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COVID19 Staff FAQ’s 

Questions about Staff Welfare, Workplace Concerns 

Actions if you are ill: 

If you suspect you may be infectious, actions you should take are: 
• Coughing or sneezing into a flexed elbow or tissue so you are not infecting your hands that will then transfer 

the infection to other objects that people will hold; 
• Stay at home isolated from other people; 
• If seeking medical advice, phone ahead so the Doctor is prepared, and they can properly isolate you from 

others. 
• Advise your Manager immediately. 

 

Actions if a family member is ill: 

• Stay at home if you are ill and contact your GP for advice. 
• Advise your Manager. 
• Do not share: dishes, drinking glasses, cups, eating utensils, towels, or bedding with other people or pets in 

your home. 
• Wash these items thoroughly after use with soap and water. 
• Clean and disinfect high-touch surfaces. 
• Minimise contact as much as possible. Use a separate bathroom and bedroom, if available or clean 

thoroughly. 
 
Actions if a participant or their family member is ill: 
 
Alert Interchange IE immediately: call 0438 369 811 or email support@iie.org.au 

 
 

ABOUT CORONAVIRUS  
 

What is Coronavirus?  
• Coronavirus (also known as COVID-19) is a respiratory illness   
• Symptoms range from a mild cough to pneumonia  
• Some people recover easily, whereas others may get very sick very quickly  
  
Who is at highest risk of contracting the virus?   
• People who have travelled to high-risk countries  
• People with weakened immune systems   
• People with conditions such as diabetes, heart and lung disease  
  
How does the virus spread?  
It can spread from person to person in a similar way to flu; for example if:  
• an infected person coughs or sneezes within one metre of you   
• you touch surfaces contaminated by droplets and then touch your eyes, nose or mouth   
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What are the symptoms?  
The most common symptoms reported are:  
• Fever   
• Breathing difficulties (e.g. breathlessness)  
• Cough  
• Sore throat  
• Fatigue or tiredness  
 
Should I wear a mask to protect myself? 
The current advice is to wear a mask only if you are infectious with COVID-19 symptoms (especially coughing) or 
when you are looking after someone who may have COVID-19.  
 
https://www.health.gov.au/resources/videos/coronavirus-video-stay-informed 
 
 
MEETING CONTRACTED HOURS 
 
If a staff member has been offered reasonable hours of work to meet their contract obligations, then they are 
expected to commit to these shifts. 
 
However, if an employee chooses not to accept available or offered shifts to meet their contracted hours, 
Interchange IE may renegotiate the employee’s contract to lower hours or offer ongoing leave without pay.  
If negotiations are unsuccessful, a senior manger will escalate the discussions. 
 
If Interchange IE is unable to offer reasonable hours of work for each employee, Interchange IE will review each 
employee’s circumstance individually, and respond in a fair and equitable manner, in line with current Fair Work 
Australia Guidelines 
 
 This applies to all staff contracts – casual, part time or fulltime. 
 
PAYROLL PROCESS 
 
All staff are required to ensure that they are meeting and following the payroll process communicated. 
 
Staff must note that failure to submit a correct timesheet by the 9am Monday deadline may result in not being 
included in that fortnights pay run, therefore not receiving payment in that run. 
 
Changes to the payroll process in response to COVID19 measures do not allow for alterations to be accepted/made 
to incorrect or incomplete timesheets. 
 
All staff must take responsibility for ensuring that submitted information is correct at the time of submission. 
 
SOCIAL DISTANCING 
 
What is social distancing? 
Social distancing includes ways to stop or slow the spread of infectious diseases. It means less contact between you 
and other people.  
  
Social distancing is important because COVID-19 is most likely to spread from person-to-person through: 

https://www.health.gov.au/resources/videos/coronavirus-video-stay-informed


 
As at Friday 20th March 2020 

COVID19 Staff FAQ’s 
Version 1.0, As at 20th March 2020 

• direct close contact with a person while they are infectious or in the 24 hours before their symptoms 
appeared  

• close contact with a person with a confirmed infection who coughs or sneezes, or touching objects or 
surfaces (such as door handles or tables) contaminated from a cough or sneeze from a person with a 
confirmed infection, and then touching your mouth or face.   

 
What does “close contact” mean?  
Close contact means:  

• Face to Face contact with a person known to have contracted the COVID19 illness for a period greater than 
15 minutes; or 

• Contact with a confirmed case of COVID-19 in an enclosed area for a period of more than 2 hours.    
 
So, the more space between you and others, the harder it is for the virus to spread.  
 
What can I do?  
If you are sick, stay away from others – that is the most important thing you can do. You should also practise good 
hand and sneeze/cough hygiene:  

• wash your hands frequently with soap and water, before and after eating, and after going to the toilet  

• cover your cough and sneeze, dispose of tissues, and use alcohol-based hand sanitiser, and if unwell, avoid 
contact with others (stay more than 1.5 metres from people).  

 
As well as these, you can start a range of social distancing and low-cost hygiene actions now.  
 
These simple, common sense actions help reduce risk to you and to others. They will help to slow the spread of 
disease in the community – and you can use them every day – in your home, work and while out in public. 
 
 
SELF ISOLATION  
 
When should I self-isolate?   
As mentioned above, you must stay away from work for 14 days if you have returned from or transited through a 
country to which ‘do not travel’ or ‘exercise a high degree of caution’ warnings apply (in relation to coronavirus).  
You must also isolate yourself for 14 days if you have been in close contact with a proven case of Coronavirus or in 
close contact with someone who has a suspected case of Coronavirus.  
If you have recently returned from any overseas country, you must self-isolate for 14 days. 
  
What’s the process for notifying Interchange IE that I need to self- isolate?  
Please contact your Manager, email support@iie.org.au or call 0438 369 811 to report cases of self-isolation or 
infection.  
Staff are required by law to report COVID 19 infection. 
  
If I need to self-isolate, do I take personal leave?  
Unwell Part Time or Full-Time employees should apply for personal leave using the leave application form, if they 
have an available balance, otherwise they will need to apply to use annual leave or leave without pay. 
 
Prime Minister Scott Morrison has indicated that the Federal Government plans to support casual workers forced to 
self-isolate during the Australian coronavirus (Covid-19) outbreak. This will be through Centrelink. 
Please contact Centrelink for further details. 
 
https://www.servicesaustralia.gov.au/individuals/subjects/affected-coronavirus-covid-19 

mailto:support@iie.org.au
https://www.servicesaustralia.gov.au/individuals/subjects/affected-coronavirus-covid-19
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EMPLOYEE ILLNESS  
 
Do any Interchange IE employees have Coronavirus (COVID-19)?  
Currently there are no IIE employees diagnosed with COVID-19. (Current at 20/3/2020) 
 
Actions if a colleague shows signs of illness: 
Raise the matter with your Manager.  All staff have a duty to look out for the health and safety of themselves and co-
workers.  Stay at home if you are unwell.   
 
Actions if you are contacted by the Health Department due to possible contact with an infected person: 
Follow the advice given. This is likely to involve attending a testing centre to be tested. Advise your Manager if the 
advice is not to attend work. 
 
PARTICIPANT ILLNESS  
 
Do any Interchange IE participants have Coronavirus (COVID-19)?  
Currently IIE has received no reports of COVID19 infection from any of our participants or families. (Current at 
20/3/2020) 
Interchange IE will continue to reinforce the importance of reporting illness and self-isolating to all participants and 
families. Our priority is to protect the health and wellbeing of staff.  
 
CARING FOR SELF AND OTHERS  
How can I best protect myself from Coronavirus (COVID-19)?  

• Wash hands often with soap and running water for at least 20 seconds. Dry with paper towel until 
completely dry.  

• Use alcohol-based hand sanitiser for times when soap and water are not readily available.  

• Try not to touch your eyes, nose or mouth.  

• Continue healthy habits: exercise, drink water and get plenty of sleep.  

• Get the flu vaccine   

• Do not shake hands 

• Avoid group gatherings 

• Use gloves and other personal protective equipment when providing personal care 
 
Watch ‘Good Hygiene Start Here’ 
https://www.health.gov.au/resources/videos/coronavirus-video-good-hygiene-starts-here 
 
Watch ‘Help Stop The Spread’ 
https://www.health.gov.au/resources/videos/coronavirus-video-help-stop-the-spread 
 
  
Will Interchange IE be offering vaccinations for Coronavirus (COVID -19)?  
There is currently no vaccine available for COVID-19.  
However, we advise staff to get the annual flu vaccine to help protect against influenza.  
 
Interchange IE will reimburse staff up to $15.00 towards the cost of their 2020 flu vaccination. Payment will be made 
on completion of an expense reimbursement form and submission of a related receipt. 
 
 
 
 

https://www.health.gov.au/resources/videos/coronavirus-video-good-hygiene-starts-here
https://www.health.gov.au/resources/videos/coronavirus-video-help-stop-the-spread
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What if I want to stay home as a precaution?  
If staff want to stay at home as a precaution against being exposed to Coronavirus, or because they would be 
considered high risk if they contracted Coronavirus, they will need to take some form of paid or unpaid leave, such 
as personal or annual leave.  
Staff without a leave entitlement will need to apply for leave without pay. 
These requests are subject to the normal leave application process.  
 
As a casual, will I be paid if I cannot come to work? 
Casuals are paid for all hours they work. They do not accrue leave since this is built into their hourly rate so they will 
not be paid for hours not worked.  However, they may be able to access additional support through Centrelink. 
 
I have a family member (or am the primary carer for someone) who is sick with Coronavirus, or who cannot attend 
school / childcare due to closure. What leave arrangements am I required to take?  

There are several scenarios that might mean people may be away from the workplace as a result of Coronavirus:  
 

• Caring for someone who is sick with coronavirus -  
Part Time or Full-time staff: can take personal leave or unpaid carers leave. Use of annual leave balances will 
be considered. 
Casuals: will need to contact Centrelink to discuss support available to them.  
 
You will also still need to self-isolate for 14 days due to your potential exposure to the virus. 
 

• Caring for children or dependants -  
Part Time or Full-time staff: will need to take paid or unpaid personal leave dependant on their available 
balances. Use of annual leave will be considered. 
Casuals: will need to contact Centrelink to discuss support available to them.  

 
Staff may be required to provide Interchange IE with evidence of the illness or unexpected emergency upon 
request. 
 
What happens if I run out of leave? 
You will then be able to access leave without pay. 

 
COMMUNICATION  
 
How will Interchange IE be keeping me up to date with the changing situation?   
We appreciate these are uncertain times and information is changing rapidly. Our priority is always the safety 
and wellbeing of our employees.  
We are regularly reviewing information from State and Federal Health authorities and will continue to update 
you with the latest information on our webpage, email and via regular webinars.  
 
What do I tell participants and families about how we are managing our response?  
Interchange IE have a comprehensive pandemic plan, including managing our staff and the participants and 
families we support. Families have been sent a copy of our Pandemic and Epidemic Policy and will receive 
regular updates from Interchange IE. 
If families or participants have specific questions or concerns, please direct them to ask these via email to: 
support@iie.org.au 
 
 
 

mailto:support@iie.org.au
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Staff can also stay abreast of the situation by regularly checking the following websites:  
 
Department of Health and Human Services (Victoria)  
https://www.dhhs.vic.gov.au/coronavirus 

 
Department of Health (Australia)  
https://www.health.gov.au/ 

 
World Health Organisation (international)  
https://www.who.int/health-topics/coronavirus 

 
Latest travel advice Smart Traveller   
https://www.smartraveller.gov.au/news-and-updates/coronavirus-covid-19 
*Note as of 18/3/2020 Australian Government Advise is: 
All Australians: do not travel overseas at this time. This is the highest advice level (level 4 of 4). 
 
 
Further queries 
If you have any questions or concerns regarding Interchange IE’s plans, speak with your Manager or email 
support@iie.org.au 
 
 
 
 
 
 
 
   
 
 
Associated policies 
 
Staff Leave Policy 
 
Pandemic and Epidemic Policy 
 
Infection Control 

https://www.dhhs.vic.gov.au/coronavirus
https://www.health.gov.au/
https://www.who.int/health-topics/coronavirus
https://www.smartraveller.gov.au/news-and-updates/coronavirus-covid-19
mailto:support@iie.org.au

