
Transitioning the Way We Work 
SCHN Guide for Departments Responding to a Pandemic  

 
As the number of COVID-19 cases reduces across Australia and locally, Sydney Children’s Hospitals Network 
(SCHN) needs to plan for and implement a safe return to the workplace for our staff.  It is envisaged that we 
will be operating in a Pandemic-Business as Usual (Pan-BAU) state which means that we need to maintain 
our clinical services whilst ensuring that we follow guidance from the federal and state government and have 
flexible plans in place to be able to respond to any changes in the pandemic levels. 
 
For those engaged in these return-to-workplace decisions, the focus on employee health, welfare and safety 
requires flexibility and empathy – and a willingness to regroup and retrace back-to-work decisions as 
circumstances change.  The collective advice of senior leaders, Infection Control, Workforce, Workplace 
Health & Safety and other key stakeholders has been sought to focus on the welfare of our staff and the 
patients and families that we serve. 
 
Framework for returning to work 
Our strategy is built on four principles of planning and responding to employee needs, underpinned by the 
CORE Values:   
 

 
 
Managers retain the delegation to implement their local return to the workplace plan and should base these 
plans on an assessment of the need to maintain and increase activity of operational services, the individual 
job roles of the team and the ability to work in different ways to support staff in the Pan-BAU way of 
working. It is important to remember that our approach as an organisation needs to be flexible and 
proportionate (easy for our services to be scaled up and down proportionate to the pandemic level).  
 
Every decision should bear the following in mind: 

 Perception is reality and what staff members perceive is what they believe is happening 

 Transparency is essential for building trust with your teams and managing misinformation 

 Common sense should prevail, grounding decision making in practical sound judgement 

(Courtesy ‘A Common Sense Guide For Returning To The Post COVID-19 Workplace’ by Cynthia Milota) 

 
The decision making for Managers aligns with the four principles and follows a 6-step process: 
 

 
 

Step 1 
•Consider which services need to be prioritised and returned to Pan-BAU operation 

Step 2 
•Identify the workforce requirements for these services (e.g. professional groups and number of staff) 

Step 3 
•Ensure the physical space, equipment and resources required comply with current guidelines on social distancing 

Step 4 
•Review ways of working and identify opportunities to implement flexible  working to support service delivery 

Step 5 

•Advise team members of the reason for your decision to return to workplace or work together  
to implement flexible working 

Step 6 

•Ensure clear communication of decisions to all staff and ongoing evaluation of the processes.  
Adjust as required. Ensure staff are supported with EAP or other wellbeing initiatives as appropriate  



This framework and the following workplace checklist have been based on information gathered from a 
number of sources including:  SCHN Emergency Operations Centre (EOC) and internal policies, NSW Health, 
Safe Work Australia and the Australian Government.  
 

 
DEPARTMENTAL READINESS ASSESSMENT FOR RETURNING TO THE WORKPLACE: 

 
This checklist is intended to provide managers with questions that require consideration in order to make 
informed decisions and prepare the work place to comply with social distancing in a sustainable way.  
Managers should use the questions to help them plan for the safe increase in activity in their departments.  
Once you have completed the checklist, please liaise with your line manager or CPD to discuss any issues and 
agree a way forward.  If you need further assistance from other departments in the network, contact details 
have been provided at the bottom of the checklist. 
 
1. Meeting the Network’s operational requirements  

1.1  
Is the service providing an essential clinical service that cannot be deferred? 

If Yes, proceed to question 2.  

If No, discuss with your CPD the option of putting this service temporarily on hold. 

Yes No 

1.2  

Does the service need to be provided face-to-face to deliver clinical patient services, 
or on-site clinical support services (i.e. services provided in the hospital or other SCHN 
facility to support the delivery of clinical services)? 

If you answer Yes and No, think about how you can allocate staff across your services in a hybrid model of 
service delivery.  Discuss with your CPD to help prioritise your service delivery. 

Yes No 

1.3  
Can some or all of the activities be provided through telehealth, or another secure 
virtual delivery method, without negatively impacting on patients or clinical services? 

Yes No 

1.4  
Are there clinical interdependencies in your service – i.e. will your service be impacted 
by other departments? For example, increased activity in surgery will lead to demands 
for Allied Health services. 

Yes No 

Consider what level of activity needs to be undertaken face to face or onsite to determine how many 
patients/families and staff will be in attendance in your department. 

Where the activity for your department is interdependent on other services, 
please ensure that you liaise with service leads when completing this assessment. 

Comments – Use this space to describe how you are managing the risks that cannot be eliminated: 

 
  



2. Providing an appropriate and safe workplace 

2.1  Do you feel confident as the service manager to assess your own work area?  

If No, please contact your local WHS Inspector – SCHN-WHS@health.nsw.gov.au or your Tier 3 Manager 

Yes No 

2.2  Is it reasonably possible for you to provide 4 square metres per person? 

If No, consider if these activities are essential to clinical care or do you have access to additional space? 

Yes No 

2.3  Can you implement measures to achieve 1.5m distance between each person at all times?  

If No, consider if these activities are essential to clinical care or can they be avoided? Also consider different 
ways of working in Section 3. 

Yes No 

2.4  Do you understand the maximum occupancy for each room to maintain a safe workplace? 
If Yes, ensure you clearly mark the maximum occupancy for each room with signage provided 

Yes No 

2.5  Are you able to provide sufficient workstations that comply with social distancing 
measures? 

Consider: How many workstations do you have that comply? How many do you require at one time?  

Yes No 

2.6  Does each work station have access to cleaning materials for staff using shared office 
space? 

Yes No 

2.7  Do you have any shared spaces, e.g. tea rooms, clinic rooms, office space? 

If Yes, please try to stagger breaks and work collaboratively with your colleagues in other departments. 

  

2.8  Is your area routinely cleaned by Domestic Services?  

If No, please contact Domestic Services to arrange or discuss with your line manager   

For The Children's Hospital at Westmead call Ziada on ext #53248. 

For Sydney Children's Hospital, Randwick, call Nway on ext #20210. 

Yes No 

2.9  Have you put signs around the workplace and marked areas/flooring (where appropriate) 
to identify 1.5m distance? 

Resources are available for signage in your departments here on the intranet 

Yes No 

2.10  Have you considered and implemented measures to limit the amount of time workers will 
spend in close contact where possible? 

Yes No 

2.11  Where PPE is required, have all staff members been appropriately trained in the proper 
use of PPE if required?   

Yes No 

PPE should only be used in line with clinical guidelines.  If you are unsure whether you need PPE , 
please contact the Infection Control team or read the latest guidance. 

Comments – Use this space to describe how you are managing the risks that cannot be eliminated: 

 
  

mailto:SCHN-WHS@health.nsw.gov.au
https://www.schn.health.nsw.gov.au/coronavirus-staff-info/posters-resources
https://www.schn.health.nsw.gov.au/coronavirus-staff-info/ppe


3. Implementing and maintaining new ways of working 

A close contact is someone who: 

 has had more than 15 minutes of face-to-face contact over the course of a week (in any setting) with a 
person with confirmed or probable COVID-19 (including in the 48 hours before their symptoms 
appeared) 

 has shared a closed space with a person with confirmed or probable COVID-19 for more than 2 hours 
(including in the 48 hours before their symptoms appeared) 

Close contacts of a person with a confirmed or probable COVID-19 infection are at higher risk of infection. 
However, it's important that everyone understands the symptoms of COVID-19 and seeks medical attention 
if feeling unwell. 

It is important to consider if workers, despite other control measures, will be in close contact with each 
other for.  If any of your team members have been in contact with or test positive themselves they need to 
follow the NSW Health Guidelines. 

To minimise the risk from close contact, this may require you to implement new ways of working to support 
your team. 

3.1  Can some of your services be provided by staff working remotely or other flexible 
working practices? 

If Yes, ensure a Working from Home arrangement is place for these members of staff and approved by Tier 
3/CPD.  Please check the Working from Home guidelines 

Yes No 

3.2  Can you minimise the number of people working within an area at any one time? Yes No 

3.3  Can you stagger start, finish and break times where appropriate? Yes No 

3.4  Can you move tasks to different areas of the workplace or off-site if possible? Yes No 

3.5  Where necessary and possible, can you separate workers into dedicated teams and have 
them work the same shift or work in a particular area? 

Yes No 

3.6  Can you provide each worker or team their own dedicated equipment/workspace? Yes No 

Comments – Use this space to describe how you are managing the risks that cannot be eliminated: 

 
  

https://www.health.gov.au/resources/publications/coronavirus-covid-19-information-for-close-contacts-of-a-confirmed-case
https://www.schn.health.nsw.gov.au/coronavirus-staff-info/wfh


4. Accessing wellbeing support to all staff 

4.1.  Have you contacted all staff members and informed them of the timeframe for returning 
to work? 

Yes No 

4.2.  Do any staff members in your department meet the definition of a ‘vulnerable worker’? 

If Yes, refer to the Vulnerable Workers COVID-19 Information and Risk Assessment Template 

Yes No 

4.3.  Do any staff members in your department require a Flexible Work Arrangement as a 
result of COVID to meet their personal circumstances?  

If Yes, ensure a Flexible Work arrangement is in place for this staff member and signed by Tier 3/CPD  

Yes No 

4.4.  Are any of the staff members in your department experiencing anxiety about COVID-19 
which is significantly impairing their ability to perform their role on a day to day basis? 

If Yes, consider which type and/or combination of workplace flexibility may be possible and ensure staff are 
aware of the Employee Assistance Program (EAP) and other wellbeing support available.  You can also 
contact the Workforce Team on SCHN-CultureTeam@health.nsw.gov.au who may be able to assist. 

Yes No 

Comments – Use this space to describe how you are managing the risks that cannot be eliminated: 

 
Other documents that should be read in conjunction with this guidance:   

 3-Step Framework for a COVID-Safe Australia 

 Roadmap to a COVID-Safe Australia 

 Checklist: Physical Distancing – Safe Work Australia 

 Information for Close Contacts – NSW Health 

 Vulnerable Workers Guidance – SCHN 

 Working from Home / Flexible Working Guidance – SCHN 

 Information for Employers – Department of Health 

 Management of COVID-19 in Healthcare Settings - CEC 

https://www.schn.health.nsw.gov.au/files/attachments/vulnerable_workers_covid19_risk_assessment_information_and_template.pdf
mailto:SCHN-CultureTeam@health.nsw.gov.au
https://www.pm.gov.au/sites/default/files/files/three-step-framework-covidsafe-australia.pdf
https://www.pm.gov.au/sites/default/files/files/covid-safe-australia-roadmap.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2020-05/COVID-19_Workplace-Checklist.pdf
https://www.health.gov.au/resources/publications/coronavirus-covid-19-information-for-close-contacts-of-a-confirmed-case
https://www.schn.health.nsw.gov.au/files/attachments/vulnerable_workers_covid19_risk_assessment_information_and_template.pdf
https://www.schn.health.nsw.gov.au/coronavirus-staff-info/wfh
https://www.health.gov.au/sites/default/files/documents/2020/05/coronavirus-covid-19-information-for-employers_0.pdf
http://www.cec.health.nsw.gov.au/__data/assets/pdf_file/0019/582112/Management-of-COVID_19-in-Healthcare-Settings.pdf

