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COVID19 Staff FAQ’s 

Update – As at 14th April 2020 

The coronavirus (COVID-19) pandemic is presenting us all with unprecedented challenges in our daily 

lives and in how we do our work. 

First and foremost, our focus is on ensuring the health, wellbeing and safety of people with 

disability, their families, and our workforce delivering the supports and services that are critical to 

participants living their daily lives to their full potential, within our resource capacity. 

 

This Staff COVID19 FAQ update covers the following items: 

1. Interchange IE Staff Portal 

2. Coronavirus Australia App 

3. Assessment Tool 

4. Reporting/Isolation requirements 

5. Flu Vaccination 

6. Personal Protective Equipment (PPE) 

7. Confirmation of employment declaration 

8. JobKeeper scheme 

9. Payroll 

10. HR Queries 

11. Fairwork Update 

12. Cancellations 

 

1. Interchange IE Staff Portal 

All staff are requested to familiarise themselves with the new staff portal on the IIE website: 

www.interchangeie.org.au/staff 

This portal will be regularly updated with information about COVID19 and will be the central 

information point for staff to use as a reference and guide. 

      The staff portal also includes important information for staff on: 

• Finance & payroll 

• Interchange policies 

• Submitting an incident report 

• Submitting feedback to inform our staff issues register 

• NDIS Practice Standards 

• Fairwork 

 The site is currently being developed further each day, please visit regularly to keep up to date. 

http://www.interchangeie.org.au/staff
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2. Coronavirus Australia App 

The Australian Federal Government has launched a Coronavirus Australia APP, this is available 

from the Apple App Store and Google Play. We encourage all staff to download this app to keep 

up to date with all the latest information and directives from the government. 

The app covers: 

• Symptom checker 

• Register Isolation 

• Current Status 

• Advice  

• News & Media 

• Resources 

 

 

3. Assessment Tool 

As of Saturday 28th March 2020, all Interchange IE staff are to use the Staff Screening Tool 

before starting any shift. This means the screening tool MIUST be used every time, a staff 

member starts a rostered shift either in a family home or a community facility. 

This is a mandatory requirement. Staff failing to complete this will be subject to performance 

management. 
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4. Reporting/Isolation requirements 

All staff MUST keep Interchange IE up to date with their exposure/infection status for COVID19. 

What can you do?  

If you are sick, stay away from others – that is the most important thing you can do. You must 

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 or 

wash hands*, and if unwell, avoid contact with others (stay more than 1.5 metres from 

people).  

• Comply with social distancing directives, maintaining a minimum of 1.5 metre distance 

between yourself and others. 

• In the circumstance that the participant whom you are supporting requires you to hold their 

hand, consider the use of personal protective equipment (PPE), such as gloves. (PPE is 

available on request from the Interchange IE office in Surrey Hills) 

 

These simple, common sense actions help minimise the risk of contagion to yourself 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. 

 

*Research has shown that washing hands thoroughly for at least 20 seconds is as effective as 

using hand sanitiser. You can sing ‘Happy Birthday’ twice to ensure you are washing for the 

required amount of time. 

 

SELF ISOLATION  

 

When should you self-isolate?   

Staff must stay away from work for 14 days if they have returned from or transited through an 

overseas country, or other Australian State. 

You must also isolate yourself for 14 days if you have been in close contact with a confirmed 

case of COVID19 or in close contact with someone who has a suspected case of COVID19.  

 

Close contact includes someone in your household or workplace having suspected or confirmed 

COVID19 symptoms or diagnosis. 

 

Use the link below to find out more about isolation: 

https://www.health.gov.au/resources/publications/coronavirus-covid-19-isolation-guidance 

 

What’s the process for notifying Interchange IE that I need to self- isolate?  

Staff MUST contact their Manager, email support@iie.org.au or call 0438 369 811 to report 

cases of self-isolation or infection.  

https://www.health.gov.au/resources/publications/coronavirus-covid-19-isolation-guidance
mailto:support@iie.org.au
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Staff are required by law to report COVID 19 infection – call the Coronavirus Health Information 

Line 1800 020 080. 

  

 

 

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. 

 

Casual workers may be able access financial support through the JobSeeker scheme, via 

Centrelink. 

 

 

EMPLOYEE ILLNESS  

 

Do any Interchange IE employees have Coronavirus (COVID-19)?  

Currently there are no IIE employees diagnosed with COVID-19. (Current at 14/4/2020) 

 

Actions if yourself or 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. 

 

Will I need to get tested for COVID-19? 

If you meet criteria for potential COVID19 infection you may be directed to testing by a doctor. 

 

Testing methods may include a blood test, a swab test inside your nose or in the back of your 

throat, or a sputum test, which examines a mix of saliva and mucus. 

You will only be tested if your doctor decides you meet any of these criteria: 

• You have returned from overseas in the past 14 days and you develop respiratory illness 

with or without fever 

• You have been in close contact with a confirmed COVID-19 case in the past 14 days and you 

develop respiratory illness with or without fever 

• You have severe community-acquired pneumonia and there is no clear cause 

• You are a healthcare worker who works directly with patients and you have a respiratory 

illness and a fever 

 

Please note Interchange IE support workers are considered healthcare workers. 

 

At present, if you do not have any symptoms, you will not be tested for COVID-19. 
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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 14/4/2020) 

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 everyone.  

 

Interchange IE has developed a comprehensive COVID19 Contact Tracing tool to ensure that in 

the event of an infection of a participant, household member or staff, immediate contacts linked 

to Interchange employment can and will be contacted and advised of their potential exposure 

and need for immediate medical follow up. 

This tool is supplemented by an Interchange COVID19 register which comprehensively tracks all 

necessary stages required to deal with the safe return to work of any Interchange staff. 

5. Flu Vaccination 

Flu Season is just around the corner, Interchange IE requires all staff to have the annual 
influenza vaccination to protect themselves and the people whom they support. 
 
On presentation of a valid receipt and completion of a reimbursement form, Interchange will 
reimburse the cost of your Flu vaccination UP TO $15.00 into the bank account nominated for 
your salary payment. 
 
Please note; reimbursement is for the cost of the vaccine only and not any other associated 
medical costs. 
 
The flu shot is also readily available through your GP. 
 
Below is just an example of 2 chemists you can book through to have your flu shot done 
including their online booking systems: 
 
https://www.terrywhitechemmart.com.au/health-services/flu-vaccinations/ 
 
https://rsvp.chemistwarehouse.com.au/event-details?EventID=186 

 
If you have any questions regarding this, please speak with your team leader. 

 

6. Personal Protective Equipment (PPE) 
(Gloves, masks, sanitiser, aprons, soap, wipes) 

 
Staff can best protect themselves from COVID19 by: 

 
• Washing hands often with soap and running water for at least 20 seconds. Drying with paper 

towel until completely dry.  

https://www.terrywhitechemmart.com.au/health-services/flu-vaccinations/
https://rsvp.chemistwarehouse.com.au/event-details?EventID=186
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• Using alcohol-based hand sanitiser for times when soap and water are not readily available.  

• In Victoria the wearing of masks is not considered necessary unless you are a healthcare 
worker working directly with a patient with a confirmed COVID19 diagnosis 

• Refraining from touching your eyes, nose or mouth.  
• Continuing healthy habits: exercise, drink water and get plenty of sleep.  
• Getting the influenza vaccine   
• Not shaking hands 
• Practicing social distancing 
• Using gloves and other personal protective equipment (PPE) as required, e.g. when 
providing personal care.  
 

Interchange asks that families make appropriate PPE available in their homes to assist in 
providing a safe work environment for our staff.  
Staff can also access PPE for work purposes by contacting Sarah at Interchange IE, 
sarahb@iie.org.au to discuss their requirements. 
 
PPE is currently in high demand within the community, Interchange IE are doing their best to 
access items, and will be supplying them to workers where suitable after contact with Sarah. 
 

7. Confirmation of employment declaration 

Interchange IE has made available to all staff a Confirmation of Employment Declaration, which 

aims to provide evidence for each staff member as to their authorised employment to work and 

travel within the community during the COVID19 crisis period. This document also includes a QR 

code linked to Interchange IE’s website. This may be required during COVID19 stage 3 

restrictions. 

If you require a copy of this document, please email Sarah sarah@iie.org.au 

8. JobKeeper scheme 
 
The government has announced a new Job KEEPER payment to be made available to eligible 
employers ( including Not for Profits like Interchange IE) to support the payment of staff during 
the COVID19 crisis. 
 
After researching the scheme in depth, it is clear that at this present time, Interchange IE does 
not currently meet the eligibility criteria to be able to offer this to staff. 
There is a chance over the coming months that this situation will change due to fluctuations in 
demand for Interchange services by families and participants. We have registered for the 
Scheme so that if our circumstances change and we meet the eligibility rules, we will advise staff 
immediately. 
 

9. Payroll 
 

All staff are to ensure that they are completing timesheets in full and gaining signatures where 
required. 
 
The late submission of timesheets (After 9am Monday on a pay week) may result in that staff 
member not being paid in that fortnight’s pay run. 

mailto:sarahb@iie.org.au
mailto:sarah@iie.org.au
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As all Interchange IE office staff are now working from home, our ability to make exceptions for 
late timesheets does not exist as we endeavour to complete the payroll process remotely. This is 
a time consuming and time limited process. 
 
Your support is critical. 

 

10. HR Queries 
 

We understand that staff may have many questions or concerns regarding contracts, leave and 
other HR matters at this time. 
 
Below are some answers to some of these queries, if you have any further queries please email 
them to support@iie.org.au 
 
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 dependent on their 
available balances. Use of annual leave will be considered. 
Casuals: will need to contact Centrelink to discuss financial support available to them.  
 
Staff may be required to provide Interchange IE with evidence of the illness or unexpected 
emergency upon request. 
 
If I need to self-isolate, do I take personal leave?  
Unwell Part Time or Full-Time employees who are unwell 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 pandemic leave (see below). 
 
Casual workers required to self-isolate during the Australian coronavirus (Covid-19) outbreak can 
apply to Centrelink to access the Job Seeker scheme. 
Please contact Centrelink for further details. 
 
What happens if I run out of leave? 
You will then be required to apply for leave without pay. * 
 

*The Fairwork Commission of Australia is currently reviewing strategies to financially support employees 
required to take COVID19 leave, and who have no available leave. Interchange IE will advise of any revised 
scheme or entitlements as a priority. 

 
 
 
 

mailto:support@iie.org.au
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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 reduced hours or 
offer ongoing leave without pay.  
If negotiations are unsuccessful, a senior manager will review the situation with reference to 
Fairwork Australia guidelines. 
 
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 Fairwork Australia Guidelines 
 
This applies to all staff contracts – casual, part time or fulltime. 
 
As noted previously, Interchange IE is not currently eligible to take part in the JobKeeper 
scheme. This will be continuously reviewed, and any changes communicated. 
 
Staff Training/Meetings 
 
Staff may be required during the COVID19 crisis to undertake mandatory training or participate 
in online staff meetings. 
For example, Infection Control training. Failure to comply will result in performance 
management. 
Staff will be paid for any mandatory meeting or training request.  

 
11. Fairwork Update  

 
On 8 April 2020, the Fairwork Commission made determinations varying 99 modern awards, one 
of these was the SCHADS award, to provide entitlement to unpaid pandemic leave and flexibility 
to take twice as much annual leave on half pay. 
 
Unpaid pandemic leave 
 
Staff members are now entitled to take up to 2 weeks’ unpaid leave if they are required, by 
government or medical authorities or acting on the advice of a medical practitioner, to self-
isolate and are consequently prevented from working, or are otherwise prevented from working 
by measures taken by government or medical authorities in response to the COVID-19 
pandemic. 
 
Staff must give notice to Interchange IE of their intention to take unpaid pandemic leave as soon 
as possible and if requested by Interchange IE, they must provide evidence that would satisfy a 
reasonable person. 
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Annual leave at half pay 
 
Interchange IE and a staff member may agree to the staff member taking twice as much annual 
leave on half pay. Any agreed annual leave must be recorded in writing and retained in the staff 
record. 
 
In both instances above (unpaid pandemic leave and annual leave at half pay) the leave must 
start before 30 June 2020 but may end after that date. 
 
 
Long Service Leave 
 
Interchange IE staff eligible for Long Service leave may submit a request to access all or a portion 
of their available long service leave balance. The approval of these requests will be made by the 
Executive Officer. 
Any request to access Long Service Leave must be made in writing using the formal Interchange 
IE leave request form and process. 
 
 

12. Cancellations 
 
In response to COVID19, the NDIS has revised its short-notice cancellation guidelines for a six-

month period (25th March 2020 to 25th September 2020). During this period, cancellations by 

participants/families with less than 10 business days’ notice will now incur a 100% cancellation 

fee.  

This new temporary COVID19 measure means that any staff member impacted by the 

cancellation of a rostered shift will now be paid in full for the cancelled shift, inline with the less 

than 10 business days criteria outlined above. 

 

 
 
 
 
 

Please continue to refer to the Interchange IE staff portal for  
all current information. 

 
www.interchangeie.org.au/staff 


