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COVID-19 Safety Plan
Effective 28 June 2021
Auction houses (including residential sales, tenancy open houses
and saleyards)
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
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Cunningham Real Estate

Plan completed by:
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> 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.

Open homes and Live Auctions will not be conducted. Private Inspections will be arranged with only 1 Agent and 1 Client at a time and Conditions
of Entry must be followed. Do not enter if you have a diagnosed or suspected case of COVID-19, have been in contact with someone who has
been diagnosed with or has a suspected case of COVID-19, have been to a hot spot and requested to self isolate, are waiting a negative result or
live in the 4 LGAs. In the interests of our team,clients and customers it is Cunnninghams policy that you must wear a face mask at all times.
People entering private property are subject to these rules of entry and as such are enforceable. Hand sanitiser used upon entry, agree to not
touch anything in the property, do not greet by shaking hands, maintain 1.5m social distance. Provide their full name, address, phone number and
email address prior to entering the premises. Our company policy for staff is that no one can attend work out in the field or at our offices is they
have flu like symptoms. If they are displaying any flu like symptoms it is mandatory they undertake a Covid-19 test and return a negative result
prior to returning to work.

We have all our COVID protocols and processes displayed on our company intranet and available for all staff to
access for anywhere at anytime. This information includes processes and protocol on when to get tested, physical
distancing and cleaning. This is constantly being updated in line with Government regulation.
All staff must read and sign to say they acknowledge compliance with COVID-19 processes and protocols.
At weekly departmental meetings this information is referred to and all updates are communicated.

We have a dedicated employee (our Financial Controller and Payroll) which staff can contact requesting
their leave balances as of that date, and all leave is submitted through the company Intranet.
Our General Manager and Financial Controller are on call to guide any staff member through their
isolation requirements and how this effects their leave entitlements.
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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

Condition of entry signs are displayed outside of the premises. This is for sales and property management. We have provided
constant social media updates on what our protocol and procedure is.
At offices no visitor is allowed past reception, and must log their visit by scanning a QR code. It is company policy that no staff
member is to visit the office if they have flu like symptoms.
We have a section on our website in the News section which clearly outlines to clients what our conditions of entry are at both
private inspections and our offices. This is updated weekly.
We also advise clients in our edm communication regularly.

ACTIONS

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.

All staff are trained to ensure government restrictions are adhered to and we have limited
inspections to private appointments with one Agent and one Client. Staff members are encouraged
to work from home but are adhering to one person per 4sqm rule if inside the workplace.
We also have this signage on display throughout all our office locations.

All of our auctions will be held virtually.

We will only be carrying out private inspections with one
Agent and one Client and ensure they are following the
Conditions of Entry.
No supplier or visitor is allowed to enter past reception at our offices, and must scan a QR code that
registers their attendance.
Where reasonably possible attendees are encouraged to enter and exit through separate doors.

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.

Within our offices we have ensured all employees are sitting 1.5m away and only one person
per 4 sqm to ensure social distancing is maintained and have communicated the maximum
number of people in each area.

All auctions will be carried out virtually.

Staff members have been allocated specific work stations, to ensure they comply with physical
distancing measures and to avoid hot desking. If they are required to sit at an alternative desk,
wipes, gloves and sanitizer are provided to ensure the space has been thoroughly cleaned. The
kitchen areas are regularly cleaned and staff are encouraged to sit outside on meal breaks.

Every staff member has access to and is trained in using Microsoft 365
products including Teams to ensure that we can conduct video
conferences. All meetings are also carried out via the Zoom platform.

Staff are strongly encouraged to work from home unless their situation prevents them and this is discussed with their Manager.
Due to the nature of the real estate industry, 100% of our team members drive to work, minimising contact with the public.
However, any team member that is required to catch public transport can make an agreement with their line manager regarding
flexible and remote work arrangements. Also due to the nature of the industry, the team spend a large proportion of their time
carrying out tasks outside of the office which assists in number of members working together at the same place.

No supplier is allowed to pass past reception and are required to scan a QR code to register
their attendance at the office if they are spending more time than just dropping in. We have a
process where suppliers and clients leave keys in a bucket and they are sanitized prior to
returning to their secure place. All invoices are emailed and we do not accept rent or any cash
payments in the office.
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Physical distancing
Have strategies in place to manage gatherings that may occur
immediately outside the premises.

Due to Private Inspections only, we won't have any gatherings occuring.

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.

We are only showing vacant properties for lease
at present.

REQUIREMENTS

ACTIONS

Hygiene and cleaning
Adopt good hand hygiene practices.

Staff are required to wear masks at the workplace and these have been
provided. Signage is in place above the bathroom sinks promoting good
hygiene practices and all offices have hand sanitiser at entry and
throughout the office in addition to disinfectant wipes for surfaces.

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.

All bathrooms are sufficiently stocked with hand soap and paper towels and
levels are monitored throughout the day by team members in the local office.
The receptionist monitors stock levels and makes orders for the company as
required. On entry and exit to each office, hand sanitiser is provided.

Each office is sufficiently stocked with disinfectant wipes and detergent. All
staff are directed to wipe down their workstations at the end of each day in
addition to any common services that are touched. All staff are to wash hands
and sanitise before and after using small appliances in the kitchen area.

All disinfectant solutions used within the company are commercially sourced and at the
appropriate strength and used in accordance with the manufacturer's instructions. All hand
sanitisers used within the company have a minimum of either 80% ethanol or 75% isopropyl
alcohol.

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.

All of our agents have been trained in advocating for the digital transfer of information, in replacement of print
material.
We constantly update our digital and social channels to advocate for this, and provide information and relevant
information to our clients on reasons for this best practice initiative.
Where print material is used we have signage advising clients that if they touch they may take.

None of our premises accept onsite payment and cash
is not handled. We use electronic payment gateways
throughout our departments across the business.
Our conditions of entry signage at every property clearly outlines that items and fixtures should not be touched throughout the premises.
We have clear signage for all items that may want to be viewed, encouraging individuals only to touch when they are wearing gloves, or
to request a member of the Cunninghams team pick up the item on their behalf.
Hand sanitiser and disinfectant wipes are readily available to wipe down any fixtures or items that have been handled by visiting
individuals and team members.
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REQUIREMENTS

ACTIONS

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.

Each office location has a QR code at the entry of the office where any customer or contractor
must scan the code and complete their details including name, email and phone number. The
log of the QR code is saved confidentially and for a period of at least 28 days in a central
source that the corporate team can access swiftly as required.

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.

The management team is trained to report any positive
COVID-19 case to the General Manager and from there
they will immediately notify Safe Work.
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