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A SAFE
RETURN TO
WORK

As a result of the state's success in fighting the spread of
coronavirus, Western Australia entered Phase 3 of its four-phase
roadmap on Saturday 6 June. We are now able to begin to take
careful steps to encourage Black Swan staff to return to work.

While some staff have already made the move back to the office,
we understand circumstances have prevented others from doing
so. Our hope is that the easing of restrictions will now mean more
barriers have been removed and we look forward to welcoming
more of the team back over the coming weeks.

This document outlines information about our commitments to
physical distancing, cleaning, and personal hygeine, along with
details on how you can contribute to helping Black Swan remain a
safe and healthy workplace.

OUR COMMITMENT
TO YOU
the completion of a COVID Safety Plan
undertaking of a deep clean of the premises over the
weekend of 6 & 7 June
the availability of hand sanitiser at office entrance, and
throughout the premises
temperature check on arrival (do not enter if a temp of 38
degrees or more is recorded)
staff sign-in register at reception (to be used daily by all
staff)
daily cleaning of office space, including emptying of bins,
and frequently touched areas such as handrails, light
switches and doorknobs
fortnightly deep clean (sanitising all surfaces)
signage, demonstrating appropriate hygiene measures

At Black Swan, we are committed to ensuring the safety of
all staff, and so a number of measures following
recommendations from the state and federal governments
have been put in place including:

offices remaining closed to the public
implementation of 'our kitchen rules'
all staff have a dedicated workspace, adequately spaced
to ensure physical distancing requirements
rearrangement of office space to ensure greatest
distance between workstations
relocation of staff meetings to allow adequate physical
distancing (Heath Ledger foyer, or courtyard)
continuing to use electronic communication such as tele
and video conferencing for many external meetings and
training
maintaining working from home arrangements where
necessary (more on that below)

OFFICE SPACE
CONFIGURATION

In keeping with the revised square metre rule of 2 square
metres per person for WA venues, the office space at Black
Swan could accommodate up to 46 people. With an office
team of just under 20 staff, we are glad to provide
the added reassurance of under half the maximum number
of people allowed on site at any one time.

HOW YOU
CAN HELP

As we are all aware, we require a unified approach to ensure
our team’s safety and so we ask that everyone plays their
part. We are asking for a commitment from Black Swan
staff to:

stay 1.5 metres away from other people whenever and wherever you can
maintain good hand washing and cough/sneeze hygiene
maintain workplace hygiene standards when utilising common areas such as
cleaning up after yourself
placing rubbish in bins provided
avoiding putting items such as phones on common area surfaces
stay home when you’re unwell, and get tested if you have respiratory symptoms or a fever
if you are displaying symptoms of COVID-19 call the National Coronavirus hotline (1800 020
080)
immediately advise us if you are displaying symptoms of COVID-19, have been in close
contact with a person who has COVID-19 or have been tested for COVID-19
We also encourage staff to download the COVIDSafe app and keep it active so we have an
effective tracking mechanism should it be required, in addition to our sign in register.
The above measures are important for everyone, but particularly important for people who are at
greater risk of serious illness from COVID-19, their friends and their family.

OUR
KITCHEN
RULES

Given the tight space, only one staff member is permitted in the
kitchen at one time.
For the time being, all shared crockery and cutlery will be packed
away so please bring your own and take it back home daily.
A supply of disposable crockery and cutlery will be provided for
those times you're unable to bring your own.
Please wash your dishes, dry them with paper towel provided, and
remove them from the kitchen area straight after use.
Please disinfect any common area surfaces after you use them.
Ensure refrigerated items are disposed of or taken home at the
end of each day.
Please disinfect the microwave after use, including any buttons,
dials, or handles.

REQUEST TO
WORK FROM HOME
We understand there may be some circumstances that prevent staff from
returning to the office at this stage. If this applies to you, please click here to
complete a return to work plan. The plan will outline:
Risks associated with returning to work i.e your reason for not returning
What you and Black Swan can do to mitigate the risks
A requested timeline for management approval

HANDY
RESOURCES
KEY CONTACTS

13COVID: For information about coronavirus measures and restrictions, and what
they mean for you.
COVID-19 Public Hotline 24/7: 1800 020 080: If you suspect you, a staff member,
or a customer may have COVID-19 coronavirus symptoms or may have had close
contact with a person who has COVID-19 coronavirus.
Dedicated Police Number: 131 444

INFORMATION ON THE WEB

National COVID-19 safe workplace principles
Coronavirus public information
Keeping your distance video
Coronavirus posters

We look forward to
seeing you all back
at Black Swan!

