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Business Continuity and Disaster
Response Plan – COVID-19

Purpose

This plan outlines CRC ORE’s Business Continuity and Disaster Response Plan – COVID-19,
to minimise the impact on its staff, Participants and business. These arrangements will be
updated in line with directions set by the Government in the coming days and weeks. Any
changes will be communicated as a priority as and when they occur.

What is a coronavirus and COVID-19?
Coronaviruses are a large family of viruses known to cause respiratory infections. These can
range from the common cold to more serious diseases such as Severe Acute Respiratory
Syndrome (SARS) and Middle East Respiratory Syndrome (MERS). This new coronavirus
originated in Hubei Province, China and the disease caused by the virus is named COVID-19.
This link will take you to the Australian Government’s Department of Health information sheet
which answers common questions about COVID-19 — including what it is, how it spreads, if
you should get tested, who is most at risk and if you should attend public gatherings.

Scope
This plan applies to all CRC ORE employees, consultants, contractors and others
undertaking work at the CRC ORE Head Office in Pullenvale and the Kalgoorlie-Boulder
Mining Innovation Hub (Kal Hub) (referred to as “employees” for the purposes of this Plan).
This plan is in addition to any State or Federal Government policies/directions.

Key Points at a Glance
CRC ORE will follow all Federal Government directives. This is CRC ORE’s one source of
information. This link will take you to the Australian Government’s Department of Health
collection of resources for the general public and industry about coronavirus according to
current advice:
•

CRC ORE can and will keep its workplaces (QCAT, Brisbane and Kal Hub, Kalgoorlie)
open. Staff should continue to come into the office as usual. However should any
employee feel that there is a unique reason that coming into the office is less safe for
them, please discuss this with your manager. If it is agreed that a staff member can
work from home, plans will be put in place to enable them to do so.

•

Travel:
o

No international travel is to be undertaken by an CRC ORE employee until further
notice

o

Any travellers currently travelling internationally, upon return to Australia are required
to self-isolate at home for 14 days and monitor their health. If they have flu-like
symptoms, they must seek medical advice. It is a requirement that you need to call
ahead if going to a doctor.

o

Domestic travel is to be limited and will only be approved for business-critical
purposes.
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•

Meetings
o

Non-essential meetings are to be limited and alternative methods for meetings are
encouraged eg: teleconferencing, webinars etc

o

All employees are to exercise personal responsibility for social distancing measures

o

No employee is to attend any conferences until further notice.

Accountabilities
CRC ORE is committed to providing a safe and healthy work environment. The health and
safety of our people comes before all other considerations and business or research activities.
The integration of a health and safety culture into business strategy, planning and activities is
a core focus of CRC ORE.
The following more fully describes activities, policies and procedures that will be or have been
enacted as the CRC ORE Business Continuity and Disaster Response Plan – COVID-19:

Personnel
Communication
CRC ORE will maintain regular/frequent communication with its employees. Updates on
the situation will initially be provided through all staff meetings, (employees not in the office
or working from home will be encouraged to dial-in), as well as via email.
The Business Manager, on behalf of the Chief Executive Officer, will be the single point of
communications and updates on this matter, to avoid possible confusion from multiple
sources of information (e.g. social media etc). The Business Manager’s contact details
are:
Suzanne Campbell | Business Manager
M: +61 421 530 094 | T: +61 7 3667 8515 | E: s.campbell@crcore.org.au
Technology Transfer Centre, Queensland Centre for Advanced Technologies
(QCAT)
1 Technology Court PULLENVALE QLD 4069 | PO Box 403 KENMORE QLD
4069
Communications are not intended to create any panic, however it is extremely important
that CRC ORE does everything it can to ensure employees stay as safe as possible. In all
communication, employees will be encouraged to ask questions and to share their
concerns in a fully transparent manner. CRC ORE will regularly provide information/details
on the nature of the event/pandemic that has caused the Business Continuity and Disaster
Response Plan to be enacted. It will also provide appropriate advice on CRC ORE’s
protocol in the event that an employee tests positive to COVID-19. CRC ORE will also
circulate information leaflets from relevant organisations eg World Health Organisation
(WHO), Federal and State Departments of Health, Department of Foreign Affairs and
Trade etc. as appropriate.
Should CRC ORE be required to close its office at short notice, all employees will be
notified via text from the Business Manager, that they are required to work from home until
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notified otherwise. CRC ORE has a register of the mobile telephone number for all
employees.
Employees will continue to work remotely until such time as they are advised that it is safe
for them to return to the office. Employees are to communicate daily with their direct line
manager via an appropriate communication channel (telephone, text message, email etc)
to advise them when they are online. This will facilitate CRC ORE in monitoring not only
the health and well-being of its employees, it will also assist in managing and monitoring
workloads, deadlines etc.

Hygiene
CRC ORE has provided tissues, personal sized and large pump pack (in appropriate
communal areas) of hand sanitising gel, disinfectant surface wipes and spray for all
employees to use. WHO posters on hand washing have been displayed in appropriated
areas of the CRC ORE Head Office. CRC ORE will promote and encourage:
•

Clean and hygienic workspaces;

•

The regular wiping with disinfectant of surfaces (e.g. desks, tables and doorhandles)
and objects (e.g. telephones, mouse, keyboards);

•

Regular and thorough handwashing by employees, contractors and visitors;

•

Good respiratory hygiene in the workplace for those who develop a runny nose or
cough e.g. the use of tissues and appropriate disposal of them; and

•

Empty bins containing used tissues or disinfectant surface wipes are to be disposed of
in the semi-enclosed bins in the kitchen area for hygienic disposal at the end of each
day.

The cleaners will be asked to regularly clean contact surfaces e.g. handrails and door
handles.

Social Distancing
Social distancing is important because COVID-19 is most likely to spread from person-toperson through:
• 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.
So, the more space between you and others, the harder it is for the virus to spread.
Practically, this means:
•

Attempt to keep a distance of 1.5 metres between yourself and others;

•

Avoid crowds and mass gatherings where it is difficult to keep the appropriate distance
away from others;

•

Avoid small gatherings in enclosed spaces, for example family celebrations;

•

Avoid shaking hands, hugging, or kissing other people; and

•

Avoid visiting vulnerable people, such as those in aged care facilities or hospitals,
infants, or people with compromised immune systems due to illness or medical
treatment.
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CRC ORE Protocols
CRC ORE has adopted the following protocol in relation to the COVID-19 pandemic:

Returning to work following International Travel
If an employee has travelled internationally (either for business or personal), they must
self-isolate and not return to CRC ORE offices for 14 days from the first full day of return to
Australia. They must see a doctor immediately if they develop COVID-19 symptoms, first
calling ahead to advise of the reason for the visit. This is consistent with Federal
Government Policy.

Contact with a confirmed COVID-19 case
If an employee has been in contact with someone who has tested positive for COVID-19,
they must they must self-isolate for 14 days and they must see a doctor immediately if they
develop COVID-19 symptoms. Common signs of COVID-19 include:
•
•
•
•
•

fever
a cough
sore throat
fatigue
shortness of breath.

Before your appointment, please call ahead and tell the staff what your symptoms are and
tell them your travel history or that you may have been in contact with a potential case of
COVID-19.
The people most at risk of having COVID-19 are those who have been to identified higher
risk countries (Mainland China, South Korea, Italy or Iran) in the past 14 days, where they
might have come into contact with someone with the virus, or people who know they’ve
come into contact with a person who has COVID-19.
If an employee has not travelled internationally or been in contact with someone who has
COVID-19 in the past 14 days but are feeling unwell, they might have COVID-19, but they
also more likely have a different illness, such as a cold or influenza. If an employee thinks
they need to see a doctor because they feel unwell, they should go to the doctor as normal
or call 13 HEALTH (13 43 25 84) for health advice.
Employees must advise the Business Manager or their direct line manager if they are
feeling unwell or concerned so that CRC ORE is aware of any issues.
Employees should also take the opportunity to regularly visit Queensland Health’s FAQ
page, which can be accessed by this link.
If an employee is tested positive for coronavirus, Federal Department of Health guidelines
must be followed.
If you have been in close contact 1 with a proven case of coronavirus, you must, even if
you are not experiencing any COVID-19 symptoms:

1

Close contact is defined as greater than 15 minutes face-to-face contact or more than
2 hours within a closed space
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•
•

self-isolate 2 yourself for 14 days from the date of last contact with the confirmed case.
Do not attend work.
inform your manager if any of the above apply to you and obtain a clearance certificate
from your Doctor prior to returning to work.

Note that the self-isolating only needs to start once a positive test result has been
received. Until the test result is received, everyone should carry on with life while
maintaining the hygiene and social distancing measures outlined here.
Note that if the test for the other person was positive, and any of our team needed to “selfisolate”, the need to “self-isolate” does not extend to any of their family members or any
one that they have had “close contact” with – unless of course our team member then
develops symptoms and ultimately tests positive. The team member would then need to
review who they have had “close contact” with over the incubation period to determine who
needs to “self-isolate”. And so on and so on.

Self-Isolation
Employees who must self-isolate need to stay at home and must not attend public places,
in particular work, school, childcare or university. Only people who usually live in their
household should be in the home. Do not allow visitors into the home. Where possible,
get others such as friends or family who are not required to be isolated to get food or other
necessities for them. If they must leave the home, such as to seek medical care, wear a
surgical mask if they have one. If they don’t have a mask, they should take care to not
cough or sneeze on others.
If an employee develops symptoms (fever, a cough, sore throat, tiredness or shortness of
breath) within 14 days of returning from overseas, or within 14 days of last contact with a
confirmed case, they should arrange to see their doctor for urgent assessment. If their
doctor will not see them, the employee should present at the Emergency Department of
their local hospital, advise them of their travel history or that they may have been in contact
with a potential case of COVID-19.
Monitor Symptoms – When in isolation, employees should monitor themselves for
symptoms including fever, cough or shortness of breath. Other early symptoms include
chills, body aches, sore throat, runny nose and muscle pain.
Going Outside – If they live in a private house, it is safe for them to go into the garden or
courtyard. If they live in an apartment, it is also safe to visit the garden but they should
wear a surgical mask to minimise the risk to others and move quickly through any common
areas.
Others Living With You – Others that live with the employee are not required to be isolated
unless they meet one of the isolation criteria outlined above. If the employee develops
symptoms and are suspected to have COVID-19, those who live with you will be classified
as close contacts and will need to be isolated.
Cleaning – To minimise the spread of any germs employees should regularly wash
surfaces that are frequently touched such as door handles, light switches, kitchen and
bathroom areas. Clean with household detergent or disinfectant.
Managing The 14 day Isolation – Being in isolation can be stressful and boring.
Suggestions include:

2

not attending public places, especially work or university. Only people who usually
reside in the household should be in the home and visitors should be prohibited at this
time.
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•

Keep in touch with family members and friends via telephone, email or social media.

•

Reassure young children using age-appropriate language.

•

Where possible, keep up normal daily routines, such as eating and exercise.

•

Arrange to work from home.

•

Ask their child’s school to supply assignments or homework by post or email.

•

Do things that help them relax and use isolation as an opportunity to do activities that
they don’t usually have time for e.g. Netflix.

Working From Home
All employees must have one of the CRC ORE applications to remotely access the
corporate server (Remote Desktop Server; or Virtual Private Network (VPN) Server)
installed on their CRC ORE issued laptop and/or their personal computer to enable them to
work from home (WFH).
All employees will be required to contact their manager (via email, phone call or text) every
morning to provide an update on:
•

Their health – any emerging symptoms of COVID-19;

•

What they are working on;

•

Slippages/delays to their deliverables/deadlines;

•

Impediments on business caused by WFH that require resolution;

•

Additional requirements needed to enable continued WFH.

All employees are to continue to log their time and/or submit leave applications via the
HR3 system.
Any meetings are to be undertaken using the systems provided by CRC ORE (detailed
below under Virtual Meetings). Attendees for any meetings that were already scheduled
must be notified and provided with the alternate arrangements for a virtual meeting.

Business Continuity
There is a risk that CRC ORE could have site implementation projects delayed or
cancelled as CRC ORE employees will not be able to access site due to COVID-19
constraints that may/will be placed on:
•

Travel;

•

Access to site by companies;

•

Holding face-to-face meetings, technology transfer etc;

•

Access/ability to contact site/office personnel who may have contracted COVID-19;

•

The duration of the acute phase of the COVID-19 pandemic.

As a result of these possible restrictions, employees must conduct meetings, technology
transfer, provide assistance etc using the systems provided by CRC ORE (detailed below
under Virtual Meetings).
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Travel
The outbreak of COVID-19 has significant implications for CRC ORE employees planning
travel either internationally or domestically. Many countries are reporting an increasing
number of COVID-19 cases and are introducing new entry or movement restrictions in an
effort to slow the spread of the virus. These restrictions are changing often and quickly.
To enable CRC ORE to continue to protect the health, safety and wellbeing of its people,
and due to the advice from the insurer, effective immediately and until further notice, NO
international travel for business is to be undertaken by any employee. Domestic
travel for business-critical activities will be considered on a case-by-case basis following
approval from the CEO.
CRC ORE’s travel insurer has informed CRC ORE that COVID-19 is considered a
foreseen circumstance for any new travel arrangements. This means that the CRC ORE’s
travel insurance policy will not respond to claims relating to or resulting from COVID-19 for
any domestic or international travel.
Returning Travellers
•

If employees have travelled to another country, in addition to self-isolating at home for
14 days upon their return, they should also practice social distancing as much as
possible and immediately isolate themselves if they become unwell.

Meetings
A significant number of organisations have commenced tightening access to their
premises/workplaces by not allowing anyone to enter that has flown in from overseas.
CRC ORE will also restrict access to their offices by anyone who has travelled
internationally in the preceding 14 days. To overcome this issue, CRC ORE will implement
the process where employees conduct meetings, technology transfer, provide assistance
etc using the systems provided by CRC ORE (detailed below under Virtual Meetings).
Before any meeting (internal or external) is to be held face-to-face, the following should be
considered and/or undertaken:
•

Whether a face-to-face meeting is needed. Could it be replaced by a teleconference or
online meeting;

•

Could the meeting be scaled down so that fewer people attend;

•

Advise participants in advance that if they have any symptoms or feel unwell, they
should not attend;

•

Make sure all attendees, caterers etc at the meeting provide contact details: mobile
telephone number, email and address where they are staying. State clearly that their
details will be shared with local public health authorities if any attendee etc becomes ill
with a suspected infectious disease. If they will not agree to this, they cannot attend
the meeting;

•

Retain the names and contact details of all attendees etc for at least 1 month. This will
help public health authorities trace people who may have been exposed to COVID-19 if
one or more participants become ill shortly after the meeting;

•

If someone at the meeting is isolated as a suspected COVID-19 case, CRC ORE will
let all attendees etc know this. They should be advised to monitor themselves for
symptoms for 14 days and take their temperature twice a day.
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Attending Conferences
No employee is to attend any conferences until further notice.
To help slow the spread of COVID-19, the Australian Government has advised that
organised, non-essential gatherings are to be limited to 100 people.
Non-essential meetings or conferences of critical workforces, such as health care
professionals and emergency services, will also be limited. This advice does not include
workplaces, schools, universities, shops, supermarkets, public transport and airports.

CRC ORE IT Systems
CRC ORE’s information technology (IT) systems have been established so that all staff
can remotely access the corporate server (cOREx) which contains all corporate folders
and files from anywhere in the world. Access can be made through two systems:
•

Remote Desktop Server; or

•

Virtual Private Network (VPN) Server.

All staff have been instructed to add one of these systems to their laptop and/or home
computer to ensure they have remote access. If a staff member uses a desktop computer
in the CRC ORE offices and does not have access to a laptop or home computer, they will
be offered one of the spare CRC ORE laptops to take home with them, on which one of the
remote access systems has been added.

System Capabilities
GZD Information Technology and Services, CRC ORE’s IT provider, has advised that there
should not be any limitation in connecting all CRC ORE staff to the cOREx system from
home. Provided they have some form of PC or Apple Mac computer and access to the
internet.
CRC ORE will stress test the remote access by having all staff work from home on
Wednesday 18 March 2020, and remotely accessing cOREx.

Virtual Meetings
CRC ORE has the capability to hold webinars, virtual meetings, teleconferences.
GoToWebinar/GoToMeeting
CRC ORE has a one licence subscription to GoToWebinar/GoToMeeting. This means that
only one webinar or one meeting can be scheduled at the same time. CRC ORE has a
GoToMeeting-Webinar Calendar for staff to book webinars/meetings to avoid double
bookings. The use of this calendar will be enforced.
CRC ORE’s subscription can be increased so that multiple webinars/meetings can be held
at the same time.
HotAir Conferencing
CRC ORE’s teleconferencing facility currently has 20 individual virtual meeting rooms
which can be used simultaneously as they have unique moderator and participant
numbers. More rooms can be easily and quickly added by CRC ORE through the HotAir
Conferencing portal.
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Skype for Business
All CRC ORE employees have access to Skype for Business via their Office365 account
which will allow them to call other Skype for Business users at no charge.
Microsoft Teams
All staff have Microsoft Teams as part of their CRC ORE issued Office 365 suite. This
allows CRC ORE employees to chat or hold a meeting using audio and video with other
invited employees. The Teams package can be upgraded if required which will allow the
meeting to call mobile phones or landlines to access external parties. With the other virtual
meeting options available to CRC ORE staff this upgrade is deemed unnecessary at this
stage.
CRC ORE Telephones
In the event of closure of CRC ORE’s Head Office, all staff can forward their office phone
to their mobile phones. Key staff will be asked to undertake this process.
CRC ORE will also have its telephone services provider (Faktortel) put a suitable message
on the phones that are not being forwarded.

Review
The CRC ORE Business Continuity and Disaster Response Plan is reviewed whenever
there is a significant change to CRC ORE's operating environment/world health
circumstance.
Proposed changes to the CRC ORE Business Continuity and Disaster Response Plan are
approved by the CEO and ratified by the Audit Compliance and Risk Management
Committee.
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