteriorate during those 14 days, you may then return to work.  Should your symptoms deteriorate 
then you will need to follow the advice of your treating general practitioner.
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Travel

What is critical or essential business travel?

⁄ Business critical travel would only be considered where it is imperative for the functioning of the business or project.

Do all travel requests have to be approved? And how?

⁄ Yes, all travel requests must be approved by David Cairns, unless the travel is to and from site as part of a normal roster pattern.

Does local travel need to be approved?

⁄ Yes, all air travel requests have to be approved by David Cairns, unless the travel is to and from site as part of a normal roster pattern.

I have been asked to travel for work do I have to go?

⁄ If you have any concerns about a request to travel, please feel free to raise your concerns with your Manager, Supervisor or Team Leader.
⁄ G&S will not force any employee to travel if they are not comfortable to travel.
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If I am going on holidays, including over the school holidays and Easter break, do I need to tell my Manager / Supervisor?

⁄ At this time, we request you discuss any annual leave booking approved up until 30 June. You may wish to reconsider your leave application due to the current travel 
restrictions. 

I, or one of the members of my household has a pre-existing medical condition. Does that put myself or them at extra risk? I believe that attending the 
office may increase risk to myself or them. What should I do?

⁄ Please have an open and honest conversation with your Supervisor or Manager to determine if there are any extra measures, we can put in place to minimize any risk to 
you or your family member.

⁄ Where possible we will accommodate working from home.

My child’s school or day care is closed what is the protocol around this?

⁄ Please discuss this with your Manager or Supervisor. Arrangements will depend upon the level of care required for your children, the role that you perform at work and the 
ability to work from home.

⁄ If you are not able to, or it is not practical for you to work fully or partially from home, please discuss your options with your Manager or Supervisor.

What if someone I live with shows symptoms of COVID-19?

⁄ Please ensure that they receive medical care. You will not be able to attend work until it has been determined that they and you do not have COVID-19.  
⁄ If they do test positive for COVID-19, you will need to self isolate as per the Government requirements.  You will not be able to return to work until you have completed the 

self isolation period provide a medical clearance.
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What happens if my partner / housemate / spouse has returned for travelling internationally and been instructed to self-quarantine?

⁄ Please follow the self-quarantine protocol in this event.

As a DRA employee, how do I remain abreast of medical alerts and updates on the COVID-19 pandemic?

⁄ G&S employees (under the umbrella of the DRA Group) can access a platform through International SOS, providing up to date information and updates of medical and 
security developments. All employees can register on www.internationalsos.com using membership number: 37AYCA000001 

Once a patient has been confirmed as contracted the COVID-19 virus and have recovered successfully and have proof from the medical profession, 
how soon can that patient return to work in the office environment?

⁄ They can return to work with immediate effect once your general practitioner gives you the go ahead to do so.  We will require a certificate from the doctor confirming you 
are in the clear.

Once I have successfully recovered from COVID-19, is it possible to contract the same virus a second time?

⁄ Yes, there have been reported cases of reinfection.  If you are concerned that you are showing symptoms of the virus once you have recovered, you will need to contact 
your General Practitioner immediately and follow the self-quarantine protocol again. Refer to websites such as World Health Organisation should you want more 
information.
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Thank you 
Be safe!
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