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Managing staff and the Coronavirus 

Please find below some templates to assist you in managing staff changes/times of 
shutdown/closure in your Practice. 

1.Update to Staff for Health and Safety Purposes 

This communication is intended to demonstrate as an employer that you are taking all 
reasonable steps to meet your workplace health and safety obligations to your staff.  It should 
be amended to suit your Practice environment, assessment and situation. 

[date] 

Dear team 

Your workplace and the Coronavirus 

I am writing to you about your health and safety.  We have recently assessed the workplace 
environment to maximize your health and safety at work.  In response to the concerns 
surrounding the Coronavirus we are implementing the following changes: 

• Removing all magazines, toys and books from Reception 
• Decontaminating procedure extended to non-clinical areas including wiping 

down/cleaning door handles, light switches, surfaces, screens 
• Instructions to patients to call or email prior to a scheduled appointment if feeling 

unwell; having recently returned from overseas; or been in physical contact with 
someone who has or may have been infected 

• Instructions to patients to verbally notify reception on arrival rather than use any 
touchscreen  

• All staff are required to contact their Manager prior to attending work (or immediately 
if already at work) if having one or more symptoms of cough, fever, respiratory 
difficulties, sore throat 

• Patients are instructed to use hand sanitizer prior to entering the Practice, as well as 
on departure 

• Increase in ordering of, and therefore use of, handsanitiser 
• All staff are required to confirm successful completion of, or immediately undertake the 

hand hygiene course available at www.hha.org.au  
• Please update me immediately if you are suffering from any medical condition which 

places you at risk with respect to the Coronavirus 

We are considering rotating staff in groups to minimize physical contact amongst the entire 
group.  This may result in some changes to the roster and we will consult with you if we 
proceed to make any changes 

http://www.hha.org.au/
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In addition, we are conducting an infection control protocol refresher this [day and time] which 
staff can attend by phone to revise and go through important protocols to ensure everyone is 
clear on the applicable protocols.  Your attendance (by phone) is necessary for this refresher.  
If for some reason it is impossible to attend, please advise me without delay. 

Thank you for your understanding and flexibility during this time.  We are committed to 
ensuring the health ad safety of all persons coming into the Practice.  Can you please read 
the above carefully and ensure you play a role in adhering to these changes. 

If you have any questions or concerns, please contact me. 

Best wishes 

[Practice Manager] 

 

2. Communication to Patients 

This is intended to update patients on the steps you are taking to mitigate risk, as well as to 
reassure staff that you are mitigating risk for them. This can be sent as an email or with the 
appointment reminder if your technology allows for that. It should be placed somewhere visible 
such as reception. 

Business as Usual 

We have recently revised our policies to ensure the health and safety of all people coming into 
the Practice.  We request that only the patient attend the Practice (with one adult if the patient 
is a minor).  If you feel unwell with one or more of respiratory difficulties, fever, sore throat, 
cough, please call us in advance. If you have been in physical contact with someone who has 
or may have been infected please call us in advance. Please use the available handsanitiser 
prior to entering the Practice and upon exiting.  Otherwise it is business as usual and we look 
forward to seeing you.   

OR 

Temporary Closure  

We are writing to let you know we will be closed from [date] to [date] as a precaution to 
maximize physical distancing between people.  During this time we are available by phone to 
answer any questions or re/schedule appointments.  Therefore if you have an emergency you 
should contact us by phone or email as your first point of call.  We look forward to seeing you 
when we re-open and wish you all the best. 

The team at [Practice name] 

[phone number and email] 

 

3.Invitation for staff to take leave  
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This communication is intended to reduce staff working (and pay obligations) during times the 
Practice is extremely quiet to try and manage costs fairly but remain open. 

[date] 
 
Dear staff 
 
Downturn in Business 
 
As I am sure you will have noticed, the Practice is not immune to the far-reaching impacts of 
the coronavirus and we have felt the effects, almost overnight, of patients choosing not to 
attend and not to proceed with treatment.  This is quite understandable.  At this time, I have 
no visibility as to when we might pick up again, the rate, or whether it will continue to decline. 
 
From a financial viability point of view, I now need to acknowledge the downturn in business, 
make sure we are not overstaffed and overstretching ourselves financially, and very 
importantly, try to maintain everyone’s role to avoid closing down for a period of time.  I expect 
and hope this is just a temporary measure to mitigate a temporary downturn, but I really do 
not know. 
 
At this time I am asking that all permanent staff apply to take annual leave (if available) or 
leave without pay for a few days each week/month.  I am aware that if we need to close, or if 
the practice does not remain financially viable, it may be possible to stand-down staff with or 
without pay, or to restructure and affect redundancies.  I am wanting to avoid this so hoping 
taking action now will help. 
 
Therefore if you have accrued annual leave available, I ask you to apply to take it now, 
especially if you have more than 4 weeks available.  If you do not have accrued leave available 
or are casual then I equally welcome your application to take time off without pay. 
 
Can I request you consider applying for this before 5pm this Friday?  Please direct your 
request to [Practice Manager] at first instance.  We will then freshly assess our situation at the 
beginning of next week to determine our way forward. 
 
Please also consider the benefits of time off in terms of limiting contact with other people 
during this time of increased public health risk. 
 
Finally and separately, a reminder that it is essential that you contact me prior to coming to 
work (or immediately if at work), if you: feel unwell with symptoms including (cough, fever, 
temperature, runny nose), or have been in personal contact with someone who has (or might) 
have been exposed to the Coronavirus. 
 
Thank you in advance for your understanding and flexibility. 
 
Best wishes 
[name] 
 
 
4. Redundancy 
 
This communication is intended for staff if you can no longer sustain their employment and 
need to restructure the Practice due to a downturn in business as a result of the Coronavirus.  
It is important for redundancies to be effected properly, and for you to understand if you need 
to pay any notice and/or redundancy pay.  Please contact us for legal advice particular to your 
circumstances if you are in any way unsure how to effect this. 
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a)Initial Communication/Consultation 
 
[date] 
 
Dear [name] 
 
Your Position 
 
I am writing to you about your positon at the Practice.  As a consequence of the Coronavirus 
and associated public health risks, the Practice has suffered a sharp downturn in business.  
The number and frequency of appointments has suddenly decreased and we are under 
financial pressure.  Following discussions with our Accountant [or list third parties who 
independently can evidence change in financial position] I am concerned that the Practice no 
longer requires your role to be performed by anyone. 
 
I have not yet made a decision about your role, and would first like to discuss this possibility 
with you prior to making a decision.  In particular I would like to explain the basis for my 
concerns to you, and hear from you how any such decision may impact you, and whether you 
have any other suggestions in terms of dealing with this concern. 
 
In order to limit physical contact, can we please let by [telephone/skype] on [date and time] to 
discuss. 
 
As stated I have not yet made any decisions and want to fully discuss and consult with you 
about this before making any change. 
 
I look forward to speaking with you on [date and time]. 
 
Kind regards 
[name] 
 

b)Notice of Redundancy 

This communication is intended AFTER the above meeting takes place IF you decide it is 
necessary to make the position redundant due to genuine operational reasons, which can be 
independently evidenced (such as by your external Accountant advising you to restructure 
and reduce staff.  Please note you may be required to make a termination and/or redundancy 
payment so please contact us for specific advice if you are unsure.  As with any termination 
you will also need to pay out any accrued and untaken annual leave and leave loading. 

[date] 

Dear [name] 

Termination of employment due to Redundancy 

I refer to my email of [date] and our phone meeting on [date].  Thank you so much for your 
time, for listening to our concerns, and for expressing how a redundancy might impact you.  I 
do very much appreciate you being open and communicating with me. 

I have carefully considered our discussion and everything you said and however have 
unfortunately decided to end your role due to redundancy.  The reason for my decision is that 
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the Practice has suffered a very significant financial hit as a consequence of downturn in 
business due to the Coronavirus, and I simply no longer have the work for you to do in your 
role. 

This is a very difficult decision to make and I have no pleasure in communicating it to you.  As 
you have been employed for [time in years] I am required to give you [number of weeks] notice.  
Your last day of work will therefore be on [date].  [Please note you are also entitled to x weeks 
redundancy pay due to your length of service and because the Practice is not regarded as a 
small business.]  At the next pay period following termination, we will pay all outstanding 
amounts to you including any accrued and untaken annual leave, and pay for hours worked 
and not yet paid. Can you please return your uniform, keys and any other property of the 
Practice to me before your last day. 

Separately, I would like to ask you to consider working at the Practice in a casual role.  I would 
look to give you hours as soon as the Practice picks up again.  At this time I do not know when 
that will be, but would be very grateful to be able to offer you work if/when that happens.  Can 
you please let me know if this interests you? 

Lastly, I would like to thank you for all your time and effort.  I would be delighted to be listed 
as a referee if you would like me to be one. 

Wishing you all the best 

[name] 

 

5.Stand-down  

This communication is intended BEFORE you stand any employee (without or without pay) 
down in order to meet your consultation obligations.  Please note it is only possible to stand-
down employees without pay in very serious situations.  If you are unsure if you are permitted 
to do this please contact us for specific legal advice. 

a)Initial Communication 

[date] 

Dear [name] 

Potential Practice Closure 

As you know, the Practice has been seriously impacted by the Coronavirus pandemic and we 
are concerned it is not to keep it open.  We are considering closing down for [x] weeks.  The 
reason for this is that [describe reasons].  The Fair Work Act permits us to stand-down staff 
without pay in serious situations where there is no useful work for staff to do because work as 
stopped due to an event outside our control.  Please see here the express wording of the 
legislation http://classic.austlii.edu.au/au/legis/cth/consol_act/fwa2009114/s524.html 

Prior to making any decision, I would like to meet with you to explain my concerns and discuss 
them with you.  I would also like to hear your feedback on how this might impact you, and 
listen to any concerns or ideas you may have. 

http://classic.austlii.edu.au/au/legis/cth/consol_act/fwa2009114/s524.html
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I have scheduled in [time and day] for us to meet by telephone [or skype].  I look forward to 
talk to you then. 

Yours faithfully 

[name] 

 

b)Notice of Stand-down 

This communication is intended if you decide to stand-down your staff AFTER consulting with 
them as above.  Please note standing down employees without pay can only be done is 
extreme circumstances and you should assess your right to do this, before doing it. 

[date] 

Dear [name] 

Notice of Stand-down 

Thank you for our recent meeting on [date].  

I am writing to advise you that pursuant to section 524(1)c of the Fair Work Act 2009 (Cth), 
you will be stood down without pay from [date] to [date].  The reason for this decision is that 
there is no work for you to perform, because work has stopped due to the outbreak of the 
Coronavirus. The Practice will be closed down during this time.   

If you have any questions in relation to the above, please telephone or call me. 

Yours faithfully 

[name] 

 

This information was prepared by ClinLegal who may be contacted for legal advice on 
info@clinlegal.com.au. If you are unsure whether these templates are suitable to be applied 
and used at your Practice, you should contact ClinLegal and obtain legal advice specific to 
your situation. The information in this document is not a substitute for legal advice and should 
not be relied upon as such. 
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