
Positive 
COVID-19 Case 
– Response Plan



1. Impacted staff member reports COVID-19 contact/positive status to manager.

2. Manager will notify Nominated Leader (could be in HR, or Risk or the COO depending on your business)

3. Nominated Leader will engage with the impacted staff member to assess the severity.

For notifications assessed as High or Critical the following needs to occur:

• Communications issued to all impacted employees (location dependant) 
• Impacted employees to vacate the workplace
• Work from home until cleaning is undertaken and employees are informed it is safe to return to the workplace
• Nominated Leader to notify SafeWork of a serious illness on 13 10 50

In the event of a positive COVID-19 case, NSW Health will undertake contact tracing and provide directions. 

Employees identified as being in close contact with the infected person will be required to self-isolate for 14 days in line with Government Health 
regulations. 

Anyone developing symptoms during self-isolation should get tested and notify their manager immediately.

The employee who was infected and their close contacts will need to be cleared by a doctor before returning to the office.

This response plan should be used i f  an 
employee tests posit ive for COVID-19, or is in 

contact with a confirmed case of COVID-19



Notification Checklist
This checklist can be completed by the Manager if an employee reports they have tested positive for COVID-19, 
or has been in contact with a person who has tested positive for COVID-19.

The checklist should be provided to your Nominated Leader so a detailed response can be formulated and actioned.

Questions to ask
Employee Name
Employee Contact Details
Did you test positive to COVID-19? 
Have you been told you’ve been in contact 
with someone who tested positive? 
Which workplace locations have you been 
in the last 14 days? 

Who did you have close contact with?  



Notification Checklist
This checklist can be completed by the Manager if an employee reports they have tested positive for COVID-19, 
or has been in contact with a person who has tested positive for COVID-19.

The checklist should be provided to your Nominated Leader so a detailed response can be formulated and actioned.

Information to pass on
If you need to self-isolate because of a close contact, 
and you feel well enough to work, you can work from 
home for 14 days
If at any time you start to feel unwell, please get 
tested and let me know, and normal personal leave will 
apply if you are sick
If you are COVID-19 positive please look after yourself 
and follow medical advice
Please keep me informed on how you are feeling. If 
you have had symptoms, you will need to be cleared 
by a doctor prior to returning to the office, but if you 
are feeling well, you can work form home


