Workplace Readiness
Checklist

Tick these off as you complete the task in each category:

FLEXIBLE WORKING
Set expectations and minimise
person-to-person contact

HOT DESKING
Provide appropriate training
and cleaning supplies

PHYSICAL DISTANCING
Reducing the risk
of transmission

HANDWASHING & HYGIENE
Provide adequate facilities to
maintain personal hygiene

CLEANING & DISINFECTING
Clean and disinfect surfaces
more than once per day

BUSINESS CONTINUITY PLAN
Be prepared and know what
to do in case of an outbreak

Use this checklist to help
prepare your organisation’s
safe return to the office.
Call us for a FREE consultation and find out how
we can help you get ready. Phone 1300 804 311

FLEXIBLE WORKING

HOT DESKING

PHYSICAL DISTANCING

Provide people the option to
continue working flexibly if
their role can be performed
from home.

If hot desks (shared desks) are
not available in your office, skip
ahead.

Install posters around the
workplace and provide physical
markers, such as floors decals,
reminding people to keep their
distance.

Provide information to your
workers about any support
available to them, such as their
point of contact for concerns
and any employee assistance
program you offer.

Avoid overcrowding of desks
by rostering no more than two
or three workers to each for
specific times.

Install signs at the entrance
to lifts and meeting rooms
specifying maximum safety
capacity.

Ensure all colleagues have
access to online communication
channels and establish check in
frequencies for those not in the
office, ie. daily, twice weekly, etc.

Keep a box with cleaning
supplies and instructions on
each desk and have workers
clean their desks before and
after use.

Move workstations, desks
and tables further apart to
comply with social distancing
requirements.

Ensure all workers know
they are to stay home if
they are unwell.

Have workers take their
personal items with them when
they leave. No personal items
are to be left on shared desks.

If possible, implement shift
arrangements or a rostering
system so that less people are
in the space at once.

Download the
COVIDSafe App
For resources on COVID-19 and related
information, visit: health.gov.au

Encourage office staff to have
online or phone meetings and,
when not possible, to meet in
an open area.

Implement contactless
deliveries and ensure systems
for e-invoicing are in place.

HANDWASHING & HYGIENE

CLEANING & DISINFECTING

BUSINESS CONTINUITY PLAN

Position hand sanitiser stations
at entry and exit points and
around the workplace.

Contact your cleaning provider
to ensure they can supply
sufficient resources and hours
to meet the increased needs.

Develop or update your BCP so
that in the event of a suspected
or confirmed outbreak of
COVID-19 in your shared work
environment, a step-by-step
plan is ready to action.

Ensure bathrooms are well
stocked with soap and paper
towels.

Consider requesting your
cleaning provider to supply
evidence that their cleaners
have completed the Dept. of
Health’s COVID-19 infection
control training.

Consider how you will
support your workers who
are suspected or confirmed
to have COVID-19 (eg. leave
entitlements, counselling, etc).

Display posters with
instructions for thorough hand
washing with soap and water,
or sanitiser where running
water is not available.

Display posters informing
people of other ways to limit
the spread of germs; eg. not
touching face, sneezing into
arms and/or staying home
when feeling sick.

Reach out to SHAPE if you
need assistance in developing
business procedures for
COVID-19 management.

Scan this QR code to use
Safe Work Australia’s
Physical Distancing Checklist
Walk through your shared spaces and conduct an accurate calculation of the
number of people you should permit to use each confined working space
health.gov.au

