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1 Document control 

Version  Approved by  Approval date  Revisions  

V1 State Librarian and 
Chief Executive Officer 

19 March 2020 Original document 

V2  23 March 2020 Updated social distancing to four square 
metres from 1.5m 

 

2 Purpose  

The current national objective is to slow the outbreak of COVID-19 in Australia by taking measures to 
reduce transmission.  
 
These guidelines highlight our shared responsibilities to help reduce transmission through social 
distancing and transmission reduction practices in our workplace.  The health and safety of our people, 
clients and partners remains our highest priority.  
 
These guidelines are active during a pandemic only. 
 
3 Scope  

It is the expectation that all employees adhere to these guidelines in the interest of personal and public 
safety.   
 
People Leaders should use the information in these guidelines to inform decision making on how best to 
manage their teams.  The advice is based on the best evidence available at this time and will be updated 
as required.  
 
4 Actions for the workplace 

People Leaders are to ensure social distancing principles are adhered to in determining the optimal 
workplace arrangements.  
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• Reconsider the need for face-to-face meetings and training.  

• For meetings with external people, there are to be no more face-to-face meetings either onsite or at 
the external person’s workplace. 

• Use teleconferencing or video conferencing if possible (e.g. familiarise yourself with using your own 
mobile device for multiple callers). 

• If meetings are considered essential, minimise the number of people in physical attendance (e.g. 
always consider the distance between attendees and airflow). 

• Keep meetings under two hours, have sufficient ventilation and make sure the room is large enough 
to accommodate four square metres in between each person. 

• Consider alternate venues, such as outdoors venues (e.g. River Decks or Maiwar Green). 
 
Team rotations (commencing Monday 23 March 2020) 

• Organise your team into two groups and alternate the days each group sits in an alternative work 
location or works from home.  

• Consider the types of work that can be undertaken from home.  

• Limit the number of critical staff from one workgroup attending the same meeting to preserve the 
continuity of critical functions, e.g.  you could consider having a teleconference or zoom meeting with 
staff who are sitting on another floor. 

 
Workstations arrangements 

• Ensure you sit at a workstation positioned at least four square metres apart from the closest person 
to you. 

• If less than four square metres apart, alternative measures need to be implemented, including 
staggering work times and alternative working arrangements (such as working from home). 

• Consider hot-desking beyond your own team if you don’t have a fixed workstation (e.g. Level 1 
Training Room- if you leave the door open for airflow). 

• In more confined workspaces, People Leaders should make every effort to meet the intent of the 
social distancing principles, e.g. consider if other workspaces in another team or floor are available to 
work from. 

• The presence of physical barriers between desks that are close together (e.g. partitions will 
sufficiently reduce the risk of droplet spread where desks are less than four square metres apart). 

• Get into the practice of taking your personal business equipment home at the end of the day in case 
we are required to work remotely or from a different desk at short notice.  

 
Cleaning 

• Increased cleaning of high touch areas is already being undertaken by our cleaners as well as the 
supply of hand wash and sanitiser in kitchen hubs. 

• If more than one person uses a workspace, then departing staff should clean in between users as 
respect for the next user. 

• All staff remember to clean and disinfect high touch surfaces regularly - this includes the desk phone 
and keyboard. 

 
Communal use items 

• All individuals are to carry their own pen, and all communal pens are to be discarded. 
 
Travel arrangements: 

• Consider staggering start and finish times to avoid peak travel times and consider alternate work 
arrangements if public transport is affected. 

• End of trip facility – cyclists and other users must keep the space tidy to reduce risk of transmission 
(e.g. no towels on communal racks) as it may be necessary to close this facility if standards are not 
met.  

 
Business travel 
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• The Queensland Government has advised all non-critical business travel is to be cancelled or 
postponed.  The decision will be reviewed at the end of April 2020. 

 
 
 
Personal travel 

• All individuals must reconsider their need to undertake both domestic and international travel for 
personal reasons. If staff chose to travel overseas please advise your People Leader and the State 
Library Influenza Coordinator as this may have implications for your return to work after travel. 

• Follow the advice available on the Smart Traveller website.  

• As of 18 March 2020, the Australian Government announced an indefinite ‘level 4 travel ban’ which 
means: Do not travel. If you do travel, get professional security advice. Your travel insurance policy 
might be void. The Australian Government may not be able to help you. 

 
Tea rooms 

• Social distancing principles apply, including: 

• Sit with at least four square metres apart. 

• Consider staggering lunch times and alternate arrangements, such as outdoors. 
 

5 Social distancing principles 

Individual behaviour 
Individual behaviour is understood to be crucial to control the spread of COVID-19. As individuals we will 
be personally responsible for the success of minimising the spread of COVID-19. Early self-isolation, 
seeking medical advice remotely (unless symptoms are severe) and personal social distancing are key. 
Social distancing helps slow the spread of viruses such as COVID-19. 
 
The current recommendations are designed to reduce droplet transmission between people and 
minimise the number of people who may require isolation. It may also reduce unnecessary testing: 
 

• wherever possible, keep a distance of at least four square metres between people 

• spend less than 15 minutes of face-to-face contact when the distance is less than four square metres  

• spend less than two hours with others in any closed space, at a distance of at least four square 
metres  

• no gatherings of more than 100 people in a closed space, at a distance of at least four square 
metres. 

 
Implementing these measures early will assist to slow the spread of COVID-19 from local clusters to 
other areas. 

 
Employees who are in higher risk categories (such as those with a chronic illness or the elderly) should 
seek advice from their healthcare provider on how best to manage their health risks during this time.  
People Leaders must take into consideration these recommendations when making workplace 
arrangements and we request you seek advice from People Projects and Learning. 

 
Actions for individuals to reduce exposures and stay healthy 
While most people will only experience mild to moderate illness, some will experience severe disease, 
requiring admission to hospital and in some cases, intensive care. In times of high transmission, the most 
effective preventive strategies are simple social and hygiene behaviours which will also protect against 
other communicable diseases such as influenza. You should: 
 

• Wash your hands frequently with soap and water for 20 seconds, before and after eating, and after 
going to the toilet. Make sure hands are dried well afterwards. 

• Use alcohol-based hand rub if there are no washing facilities and the hands are not visibly soiled. 

mailto:talia.love-linay@slq.qld.gov.au
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• Cover your cough and sneeze with the crook of your elbow or a disposable tissue, dispose of tissues, 
and then wash or sanitise your hands.  

• Stop shaking hands or kissing as a greeting. 

• Avoid touching your face with your unwashed hands. 

• Stay at home if you are unwell. 

• Take advantage of a flu vaccination (vouchers will be provided).  

• Avoid crowds where possible. 
 
Face masks in the community are only helpful when worn by people infected with coronavirus disease to 
prevent them from spreading it to others. If you are well, you do not need to wear a face mask as there is 
little evidence supporting the widespread use of face masks by healthy people to prevent infection. 
 

6 Approval  

Vicki McDonald. 18 March 2020 
State Librarian and Chief Executive Officer  
      

7 Creative Commons licence 

© State Library of Queensland 2020  

This guideline is licensed under a Creative Commons Attribution 4.0 International (CC BY 4.0).  You are 
free to copy, communicate and adapt this work, so long as you attribute State Library of Queensland. 

For more information see http://creativecommons.org/licenses/by/4.0 
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