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We’re ready for you
The team at Brookfield Properties has been working around the clock to ensure our buildings are in
the best shape possible and we have implemented processes and procedures in step with Safework
Australia guidelines.
COVID-19 has tested the resilience of the global community, disrupting our social norms and everyday
routines, and impacting us in more ways than we could have possibly imagined. However, with
community transmission remaining low across the country, we are seeing more companies and people
return to their offices.
Our team is looking forward to welcoming all of our tenants back.
In preparation for your return to work, we continue to monitor advice and guidance from the Federal
Government and relevant State governments. Our role is to help facilitate a seamless re-entry for you,
and to ensure your employees feel every precaution possible has been taken to continue to minimise
the spread of COVID-19.
Physical distancing and good hygiene remain the fundamental pillars of our approach, in line with
guidelines issued by SafeWork Australia, public health authorities and Federal and State governments.
This Return to Office guideline outlines a roadmap for how we can work collaboratively with you to
create safe spaces for all, and let’s you know some of the improvements and changes we have made.
Our priority is your safety and comfort.
If you have any questions, please don’t hesitate to contact your Building Management.
Kind regards,

Danny Poljak

Simon Burt

Executive Vice President and Co-Head

Head of Operations
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Do not come to work if you are
feeling unwell
COVID-19
■

COVID-19 is part of a large family of coronaviruses that can make humans and
animals sick. They cause illnesses that can range from the common cold to more
severe diseases

■

COVID-19 was first reported in December 2019

Recognising that the COVID-19 pandemic is a public health emergency, that all actions by
employers in response to respect of COVID-19 in their workplaces should be founded in expert
health advice and that the following principles operate subject to the measures agreed and
implemented by governments through the National Cabinet process. Set out below are some of
the principles to be aware of, and tenants should ensure that they are aware of and comply with
SafeWork Australia guidelines, which can be found at www.safeworkaustralia.gov.au
1. All workers, regardless of their occupation or how they are engaged, have the right to a healthy
and safe working environment.

Symptoms of infection

2. The COVID-19 pandemic requires a uniquely focused approach to work health and safety (WHS)
as it applies to businesses, workers and others in the workplace.

Symptoms can range from mild illness to pneumonia. Some people will recover
easily, and others may get very sick very quickly. People with COVID-19 may
experience:

3. To keep our workplaces healthy and safe, businesses must, in consultation with workers, and
their representatives, assess the way they work to identify, understand and quantify risks and to
implement and review control measures to address those risks.

■

fever

■

flu-like symptoms such as coughing, sore throat and fatigue

■

shortness of breath

4. As COVID-19 restrictions are gradually relaxed, businesses, workers and other duty holders
must work together to adapt and promote safe work practices, consistent with advice from
health authorities, to ensure their workplaces are ready for the social distancing and exemplary
hygiene measures that will be an important part of the transition.

■

Do not come to work if you are feeling unwell

5. Businesses and workers must actively control against the transmission of COVID-19 while
at work, consistent with the latest advice from the Australian Health Protection Principal
Committee (AHPPC), including considering the application of a hierarchy of appropriate controls
where relevant.

■

We ask tenants to monitor developments and information issued by the
Department of Health, and to remain vigilant in the monitoring of staff, visitors
and contractors for any signs of illness, particularly fevers and flu-like symptoms

6. Businesses and workers must prepare for the possibility that there will be cases of COVID-19 in
the workplace and be ready to respond immediately, appropriately, effectively and efficiently,
and consistent with advice from health authorities.

What to do

7. Existing state and territory jurisdiction of WHS compliance and enforcement remains critical.
While acknowledging that individual variations across WHS laws mean approaches in different
parts of the country may vary, to ensure business and worker confidence, a commitment to
a consistent national approach is key. This includes a commitment to communicating what
constitutes best practice in prevention, mitigation and response to the risks presented by
COVID-19.

Tips for good hygiene
Wash your hands often with soap
and water or use an alcoholbased hand sanitiser.

Use a tissue to cover your mouth
when you cough or sneeze.

4

SafeWork Australia’s National COVID-19
safe workplace principles

8. SafeWork Australia (SWA), through its tripartite membership, will provide a central hub of WHS
guidance and tools that Australian workplaces can use to successfully form the basis of their
management of health and safety risks posed by COVID-19.
Avoid close contact with
anyone that shows cold or
flu-like symptoms.

Wear a mask when taking
public transport, or travelling
in a taxi or ride-share service.
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9. States and Territories ultimately have the role of providing advice, education, compliance and
enforcement of WHS and will leverage the use of the SWA central hub in fulfilling their statutory
functions.
10. The work of the National COVID-19 Coordination Commission will complement the work of
SWA, jurisdictions and health authorities to support industries more broadly to respond to the
COVID-19 pandemic appropriately, effectively and safely.
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What we’re doing to increase your
comfort and safety

Protection screens
See-through protective screens have been installed at our reception and
concierge desks.

Large groups
Hand sanitiser
We continue to provide alcohol-based hand sanitiser in common areas of our buildings.

Cleaning
We continue with enhanced cleaning cycles of all high touch point areas and our
cleaners are wearing masks and gloves to provide them additional protection and
comfort to others.

Physical distancing
We’ve deployed floor markers, lift screen messaging and signage to remind people to
keep an appropriate physical distance when queuing anywhere within the common
areas of the building.

Communication
We require all our tenants to advise us immediately of any suspected or confirmed
cases of COVID-19 in the building. We will continue to notify all key tenant
representatives of any such instances through our BENS notification system.

Hygiene
Posters and lift screens are in place to remind people to deploy hygiene best practices.

Seating
Where relevant, cafe court seating and common area seating has been reduced or
removed to meet mandated criteria for appropriate physical distancing.

Touch free
Our properties generally have at least one touch free entry point during business hours.

6
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We love a community gathering better than anyone but in these challenging times we
will avoid large event activations in favour of small or static placemaking activities in
compliance with government restrictions.

Wellness classes
Our onsite wellness classes continue to be temporarily placed on hold until physical
distancing measures are relaxed by the government and we have taken steps in
anticipation of offering these programs again.

Virtual meetings
Our onsite teams will continue to engage with our tenants in a number of formats,
including virtually where face to face interactions may need to be minimised.

Contractors
All contractors to our buildings are required to practice physical distancing at all
times. Some may be wearing PPE as part of their uniform and all will be asked to
answer medical screening questions before being allowed on the premises.

Air conditioning
HVAC systems are operated to best practice standards and in line with health advice.
Unlike some other countries, our HVAC systems regularly allow in fresh air from outside.

End of Trip facilities
Our end of trip including bicycle racks remain available to use and are cleaned regularly.
We ask all our users to practice good hygiene and maintain physical distancing.

On-site parking
Where available in our buildings, we have rolled out FlexPark, a convenient parking
choice for employees without allocated parking spaces. For more information,
including availability in your building, contact building management.
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What you will see in our buildings
We have installed signage throughout all of our buildings to assist with maintaining good hygiene
practices and to help foster a culture of physical distancing. Here are some examples of what you
will see:

Lobby furniture
restrictions
In some instances, we have reduced lobby waiting area
furniture or temporarily closed sections to comply with
relevant physical distancing requirements. You may see
less furniture and some lobbies will display an ‘Area
closed’ sign.
We kindly ask tenants, occupants and visitors to ensure
they abide by physical distancing rules in lobbies.
Where a building provides bookable meeting spaces
there will be restrictions on meeting sizes to ensure
physical distancing rules are in place. If you have any
queries, regarding meeting rooms please discuss with
your Building Management team.

This area is
temporarily
closed

1.5m

8

Please keep
your physical
distance

Thank you
for physically
distancing
in lifts

This door is
automatic

Safe mask
and gloves
disposal here
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Visitor management

Lift lobby traffic management

The following measures have been put in place where a building has visitor management:

Brookfield Properties has put the following protocols in place for our lift lobbies and lift cars in
common areas.

1. Physical distancing decals are installed on the floor to guide visitors/tenants where to stand when
communicating with the concierge team.
2. Bollards may be installed to assist with queues at concierge desk.

Policy/process

3. All visitor access passes will be disinfected once handed back to concierge.

1. We ask that tenants not overcrowd lifts by limiting the numbers in each and observe physical
distancing whenever possible.

4. Where available, concierge will assist with traffic management around lift lobbies at peak times.
5. Concierge is available to assist with any other queries that you may have.
6. Temporary see-through protective screens have been installed.

Loading dock utilisation/mailroom
The loading dock is for the use of building contractors and couriers only. Should tenants require
contractor access to the loading dock, requests will need to be made via the Brookfield Helpdesk
with a time and date specified for use. Sites with onsite security presence have already implemented
controls to manage COVID-19 risk. The security services providers will monitor and ask contractors to
adhere to physical distancing and safe work practices.

2. Signage and decals have been installed on the floors in the main lift lobbies, signifying physical
distance of 1.5 metres and queuing paths. Barriers where needed will be utilised. Where there is
Government guidance to do so, masks should be worn in the common areas of our buildings when
physical distancing is not able to be achieved.
3. Brookfield Properties has considered how the flow of people leaving and entering the lifts will
allow occupants to adhere to physical distancing, based on the layout of the lift lobbies.
4. We encourage tenants to utilise items such as access cards or other items, rather than fingers to
pressing lift buttons.
5. Sanitisation stations are available in building lobbies.
6. Occupants/visitors are encouraged to practice physical distancing by standing on the floor
decals.
7. To avoid congestion during peak times we suggest staggered start and finish times for all
personnel.
8. Our concierge, security or onsite teams will be monitoring lift traffic and will assist personnel
where needed.
We ask tenants and their employees to comply with SafeWork Australia guidelines and comply with
physical distancing measures stipulated by them. Please note travel times to lifts will be impacted and
recommend tenants stagger their start, lunch and finish times to effectively manage the flow of traffic.

10
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End of Trip facilities
Unless otherwise required by SafeWork Australia or government guidelines, our end of trip facilities
remain open to use, providing a positive alternative for those of our tenants who wish to avoid more
public modes of transportation and arrive to work either on foot or by bicycle.
Regular cycles of cleaning will continue, with additional measures such as signage to encourage
physical distancing and the availability of alcohol-based hand sanitiser and wipes incorporated into
regular operations.

Cleaning
Common area cleaning
Common area cleaning remains a continued focus for our cleaning services provider. They will continue
to implement increased frequency sanitisation cleaning of high touch point areas of the property. High
touch point areas include bathrooms, main lobby, end of trip facilities and lifts where additional focus is
provided to door handles, furniture, escalator handrails, access control systems, benchtops and buttons.

Tenancy cleaning
If you have previously provided notice to cease tenancy cleaning, you will need to provide notice to
recommence tenancy cleaning.

Additional tenancy cleaning requests
Recently published studies have identified that the area with greatest potential to become infected
with COVID-19 within an office building, exists within the tenancy space. SafeWork Australia has
released a range of guidelines around appropriate workplace cleaning regimes here.
Our base building cleaners have an extensive list of optional cleaning services available to support
your business requirements. Where you are considering taking up these item’s, we recommend
obtaining a tenancy specific cost based on your exact requirements and your tenancy particulars.
This information is available by contacting your Facilities Manager.

12
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What happens in the event of an incident
Brookfield Properties has a site-specific Business Continuity Plan (BCP) in place to ensure we can
continue supporting the building operations in the event of an emergency.
The Brookfield Properties site-specific BCP focuses on critical business processes, including:

Communication updates
Brookfield Properties will provide tenants and occupants with regular COVID-19 communication
updates. This will include implementation or lifting of government restrictions affecting the way we run
buildings, or that affect building amenity. Communication will be provided to our main tenant contacts
and occupants via a range of channels including:

Signage in all common areas

Emails to your key tenant
representatives

■

Property supervision and management

■

Security

■

Repairs and maintenance

■

Air conditioning and mechanical services

■

Fire services

■

Hydraulic / sewerage / sullage

■

Critical building operational technology systems

We continue to actively monitor developments and the Australian Government’s response. We will
keep you advised of any changes to building operations as a result of new information. Additionally,
should any building occupants, tenants or building service personnel be confirmed to have
contracted or have been recently exposed to someone who has been confirmed to have COVID-19,
please advise Building Management immediately.

What you can expect from us
In the event we become aware that a person within the building has recently been in close contact
with a confirmed case of COVID-19, is unwell and sent for testing, or is confirmed themselves as
having COVID-19, we will:

01
Digital lift communications

Regular building management meetings
(these may be held virtually)

Helpful resources

02

The National Cabinet has decided that SafeWork Australia will be the primary source of information to
provide businesses with consistency and confidence. A toolkit is being developed to help businesses
operate in a ‘COVID-safe’ economy and businesses are encouraged to follow this guidance as they
prepare to re-open while protecting their workers, customers and businesses.
The SafeWork Australia website provides extensive information for various industries in its COVID-19
Information for Workplaces information hub. This includes a range of useful guidance including (but
not limited to):
■

Signage and posters to help educate and remind staff of good personal hygiene practices and 		
physical distancing measures.

■

How to clean and disinfect your workplace which provide guidelines on suggested preventative
cleaning regimes as well as guidance on how to disinfect should an infected person be found to
have been within your office.

■

Workplace checklists which you can use to check your organisation’s preparedness for returning to
work.

■

COVID-19 resource kit which can assist you in finding appropriate information via a search tool.

14
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Communicate this via our Brookfield Emergency Notification System (BENS)
■

We will be in touch to confirm that your tenant representative details are
correct for this purpose

■

Please share our BENS messages with your teams as appropriate

We will share more information as it becomes available
■

Rest assured our steps will be measured. We ask that you also remain calm during this time
as we seek to investigate the situation to be able to provide you with all that we know

■

If you have any specific questions you wish to ask us, send these via email to the email
nominated in the BENS message. We will endeavour to respond as soon as we are able

We may schedule conference calls to provide any more detailed information
■

04
		

Call details will be issued through BENS messages

A full cloth-wipe or ‘fogging’ of the affected areas and disinfection of all base building
areas will be completed
■

All food will need to be disposed of after fogging

■

If tenancy cleaning is managed by the tenant, we will expect your cleaning contractor 		
will arrange for this to occur and we will require a sign off from your cleaner to this 		
effect. Otherwise, we will require the base building cleaning contractor to step in to 		
perform the clean
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Avoid peak hour
You may wish to advise your staff to avoid the busiest times of day on public transport, or
arriving early to leave early, or arriving later to leave later.
To assist your staff in avoiding lunchtime crowds, consider teaming up with local food
providers to receive daily orders and deliveries. It is also advisable to wear a face mask
while travelling on public transport, in a taxi or when utilising a ride-share service.

Remain virtual where possible
Encourage virtual meetings where possible and limit face-to-face meetings in the office.
Discourage non-essential visitation to your tenancy.

Keep informed

Tips for your workspaces
To transition your teams from working from home back into your premises, Brookfield Properties has
provided some tips and ideas for you to consider:

Stagger your return
Consider requesting that non-essential staff continue to work from home with a gradual
phased plan to transition them back into the office over time. Also consider avoiding peak
public transport times, and how any ‘vulnerable’ staff should be addressed. Policies for
deciding who returns and when is an important part of your employee communications.

The National Cabinet has confirmed that SafeWork Australia (SWA) will be the single source
of information to help businesses understand their obligations for, and provide guidance as
to how they can, protect their workers, customers, and business. Click here to access.

Increase cleaning cycles
Request your employees wipe down their workstations regularly with alcohol-based
cleaning solution.
If you would like to introduce more frequent levels of cleaning to your workspaces, please
speak to your cleaning provider or let our Building Management team know.

Protection screens
Consider installing protective screens on your reception desks.

Try alternating shifts

General health and wellbeing checking

Rotate staff presence on site with 30-50% occupancy at any one time and consider
different morning and afternoon shifts for your staff. Enable teams to negotiate their own
‘in-office’ schedules.

Encourage your staff and visitors to monitor their own temperature before they leave for
the office and to stay home if they are unwell or have any doubts on their wellness.

Plan ahead to keep your distance
Print off a current floorplan of your workplace and add an overlay that incorporates change
seating arrangements in your office to provide appropriate physical distancing. Change
policies around the use of communal spaces, including meeting rooms and breakout areas
where necessary.

Stay at home if you are unwell

Meeting etiquette
Consider best practice hygiene etiquette to conduct meetings and avoid or re-purpose
small meeting rooms.

Hand sanitiser
Make hand sanitiser available throughout your offices and within your on-floor lift lobby.

If you or anyone in your team is unwell, please be the front line of defence and stay home.

Team protocols

Make a plan

You may like to consider introducing team rosters to reduce the potential impact to your
business if an employee is infected with COVID-19.

All tenants should have a business continuity plan by now in place.

Speak up
Monitor your staff and tell Building Management immediately if there is a suspected or
confirmed case of COVID-19 within your tenancy.

Lunchrooms
Consider repurposing large seating areas to other workplace activities to avoid gatherings.

High touch points
Have alcohol cleaning wipes available at printing and copying stations.

16
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Download the
COVIDSafe
Government app
Brookfield Properties encourages your staff
download the COVIDSafe app developed by
the Australian Government to help keep the
community safe form the spread of COVID-19.
It is noted that given the context that
increased transmission is expected as a result
of relaxing physical distancing measures,
Brookfield Properties actively supports
government proposed control measures
including the COVIDSafe app.

Need parking?
Some of our assets now have on-demand parking available through FlexPark.
FlexPark provides a convenient parking choice for staff without allocated parking spaces. You simply
need to register and once your mobile App is set up and open, and your Bluetooth is turned on, you’re
good to go.

For further information, please visit
www.health.gov.au/resources/apps-and-tools/
covidsafe-app

Check with Building Management to see if your building is part of the program.

STEP 1 — Download

STEP 3 — Account profile

Download the FlexPark app from either
the Apple App Store or Google Play
Store.

To finalise your account profile you will
need to enter in your number plate, car
size and debit/credit card details.

STEP 2 — Login and register

STEP 4 — Book

After you’ve downloaded the app you
can login. This requires basic information
such as location, your name and phone
number. You will then be prompted to
register for parking.

Once your account is set up, you will
then be able to see the available casual
parking and make your bookings as
needed.

Note: Only staff with valid tenant email
addresses will be able to register.

18

Note: This step must be done prior to
arriving at the gate and you will only
be able make bookings one week in
advance.
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IMPORTANT NOTICE
This document has been prepared by Brookfield Commercial Operations Pty Ltd ACN 120 690 940, a member of the Brookfield Group of companies
which includes Brookfield Asset Management Inc., Brookfield Property Partners and each of their respective related bodies corporate, associated entities
and their respective directors (Brookfield). Brookfield and its respective officers, directors, employees or advisors does not guarantee or make any
representations or warranties, express or implied, as to the accuracy, currency or completeness of any information contained in this document. To the
maximum extent permitted by law, Brookfield and its respective officers, directors, employees and advisors expressly disclaims all liability which may arise
due to the document being inaccurate or due to any information being omitted from the document, whether by way of negligence or otherwise, or out of
the provision to, or use by any person of, the information in this document. This document is intended as a guide only. This document is confidential and
should not be disclosed to any other persons without Brookfield’s prior written consent. Any person who comes into possession of the document agrees
to be bound by the limitations set out in this disclaimer and release absolutely Brookfield and its respective officers, directors, employees and advisors
from any loss or damage occasioned by the person relying on the document. All information in this document is accurate at January 2021.
© Brookfield Properties, 2021.

brookfieldproperties.com

