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We’ve developed this COVID-19 Safety Plan to help you create and maintain
a safe environment for you, your workers and your customers.

Complete this plan in consultation with your workers, then share it with them. This will help slow the spread of COVID-19 and reassure
your customers that they can safely visit your business. You may need to update the plan in the future, as restrictions and advice
changes — you can make changes to the plan if you've printed or saved it, or you can choose to download and create a new version of

the plan.

Businesses must follow the current COVID-19 Public Health Orders, and also manage risks to staff and other people in accordance with
Work Health and Safety laws. For more information and specific advice for your industry go to nsw.gov.au

BUSINESS DETAILS

Dunara Real Estate Pty Ltd t/as Richardson & Wrench Double Bay

Business name:
Plan completed by: ~ Robynne Arnouts

Approved by: Michael Dunn

> REQUIREMENTS FOR BUSINESS

Requirements for your workplace and the actions you will put in place to keep your customers and workers safe

REQUIREMENTS ACTIONS

Wellbeing of staff and customers

Exclude staff, customers and attendees who are unwell from the auction,
open house or saleyard.

Provide staff with information and training on COVID-19, including when
to get tested, physical distancing and cleaning.

Make staff aware of their leave entitlements if they are sick or required
to self-isolate.

COVID-19 Safety Plan — Auction houses (including residential sales, tenancy open houses and saleyards)

Display sign at front of all premises requesting people do not
enter if they are feeling unwell or have symptons. Take details of
all people attending to enable contact tracing if someone does
present albeit unkowingly.

All staff have had a full training on Covid requirements. A notification has been provided to all staff
advising of requirements should they show any symptons, including covid testing required, to self
isolate and not to return to working until clearance of Covd negative test. Training has been
undertaken regarding all protocols with social distancing and cleaning. Santizier is provided to all
team members for both internal and external use. Monitoring of stocks for all staff is maintianed.

All leave entitlements remain in terms of sick leave, annual leave can be taken if no sick leave is
available or leave without pay. There is not further leave available due to Covid, it comes under
normal entitlements. Each situation can be discussed directly with management in terms of no
sick leave available and alternative option e.g. annual leave or leave without pay. Staff have been
fully informed of this. A protocol is in place that no staff should attend the office if sick. They need
tobe Covid tested and isolate. If negative then they can return to work.
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Wellbeing of staff and customers

Communicate and display conditions of entry (website, social media,
digital newsletters and at entry points).

REQUIREMENTS

Physical distancing

Capacity must not exceed one visitor per 4 square metres of space.

Where reasonably practical, consider holding an auction outdoors or in a
large indoor space.

For viewings, consider implementing a time-based booking system,
with phone or online options, to limit the number of people entering the
premises or waiting outside where crowding may occur.

Where practical, use separate doors for entry and exit. If there is on-site
payment and/or collection, consider putting in place separate customer
order and collection points.

If seating is required, move or remove seating to comply with 1.5 metres
of physical distance where possible.

Develop strategies to reduce crowding wherever possible, such as
markers on the floor or encouraging attendance of only registered or
interested bidders (rather than observers).

Where reasonably practical, ensure staff maintain 1.5 metres physical
distancing at all times (including at meal breaks and in offices or meeting
rooms) and assign workers to specific work stations.

Use telephone or video for essential meetings where practical.

Where reasonably practical, stagger start times and breaks for staff
members to minimise the risk of close contact.

Review regular deliveries and request contactless delivery and invoicing
where practical.

We are regularly making posts and all entry points are
clearly marked/sign posted with COVID requirements of
entry. Our weekly emails to buyers also notify of this.

ACTIONS

Notices provided at open homes, auctions and office.
We limit entry when the required number of people
reach capacity. This is advertised at the entry points.

Our auction rooms are well catered for with physical
distancing and space requirements. We have a entry
process to ensure numbers remain within the guidelines.

We provide strict protocols with number of
people at any one time and this is advertised at
entry points.

We don't take payments except for direct credit card
payment or transfer of monies so not applicable.
Separate entry exits can be used where available.

Seating is set up prior to auctions observing these

requirements. The auction room is checked prior to

opening the doors to staff or public.

We monitor the entry points and maintain the numbers not letting more than
the required capacity in, allowing more people in as others have left. A
person is dedicated to monitor this. Only registered and qualified buyers
(and their supporters) are permitted to attend an auction.

Desks are spaced within COVID guidlienes, some staff
working from home to prevent close contact. No
hot-desking is allowed (assigned work spaces only).

Sales Meeting held on zoom, pre-auction meeting limited to number of attendees,
property management meeting limited to number of people present in the room.
Auctions are live-streamed so people can view, register and bid online without
physically attending the auction. They can also pre-register online prior to attending.

Staff do not take dedicate time for breaks or lunch. Any
group undertakings are not condoned and discouraged.

Deliveries are only allowed at front desk and COVID protocols / sanitizing are in place including

screen supplied at front desk to protect staff members. Personal deliveries have been stopped.
Any keys returned to the office are sprayed with an alcohol spray prior to returning them to the

locked key cabinets.
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Physical distancing

Have strategies in place to manage gatherings that may occur
immediately outside the premises.

Encourage tenants who want to be present during an open home to
leave for a short period or stand in an open space (such as outside)
to minimise contact and ensure you can comply with physical
distancing requirements.

REQUIREMENTS

Hygiene and cleaning

Adopt good hand hygiene practices.

Ensure bathrooms are well stocked with hand soap and paper towels or
hand dryers. Provide hand sanitiser at entry and exit points.

Clean indoor hard surface areas frequented by staff or customers at least
daily with detergent or disinfectant. Clean frequently touched areas and
surfaces several times per day with a detergent or disinfectant solution or
wipe.

Disinfectant solutions need to be maintained at an appropriate strength
and used in accordance with the manufacturers’ instructions.

Staff are to wear gloves when cleaning and wash hands thoroughly
before and after with soap and water.

Consider removing printed pamphlets, and instead providing relevant
information through digital channels such as email or website where
practical.

If onsite payment is required, limit the use of cash transactions by
encouraging contactless payment options.

If items are to be viewed, encourage visual inspection where practical.
Provide hand washing facilities or hand sanitiser for customers to use
before and after handling objects. Have detergent or disinfectant wipes
available to wipe objects regularly, where practical.

This would relate to open homes. We are maintaining
strict guidelines on protocols for sanitising and numbers
of people.

This is a protocol in place.

ACTIONS

Very strict protocols on hygiene including signs around
the office reminding staff to observe. These are located at
both office entry points and in all bathrooms and kitchens.

Office Supervisor checks after each cleaning (twice per week) and
each weekend to ensure sanitize is topped up by receptionist for
both entry point stations. A spare bottle is always stored in reserve.

The task is allocated to various people responsible for their own areas to undertake morning,
noon and afternoon with disinfectant wipes, whilst using gloves. When visitors come to the
office and extra clean in the areas they have been is undertaken. e.g. meeting room. A clean
schedule is signed off at each section of the office each time a clean is completed.

Checked and monitored.

Implemented.

Material is now provided via digital channels. We have printed
material if people request it but offer both and preference to people
for digital. All correspondence is sent via email where possible.

Not required.

Strict guidelines in place, all agents leasing and sales
have COVID Packs containing sanitizer, disinfectant
wipes, gloves, masks, signs.
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REQUIREMENTS

Record keeping

Keep a record of name and a mobile number or email address for all
staff, customers and contractors for a period of at least 28 days. For
groups, one contact is sufficient to support contact tracing.

Ensure records are used only for the purposes of tracing COVID-19
infections and are stored confidentially and securely.

Make your staff aware of the COVIDSafe app and its benefits to support
contact tracing if required.

Cooperate with NSW Health if contacted in relation to a positive case of
COVID-19 at your workplace, and notify SafeWork NSW on 13 10 50.

COVID-19 Safety Plan — Auction houses (including residential sales, tenancy open houses and saleyards)

ACTIONS

Protocol in place. All people who attend our office are required to scan the
QR code at reception. This information is stored confidentially for 28 days,
then deleted. This same process is used at our auctions. At open homes, all
attendees check in through Homepass, which is stored on our database.

All staff have been requested to dowload the
app.

Protocol in place.
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