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This guide has been developed to support business leaders and senior management teams to complete on their
readiness to return back to the workplace post government announcements for safe workplaces to resume
under Alert Level Three and Two.
The spread of Covid-19 has created a new health & safety risk that employers must manage. WorkSafe has
indicated (https://bit.ly/WS_C19) that they expect all businesses to:

✓ Follow the latest Ministry of Health advice about preventing Covid-19 and to promote good hygiene
practices at work.
✓ Identify and manage any emerging risks brought about by the Covid-19 situation (i.e. assessing the risks,
and then implementing the hierarchy of controls, so far as is reasonably practicable).
WorkSafe also expects staff to take care of their own health and safety, and the health and safety of others,
while at work. This means following and cooperating with any reasonable health and safety instructions, policies
and procedures they’re given.
As such, it is recommended that you view the implementation and enforcement of any Safe Practice Protocols
through this health and safety lens. As you will already have practices in place, this will make it easier to explain
the importance of the measures to staff and to handle any subsequent disciplinary action required.

The Health & Safety at Work Act 2015 also requires businesses to ensure, as far as is reasonably practicable,
the provision of any information, training, instruction, or supervision that is necessary to protect all persons from
risks to their health and safety arising from work carried out as part of the conduct of the business or
undertaking. In other words – make sure you train your staff on the measures you put in place to protect
against Covid-19. Make sure you keep adequate records of this training in case you are audited.
Finally as per our last guide released on the 8th of April you should be working closely with your industry
body to ensure you are aligned with their recommendations.
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Every workplace has a different environment, and different challenges to overcome, whether it is an open plan
office, a warehouse, multiple sites, working in public spaces, in other businesses or construction sites. The first
step is to undertake an occupational safety and hazard review of each of your working sites.
The Safe Practice Protocol is expected to be in three parts. When carrying out your health & safety risk
assessment for Covid-19 these overarching concepts should be considered:

✓ FIND: Identify and intercept potential sources of infection before they enter your site.
✓ CONTAIN: Ensure that any undetected source of infection on your site cannot infect others.
✓ CONTROL: Minimise the risk of cross-infection from shared surfaces.
The following framework provides a guide for you and your management team to review and implement new
policies.
•
•
•
•
•
•
•
•
•
•
•
•

Re-entering Physical Work Sites
Resourcing and Safe Distancing
Tracking and Tracing of People and Visitors
Ongoing Sanitisation and PPE Gear
Sick Leave Policy
Visitor and Customer Policy
Employee Offsite and Travel Policies
Induction, Training and Policy Guides and Signage
Documentation
Record Keeping
Audit Preparedness
Management Review Process

Whilst the above list is not exhaustive it gives management team a guide to review current policies and
introduce new policies to operate as a safe workplace. The rest of this document sets out further detail and as
per our previous guide it is important if you are able to contact your industry body as they may have already
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2.1 Restrict high-risk staff
• Identify recent offshore travel by any staff or their close contacts
• Identify individuals that are associated with known Covid-19 clusters
• Utilise staff declarations to ensure that required self-isolation has been undertaken, where required
• Have procedures to check the health of all staff before entering the workplace ensuring that any staff with
possible illness stay at home
2.2 Staff check-in:
Develop a staff check-in procedure, including processes that:
• Have staff traveled to and from work in separate vehicles (unless they are in the same home bubble)
• Have staff sign-in at the beginning of each day’s work.
• Check staff to ensure that they are well and free of Covid-19 symptoms.
• Check whether staff have been in close contact with people who are infected with Covid-19.
• Seeks confirmation that staff have been undertaking self-isolation.
• Have staff regularly washing hands
2.3 Visitor restriction and check-in – visitors, including contractors, introduce extra risk policies.
• Control the entry of visitors and contractors to the site.
• Restrict site access to only those who are providing essential services
• Reporting in on arrival and controlled access to sites
• Providing information about Covid-19 management procedures
• Sign in procedures to capture basic tracing information
• Hygiene procedures (including handwashing) on arrival and departure
2.4 Selling to the Public
If you sell direct to the public, adopt NZ’s Best Practice and limit customers access only to public sales areas.
• Exclude all other members of the public from the work site.
• Contactless payment pick up and delivery policies
• Capturing contact details
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All workplaces must have in place a registered Covid-19 risk management plan and this should always strive to
achieve a minimum social distancing of 2 metres. Key risks include:
• Working in proximity
• Sharing equipment
• Sharing vehicles
• Contaminated surfaces
2.6 High touch equipment and surfaces
Implement procedures for example with hand tools, trolleys, carts, machinery, phones, tablets, workstations. to:
• Sanitise touch surfaces and equipment before and after use and frequently during the day.
• Minimise sharing of equipment and protect equipment during storage.
• Implement a documented sanitation procedure for all ‘high-touch’ common area surfaces
• Clean common areas frequently using approved disinfectants, including common rooms and break rooms,
especially high touch areas.
2.7 Implement a documented hygiene system for staff
• Ensure that staff wash their hands properly with reminders that hands need to be washed well with soap and
water for 20 seconds and properly dried, especially upon arrival at work, after using the bathroom, after
blowing their nose, before eating and before going home.
2.8 Educate staff on risks and requirements
• Utilise guidance material from the Covid-19 website (or equivalent)
• Reinforce messages around respiratory and hand hygiene - remind staff to cover coughs, sneezes with their
elbow or tissues (provide facilities to dispose of any tissues promptly).
• Remind staff that they should avoid touching their face unless they have washed their hands.
• Ensure that staff are regularly briefed on measures to minimise the chance of transmission of infection, and
routinely monitor compliance.
• Establish smaller fixed work teams (bubbles) where staff work in the same zone so that mixing of staff is
minimised. If one person in a team gets sick, quarantine the whole team if they are considered close
contacts. Call Healthline or your local medical centre.
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Implement physical distancing.
Sanitise high touch areas – door handles, handlebars, steering wheels before use, frequently during use and at
the end of use.
Carry sanitising materials in cars and trucks.
2.10 Off-site work
• Undertake personal hygiene when using vehicles
• Sanitise hands on arrival, maintain 2m distancing, visit areas only essential to the task at hand.
• Sanitise touch surfaces on any materials/equipment you handle
• Wash hands upon return to work
• Track and record movements and interaction with clients, supply chain etc
2.11 Self Distancing Policies
Consider policies to maintain a 2m distance (head-to-head) between all staff, including:
•
•
•
•
•

•
•
•

•

•

Break times
Consider breaks taken as working groups either staggered or in different locations.
Chairs and tables marked at 2m intervals.
Create ‘walkways’ so that staff are separated when moving through and around the work area.
Create separate ingress and egress zones and staggered change over times so that teams do not mix in
toilets or break areas
Leaving and re-entering workstations
Arriving and leaving work (including car parks and lifts)
It is accepted that in some confined spaces, staff will need to pass each other e.g. on the way to their
workstation, with less than 2 metre spacing. Such situations must be minimised wherever possible e.g.
staggered entry and exit of teams to their workstations.
Where workstations between 1 and 2 metres apart cannot be avoided implement additional risk mitigation
measures according to an evaluation of the workplace: Designate and document working groups that may
interact closer than 2m.
Maximise forward-facing distance to the extent possible as the main risk is from sneezing and coughing and
droplet spread
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• masks and gloves
• Additional verification by supervisors
NOTE: The use of masks and gloves are discretionary. If masks and/or gloves are used ensure staff are trained how to use
them and how to dispose of them

In exceptional circumstances where there is no alternative to workstations spaced less than 1 metre apart:
staff must be separated by a physical intact screen so that the head to head distance between staff, around the
screen, is a minimum of 1 metre, and the screen must be:
✓
fixed in place or fully self-supported
✓
large enough that the minimum face to face distance between staff above, below or around the
screen is 1 m, taking into account whether the staff is static within a workstation or moves within
a range
✓
made of materials approved for use in the workplace
✓
durable and able to be regularly cleaned (for both Covid-19 and food safety purposes) as per
usual premises hygiene requirements (generally at the end of each shift), and more frequently if
there is regular staff contact with the screens
In facilities with circulating air flow or additional fans, the screen should not lead to increased air funneling
between workstations
2.12 Management of Processes
• Employers should provide sufficient supervisory capability to enforce separation and periodically verify and
document compliance with the establishment protocol.
Every workplace must maintain and implement processes for managing a positive Covid-19 detection in the
workplace. These must include:
• Immediate notification to Heathline.
• Staff welfare procedures for infected person and those within their work bubble
• Contact tracing information including accommodation and transport and procedures to notify transport and
accommodation providers
• Sanitisation and cleaning procedures
• Nomination of a business contact for the Healthline and other Government agencies to liaise with.
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You are likely to have employees who are more at risk from Covid-19, or those who are living with others at high
risk. These employees, and their families, must be considered carefully during this situation.
Required:
• Identify all employees who fall within the ‘at-risk group’ for Covid-19.
• Discuss options for mitigating risks with each of these employees.
Other Potential Measures:
• Identify employees who are living with an individual in the ‘at-risk group’ for covid-19. Discuss safety
measures for protecting these people with employee and ensure they are comfortable with arrangements.
At present essential staff in the ‘at-risk group’, or with household members in this group, qualify for the Essential
Staff Leave Payment Scheme. To date there has been no information regarding support for this group of
employees under Alert Level 3. This question will be put to Government and we hope to see clarity on this soon.
At-Risk Groups1:
• Those over 70: Older people, in particular those with underlying health issues, including respiratory issues,
are more vulnerable to Covid-19.
• Those with existing underlying medical conditions, especially where these are not well controlled. These
include:
• Serious respiratory disease such as chronic lung disease or moderate to severe asthma.
• Serious heart conditions
• Immunocompromised conditions (see below)
• Severe obesity (BMI >40)
• Diabetes
• Chronic Kidney Disease and Liver Disease
• People undergoing dialysis
Pregnant women: health experts do not yet know if pregnant women are impacted by Covid-19 in the same
way as other people. However, pregnant women experience changes in their bodies that may increase their risk
from some infections.
Many other conditions can cause a person to be immunocompromised, including: Cancer treatment, Smokingrelated illness, Bone marrow or organ transplantation, Haematologic neoplasms (e.g. leukaemia, lymphoma,
myelodysplastic syndrome). Immune deficiencies, Prolonged used of corticosteroids and other immune
weakening medications such as disease-modifying anti-rheumatic drugs.
https://covid19.govt.nz/individuals-and-households/health-and-wellbeing/vulnerable-people/
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Potential Measures:
• Identify how all employees are getting to and from work and assess risks to individuals and your business
continuity due to those methods of travel.

•

Provide guidance to employees regarding mitigation measures during travel:
Public Transport: https://bit.ly/MoT_PubTrans
Taxi or Rideshare: https://bit.ly/MoT_Taxi-Ride-Share

Note: Public transport for essential staff has been available throughout the Level 4 lockdown. It is our
recommendation that you do not restrict use of public transport unless the employer covers the additional
expense for the alternative method of travel (i.e. taxi or Uber). Otherwise you may garner negative attention from
the press or potentially may create a situation ripe for personal grievance.

Our list is not a comprehensive one, and other specific factors relating to your industry or sector may also apply.
We have used several sources across multiple industries to illustrate the areas your management team need to
be reviewing and implementing.
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Your workplace needs preparation, prior to teams returning. This will include implementation of processes,
systems, signage, PPE gear and physical changes to the workplace. You need a comprehensive plan and
checklist and several people ready to implement these ahead of teams returning to the workplace.
3.1 Prepare Physical Distancing:
Physical distancing of 2m or more between employees is required. In some cases, a distance less than 2m, but
greater than 1m, may be acceptable but special measures must be put in place to mitigate the risk of
transmission.
• Workstations may need to be shifted to enable safe distancing.
•

2m or more distance between employees at all times, unless special mitigation measures are put in place.

•

If <2m distance, assess which additional mitigation measures will protect your employees from transmission
of the virus. Measures may include, but are not limited to, screens between employees, PPE, facing away
from each other. A minimum distance of 1m must be maintained even with these special mitigation measures
in place.

3.2 Establish Zones
• Make each team a zone and minimise or eliminate crossover of employees between each team. Zones
should be identified with signage to separate teams.

•

Physical barriers may need to be implemented in common areas such as receptions, common areas and
staff rooms. You may need to provide safe floor markings showing safe distancing.

3.3 Establish Signage
• Including identifying zones
• Advising policies and procedures
• Common area instructions
• Identifying high contact areas
• Visitor controls and instructions
3.4 Purchase your PPE Supplies
We already know this is an issue where businesses are struggling to obtain adequate supplies.

What changes do we predict happening in the next 3 years?
3.5 Prepare Surface Contact Areas:

1.0
2.0
3.0
4.0
5.0
6.0
7.0
8.0
9.0

Introduction
New Policies
Re-Entry
Resourcing
Tracking and Tracing
Sanitisation and PPE
Induction and Training
Audit Preparedness
Checklist

Covid-19 has been shown to last up to 72 hours on surfaces. To minimise the number of transmission points,
review your business for contact surfaces that are not required.
Potential Measures:
✓ Identify work tasks where PPE may be shared. This may include items such as safety glasses, high-vis vests,
protective clothing and gloves, welding aprons and helmets.
✓ Review procedures for cleaning and disinfecting this equipment between users. Where possible minimise the
sharing of this equipment and/or provide employees with personal PPE.
✓ Review internal doors and determine which are required for fire-safety and/or privacy. Where a door is not
required consider removing it or wedging it permanently open. This eliminates 2 points of contact per door.

✓ Where doors cannot be eliminated as contact points consider whether hands-free opening can be
implemented or permanently wedging doors open.
✓ Review storage spaces on the line such as cupboards and drawers. Remove cupboard doors and move
frequently used items out of drawers into easily accessible space. (Ensure health and safety requirements for
hazardous materials etc. are maintained).

✓ Ensure staff have their own individual items of stationery or commonly used tools (i.e. pens, markers, boxopeners etc.) so that these items are not points of shared contact.
✓ Remove lids on rubbish bins or replace with bins utilising a foot-opening mechanism.
✓ Sanitisation stations may need to be implemented as well as PPE gear supplies.

✓ Remove staffroom items like cutlery, cups and plates and request staff bring their own and take them home.
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•

The reality is most businesses will not have their full team returning on mass back into the physical
workplace(s). The restrictions will still require those employees in roles where they can still work remotely
from home, to do so. You need to consider who these staff members will be.

•

The physical size and layout of workplaces will also dictate the practical number of people with the ability to
work safely with physical distancing requirements. You will need to establish zones, and movement between
those zones, including tracking of staff movements between those zones. Zones may be multiple on one site
as well as between multiple sites.

•

You may need to implement rosters to ensure adequate cover and protection of teams in the chance of an
infection. This may lead to reduced hours or staggered shifts. You need to think if this is applicable to your
teams.

•

You also need to consider the loss of productivity. This is an area we have received considerable client
feedback on over the past three weeks who have operated as an essential business through the Level Four
Alert. What may have taken two people an hour to undertake an activity now may take one person three.

•

You will need resources to supervise self distancing and procedures are being applied, especially with
visitors.

•

You will need to appoint a contact person(s) for the relevant government agencies and audit bodies.

•

You will need to consider at risk employees who are vulnerable, and those caring for vulnerable family
members.
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It is possible the Government may impose measures to shut an entire site if an employee is found to have
Covid-19, unless that business can definitively show the ability to contact trace (i.e. show that only part of the
workforce were close contacts of the infected individual).
There may be some advantage to being able to show employee movements and interactions. Minimising
transmission points is also important here.

5.1 Potential Measures
✓ Activity tracking for all employees (i.e. team and shift worked, specific areas of plant worked in, cross-over
with other teams such as stores, maintenance, deliveries, sales etc.)
✓ Many workplaces have staff who move around the whole business as part of their roles. Put measures in
place to minimise or eliminate this. Depending on the size of your business several drop-points could be
created to reduce person-to person interaction.
✓ Identify other roles who may move around the whole business. Determine methods for minimising this
movement or for managing associated risks. If one of these people were to become infected this may mean a
14-day closure of the entire plant if their movements are not minimised.
✓ Infrared employee and visitor temperature testing.

5.2 Record Keeping
✓ You need to ensure you are capturing visitor details and contacts details in the event of an infection where
contact tracing will be required by government officials. We have been advised that businesses that are
unable to demonstrate this adequately will be shut down.
✓ This includes engagement with visitors, your supply chain (receipting deliveries or picking up deliveries) and
customers, contractors will all need to be tracked and traced, including employees visiting customer sites.
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Cleaning of shared surfaces is very important to prevent transmission of the virus.
• Use a detailed / itemised checklist and keep records of cleaning activity. Consider displaying activity so
employees can see last time items cleaned (e.g. as done in many airport and mall toilets)

•

Consider how you will carry out the regular cleaning. Options include, but are not limited to:
✓ Employ additional cleaner(s) to carry out cleaning activities.
✓ Assign specific staff to carry out cleaning activities.
✓ Assign all employees responsibility for cleaning their work areas at the start of each shift and at other
defined timeframes within the workday.

6.2 Personal Hygiene
One of the most effective methods of preventing transmission of the virus is handwashing. Ensure employees
understand the basics.
• Ensure that staff have facilities to be able to wash their hands properly with reminders that hands need to be
washed well with soap and water for 20 seconds and properly dried, especially upon arrival at work, after
using the bathroom, after blowing their nose, and before eating.
•

Continue to reinforce messages around respiratory and hand hygiene – remind staff to cover coughs,
sneezes with their elbow or tissues (dispose of any tissues promptly and wash hands).

•

A variety of posters are freely available help remind employees of critical measures:
http://bit.ly/Protect_Poster_Covid-19
https://www.mpp.govt.nz/assets/Uploads/Hand-washing-poster2.pdf
https://covid19.govt.nz/resources/posters/
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https://bit.ly/MoH_PPE_Non-Health
Part of the reason for this will relate to the fact that there can be issues with safe use and removal of PPE, face
masks in particular. However, you will need to carry out a risk assessment on this for your business, particularly
if you have employees specifically asking for masks.
•

Assess the various situations your employees are in and determine if PPE is required or not. Where physical
distancing is less than 2m the use of additional PPE may be appropriate (alternatively physical screens can
be used).

•

Where face masks or shields are provided you must ensure staff are using them correctly. Ensure the proper
training is carried out and perform subsequent checks. This is applicable both for employer provided PPE and
employees bringing their own masks/shields.

•

Disposable gloves may be appropriate, particularly where supply chains are less than 72 hours.

•

Determine your response to use of face masks where they are not deemed to be required.

Note: Where face masks are not required but an employee feels more comfortable wearing one, we recommend
working with them on this. Ensure adequate training is provided so they are aware of the risks of accidental
cross-contamination from use of face masks. You may find this helps them feel more comfortable with not
wearing one. Either way, you know you have fulfilled your health & safety requirements adequately.
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Once you and your management team have outlined your new policies, you need to ensure these are thoroughly
documented. This documentation may be required for:
✓
✓
✓
✓

Training your teams
Application to the relevant authorities for approval as a safe business
For Government Audit Purposes
Risk mitigation in the event of an investigation or infection in the workplace

You also need to induct and train your teams in these processes and in addition be able to prove in the future
that this training has taken place. This may include:
•
•
•

Recorded video conferencing including FAQs outlining your policies
Policy documents with employee sign off declaration
Signage

With your new policies will come procedures and therefore ne requirements for documentation and record
keeping. These documents will also need to be ready for induction and training.
In addition you may need to outline corrective actions and imposed warnings to employees for breaches of
policies.
Our message is to start this immediately if you haven’t done so. Again contact your industry or sector
representatives who may have already had these frameworks approved.
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Most of our clients operating under Covid-19 Alert Level Four have had audits undertaken already. Some of
these audits have been booked and some have been unannounced. A number have had corrective actions
raised with timelines to remedy.
Our view is that with many more businesses and sectors opening up under Level Three and Two, will result in
the tolerance of Essential versus Safe businesses, will be much stricter. In other words breaches will result in
immediate shut down, versus warnings over compliance.
We recommend:
✓ Ensure your documentation, record keeping, signage and training is adequate.
✓ Implement a management review process and undertake a self audit after 3 days of operation and after one
week and then choose a regular interval to ensure this activity is in place.
✓ Appoint a compliance team to ensure training and education is adequate, controls are working, records are
being captured and are complete and accurate.
✓ Tracing employee and visitor movement will be critical.
✓ Appoint a contact person for Government Agency and official contact points.
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1. Policy, Procedure and Records Development
➢ What processes need to be reviewed and developed?
➢ What new procedures do you need in place?
➢ What new equipment will you need to acquire?
➢ What records do you need to capture, keep and review?
➢ Who will do what by when?
2. Prepare the workplace for re-entry
➢ What physical changes will you need to make?
➢ What signage and barriers will you need?
➢ What preparation will be required?
➢ Who will be required to undertake re-entry and how long will this take?
3. Review your resourcing
➢ Who will you require onsite?
➢ Who will be able to work remotely?
➢ Who will not be required?
➢ Review lower productivity and safety supervision
➢ Complete new staffing categories and communicate with your teams
4. Document processes and Implement your Training
➢ Create training materials and tools
➢ Create training forums such as video conferencing
➢ Create training sign off documentation
➢ Undertake training as soon as possible so your teams are ready
5. Communicate to your teams your gear up plan

“And this too shall pass”
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