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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

BUSINESS DETAILS

Business name: All Residential Real Estate Pty Ltd

Plan completed by:  Rhea Villareal

Approved by: Perry Beebe

> REQUIREMENTS FOR BUSINESS

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

REQUIREMENTS

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.

ACTIONS

o Attendees at open homes and auctions must answer questions about their health and symptoms.

0 We will facilitate to get a sign that says that if you are not well or might have been exposed to someone with Covid-19, you
must be excluded from the auction or open house. This applies to staff and attendees.

0 Email communication is being sent out to the attendees with Covid19 guideline reminders prior to the scheduled inspection.

0 A staff member needs to be tested if: 1. he/she has Covid-19 symptoms such as fever, cough etc... 2. he/she has been
exposed to a Covid19 positive person within 14 days.

o During open houses or auctions, all staff must: « Not attend if they are unwell « Wear masks at all time « Practice social
distancing of at least 1.5 metres » Sanitise hands frequently.

o Antibacterial wipes are made available for all staff to sanitise surfaces of their work station, etc.

o All staff members are aware they are not to come to work if they are unwell or have been exposed to a Covid19
positive. (The staff member must speak to the managing director with regards to their leave entitlements)

o All staff members are entitled to use their sick leave credits whenever the situation calls them to self- isolate,
otherwise, any staff member whose role and responsibilities do not require them to be present have been set up
with proper tools so they can still work from home.
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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.

0 Covid19 related reminders and downloaded files will be displayed and posted for everyone's knowledge and
guidance; both at open houses and the office.

0 Covid19 information and guidelines is being disseminated through email, digital newsletters and social media.

ACTIONS

« Capacity must not exceed one visitor per 4 square metres of space. There is a dedicated clause on physical distancing stated in
the email sent to the attendees. The staff member will constantly remind attendees to keep 1.5 metres distance away from one
another throughout the duration of the inspection or open house.

o In the office, only one owner, supplier or tenant can collect keys - they must wait in the reception area. Also, we encourage to
book their appointment ahead of time so everything that they need will be prepared and they do not have to stay long in the
office.

This is not applicable.

com.au to book

0 We do not allow walk-ins at inspections to regulate the number of
inspections.

we utilise insp

o Sales inspections are also booked in ahead of time to manage the number of people attending the viewing.

0 During open all are
regards to Covid-19.

to do their check-in electronically and complete the questionnaire with

This is not applicable.

This is not applicable.

This is not applicable.

o To maintain distance, only 2 people are allowed in the
office at a time, the remainder can work from home.

0 Team meetings are done via Microsoft Teams, and
Zoom and other digital communications such as emails
and phone calls are being maximised.

This is not applicable as most of the staff
members work from home.

0 Only one person can collect or to return the keys for
tenancy. This is being communicated through to the
tenants via email.
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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.

o At inspections, we have set a maximum number of attendees per inspection to avoid overcrowding and to
effectively observe physical distancing.

o At the office, tenants, owners, or suppliers will be advised to wait in the reception area and Teresa - the
receptionist of the building will gather their details for contact tracing. They are not allowed to enter the office.

o The staff members must strictly adhere to the start and end time to lessen possible exposure to the virus and to
have physical distancing reminders visible within the location. Staff and facilitators to reinforce physical distancing
rule of at least 1.5 metres always throughout the inspection.

0 Email communication to include a clause that physical distancing must be observed when waiting outside before
the start of the inspection.

ACTIONS

0 Hand sanitisers are available for everyone to use before, during and after
inspections.

0 Hand sanitisers are accessible for everyone to use in the office.

o Bathrooms have soap, water and hand dryers for use.

o The building management has provided hand sanitisers at entry and exit points.

0 Alcohol wipes are provided in the office, one for each
workstation to be used for sanitising surfaces,
computers, phones and headsets.

0 Wipes contain 75% isopropyl alcohol and 70%
isopropyl alcohol for sanitisers

This is not applicable.

o Digital marketing is being utilised and no printouts are handed out during inspections.

0 "Contactless check-ins" are being implemented during inspections to avoid the spread
of the virus.

o This has been in place; we offer cashless options for
all transactions. Not only it is hygienic, it is also fast and
convenient.

0 Hand sanitisers and alco-wipes are handed out during inspections for the attendees to use
before, during and after inspections.

o Soap and hand sanitisers are available in the office for the staff to make sure that frequent
handwashing is practiced.
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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.

ACTIONS

o The building receptionist holds records for all attendees who enter the premises.

o Through electronic check-in, the records of all attendees for each inspection are kept in ROL
which can be used for contact tracing.

o All staff members must dowwnload the CovidSafe App id free on android
and ios. -
https://www.health.gov.au/resources/apps-and-tools/covidsafe-app

o All staff members understand the urgency to report any Covid-19 related
cases happening within the business and must be coordinated with the
NSW Heath and SafeWork NSW to slow down the spread of corona virus.
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	wellbeing_action_1: o Attendees at open homes and auctions must answer questions about their health and symptoms.

o We will facilitate to get a sign that says that if you are not well or might have been exposed to someone with Covid-19, you must be excluded from the auction or open house. This applies to staff and attendees.  

o Email communication is being sent out to the attendees with Covid19 guideline reminders prior to the scheduled inspection.
	wellbeing_action_2: o A staff member needs to be tested if: 1. he/she has Covid-19 symptoms such as fever, cough etc... 2. he/she has been exposed to a Covid19 positive person within 14 days.

o During open houses or auctions, all staff must: • Not attend if they are unwell • Wear masks at all time • Practice social distancing of at least 1.5 metres • Sanitise hands frequently.

o Antibacterial wipes are made available for all staff to sanitise surfaces of their work station, etc.
	wellbeing_action_3: o All staff members are aware they are not to come to work if they are unwell or have been exposed to a Covid19 positive. (The staff member must speak to the managing director with regards to their leave entitlements)

o All staff members are entitled to use their sick leave credits whenever the situation calls them to self- isolate, otherwise, any staff member whose role and responsibilities do not require them to be present have been set up with proper tools so they can still work from home.
	business_name: All Residential Real Estate Pty Ltd 
	completed_by: Rhea Villareal
	approved_by: Perry Beebe
	wellbeing_action_4: o Covid19 related reminders and downloaded files will be displayed and posted for everyone's knowledge and guidance; both at open houses and the office. 

o Covid19 information and guidelines is being disseminated through email, digital newsletters and social media. 

	physical_distancing_action_1: • Capacity must not exceed one visitor per 4 square metres of space. There is a dedicated clause on physical distancing stated in the email sent to the attendees.  The staff member will constantly remind attendees to keep 1.5 metres distance away from one another throughout the duration of the inspection or open house.

o In the office, only one owner, supplier or tenant can collect keys - they must wait in the reception area. Also, we encourage to book their appointment ahead of time so everything that they need will be prepared and they do not have to stay long in the office. 
	physical_distancing_action_2: This is not applicable.
	physical_distancing_action_3: o We do not allow walk-ins at inspections to regulate the number of attendees, we utilise inspectrealestate.com.au to book inspections. 

o Sales inspections are also booked in ahead of time to manage the number of people attending the viewing. 

o During open inspections, all attendees are expected to do their check-in electronically and complete the questionnaire with regards to Covid-19. 
	physical_distancing_action_4: This is not applicable. 
	physical_distancing_action_5: This is not applicable.
	physical_distancing_action_6: This is not applicable.
	physical_distancing_action_7: o To maintain distance, only 2 people are allowed in the office at a time, the remainder can work from home.
	physical_distancing_action_8: o Team meetings are done via Microsoft Teams, and Zoom and other digital communications such as emails and phone calls are being maximised. 
	physical_distancing_action_9: This is not applicable as most of the staff members work from home. 
	physical_distancing_action_10: o Only one person can collect or to return the keys for tenancy. This is being communicated through to the tenants via email. 
	physical_distancing_action_11: o At inspections, we have set a maximum number of attendees per inspection to avoid overcrowding and to effectively observe physical distancing.

o At the office, tenants, owners, or suppliers will be advised to wait in the reception area and Teresa - the receptionist of the building will gather their details for contact tracing. They are not allowed to enter the office.
	physical_distancing_action_12: o The staff members must strictly adhere to the start and end time to lessen possible exposure to the virus and to have physical distancing reminders visible within the location. Staff and facilitators to reinforce physical distancing rule of at least 1.5 metres always throughout the inspection.

o Email communication to include a clause that physical distancing must be observed when waiting outside before the start of the inspection.  
	hygiene_cleaning_action_1: o Hand sanitisers are available for everyone to use before, during and after inspections.

o Hand sanitisers are accessible for everyone to use in the office.
	hygiene_cleaning_action_2: o Bathrooms have soap, water and hand dryers for use.

o The building management has provided hand sanitisers at entry and exit points.

	hygiene_cleaning_action_3: o Alcohol wipes are provided in the office, one for each workstation to be used for sanitising surfaces, computers, phones and headsets. 
	hygiene_cleaning_action_4: o Wipes contain 75% isopropyl alcohol and 70% isopropyl alcohol for sanitisers
	hygiene_cleaning_action_5: This is not applicable. 
	hygiene_cleaning_action_6: o Digital marketing is being utilised and no printouts are handed out during inspections. 

o "Contactless check-ins" are being implemented during inspections to avoid the spread of the virus.
	hygiene_cleaning_action_7: o This has been in place; we offer cashless options for all transactions. Not only it is hygienic, it is also fast and convenient.
	hygiene_cleaning_action_8: o Hand sanitisers and alco-wipes are handed out during inspections for the attendees to use before, during and after inspections.

o Soap and hand sanitisers are available in the office for the staff to make sure that frequent handwashing is practiced.
	record_keeping_action_1: o The building receptionist holds records for all attendees who enter the premises.

o Through electronic check-in, the records of all attendees for each inspection are kept in ROL which can be used for contact tracing.

	record_keeping_action_2: o All staff members must dowwnload the CovidSafe App id free on android and ios.  - https://www.health.gov.au/resources/apps-and-tools/covidsafe-app

	record_keeping_action_3: o All staff  members understand the urgency to report any Covid-19 related cases happening within the business and must be coordinated with the NSW Heath and SafeWork NSW  to slow down the spread of corona virus.


