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Q&A - Covid 19

GENERAL INFORMATION

What is the Covid 19

COVID-19 is a new strain of Covid 19 that has not been previously identified in humans. It
was first identified in Wuhan, Hubei Province, China, where it has caused a large and
ongoing outbreak. It has since spread more widely in China and has been identified in many
other countries, including Australia.

There is much more to learn about how the Covid 19 is spread, its severity, and other
features associated with the virus; epidemiological and clinical investigations are ongoing.
Outbreaks of new Covid 19 infections among people are always a public health concern.
The situation is evolving rapidly.

How is the virus spread?

The Covid 19 is spread from an infected person through contaminated droplets spread by
coughing or sneezing, or by contact with contaminated hands, surfaces or objects.

The time between when a person is exposed to the virus, and when symptoms first appear,
is typically five (5) to six (6) days, although this may range from two (2) to fourteen (14) days.
For this reason, people who have been in contact with a confirmed case are being asked to
self-isolate for 14 days.

Most Covid 19 cases appear to be spread from people who have symptoms. A small number
of people may have been infectious before their symptoms developed.

Protecting against Covid 19

How can | protect myself, my family and my colleagues?

The best way to protect yourself is the same as you would against any respiratory infection.
Practice good hygiene by:

e making sure to clean your hands thoroughly for at least 20 seconds with soap and
water, or an alcohol-based hand rub.

e cover your nose and mouth when coughing and sneezing into a tissue or your flexed
elbow.

e avoid close contact with anyone with cold or flu-like symptoms.

e clean all ‘high-touch’ surfaces such as phones, keyboards, door handles, handrails,
regularly with disinfectant.

e avoid handwashing communal items such as cups, cutlery, and plates. Use the
dishwasher only.

o follow guidance from health authorities and your workplace with regards to travel and
events.

Page 1 of 10


https://www.health.nsw.gov.au/pandemic/Publications/hand-wash-community.pdf

Version 2 Last updated 12/03/2020 9.30am

What is Thales doing to ensure our workplace is safe?

Facilities Management have already instructed our cleaning providers to increase the levels
and frequency of cleaning in line with current guidelines.

Restrictions on travel and events have been implemented to reduce the likelihood of
exposure and additional hygiene supplies will be distributed as they become available.

What should I do if | experience flu-like symptoms?

If you experience flu-like symptoms of fever, cough, sore throat, runny nose or shortness
of breath you should self-isolate, see your doctor immediately, advise your manager and do
not return to work without your doctor and manager’s approval.

What is social distancing

Social distancing is an effective measure aimed at reducing potential for transmission
however, it is recognised that it cannot be practiced in all situations.

Employees should utilise social distancing where appropriate but only where it does not
restrict their day to day activity, for example it may not be possible during a commute to
work.

For non-essential activities outside the workplace or attendance at schools, universities and
childcare - social distancing includes:

e avoiding crowds and mass gatherings where it is difficult to keep the appropriate
distance away from others.

o avoiding small gatherings in enclosed spaces, for example family celebrations.

e attempting to keep a distance of 1.5 metres between themselves and other people
where possible, for example when they are out and about in public place.

e avoiding shaking hands, hugging, or kissing other people.

e avoiding visiting vulnerable people, such as those in aged care facilities or hospitals,
infants, or people with compromised immune systems due to illness or medical
treatment.

It's important to note while practicing social distancing, people can still travel to work if
required (including public transport).
Do face masks protect against Covid 197

Face masks are not recommended for the general population. People who have symptoms
and might be infected with Covid 19 are required to stay in isolation at home and should
wear a surgical face mask when in the same room as another person and when seeking
medical advice to reduce the risk of transmission.

Should | start taking my laptop home every day?

Yes. All Thales Australia employees with a laptop should be taking their laptop home every
day as a measure of preparedness.
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Self-isolation and self-monitoring procedures

What does self-isolation mean?
Self-isolation means that you need to isolate yourself from others and do the following:

e stay at home

e separate yourself from other people — for example, try not to be in the same room as
other people at the same time

e only allow people who live with you to stay

e stay in a well-ventilated room with a window that can be opened

e ask friends, family members or delivery services to carry out errands for you, such as
getting groceries, medicines or other shopping

e make sure you tell delivery drivers to leave items outside for collection if you order
online

e clean toilets and bathrooms regularly

¢ think about a bathroom rota if a separate bathroom is not available, with the isolated
person using the facilities last, before thoroughly cleaning the bathroom themselves

e use separate towels from anyone else in the household

o wash crockery and utensils thoroughly with soap and water; dishwashers may be
used to clean crockery and cutlery

e stay away from your pets — if unavoidable, wash your hands before and after contact

Do | need to be separate from other people in my home if | am
self-isolating?

Yes. If you are sharing your home with others, you should stay in a different room or be
separated as much as possible. Wear a surgical mask when you are in the same room as
another person, and when seeking medical care. Use a separate bathroom, if available.

Make sure that you do not share a room with people who are at risk of severe disease, such
as elderly people and those who have heart, lung or kidney conditions, and diabetes.

Visitors who do not have an essential need to be in the home should not visit while you are
isolating.

More information about home isolation is available on the NSW Government Health website*
for:
e people suspected or confirmed to have Covid 19 infection.
o close contacts and recently returned travelers from mainland China, Iran, Italy and
the Republic of Korea.

Who do | inform if?

a. | have contracted Covid 19; and/or
b. | have been in contact with someone with Covid 19; and/or
c. | have been potentially exposed to Covid 19.

You should advise your leader who will then advise 1st Point HR via email.

! https://www.health.nsw.gov.au/Pages/default.aspx
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BUSINESS TRAVEL

All international and domestic Thales has released guidance on restrictions applicable to all
employees regarding travel as follows:

International business travel to high risk locations is prohibited without approval from
the Thales ExCom in France.

International business travel to non-high risk locations for internal meetings is
prohibited.

International travel for attendance at conferences/events/exhibitions or similar
is only authorised if business critical and approved by Thales ExCom in
France.

Business travel by air within Australia is limited to business critical activities and
requires approval by your respective VP. We are restricting domestic air travel to
reduce exposure in locations where large numbers congregate, or where you
are confined for a long period of time in a small space.

All other Australian business travel between sites (excluding air travel) is permissible
however, we encourage you to consider alternative means of communication if
available such as conference calling.

What are the locations listed by Thales Group that currently
incur a travel ban for Thales employees?

Thales high risk locations where business travel is prohibited include:

1.

2
3.
4.
5

China (including Hong Kong and Macau),
Singapore

Republic of Korea,

Italy

Iran

Can | travel to the high-risk locations listed by the Group?

Business trips to Thales high risk locations, as listed above, can only be approved by Thales
ExCom in France via your VP.

Can | transit through high-risk locations listed by Group?

Employees may transit through these countries if there is no viable alternative however,
should self-monitor for symptoms, practice social distancing and immediately isolate
themselves if they become unwell.

Returned travellers re recommended to apply social distancing measures and should also:

maintain hand hygiene by regularly cleaning hands thoroughly for at least 20
seconds with soap and water, or use an alcohol-based hand rub.

You should wash your hands:

before entering an area used by other people;

after using the bathroom;

after coughing or sneezing;

before preparing food or eating;

O O O O
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Practice good cough etiquette (keep away from other people, cover coughs and sneezes
with disposable tissues or clothing (e.g. into your elbow), dispose of used tissues, and clean
your hands afterwards.

People who have not travelled to a country at risk of Covid 19 in the last 14 days do not
need to practice social distancing measures, but it is important to maintain hand hygiene and
practice good cough etiquette.

Employees should be aware if they are not Australian Citizens or Permanent Residents,
some transit locations may result in them being denied entry to Australia and they should
confirm any restrictions on their nationality with Immigration prior to travel.

Can | travel to other Thales sites for internal meetings?

Travel to internal meetings and between Thales sites domestically (excluding air travel) is
permissible however, we encourage you to consider alternative means of communication if
available such as conference calling.

Can | travel for conferences/events/exhibitions?

International travel for attendance at conferences/events/exhibitions or similar is only
authorised if business critical and approved by Thales ExCom in France via your VP.

Within Australia and New Zealand, attendance at conferences/events/exhibitions is only
allowed for business-critical travel which must be approved by your VP or their approved
delegate.

If you are approved to attend a conference/event/exhibition then you must practice social
distancing both during the event and on your return to work.

If 1 have finished 14 days isolation, do | need to see my GP
before | return?

If you are well at the end of 14 days self-isolation, you can return to work without medical
clearance.

Business related self-isolation — Special Leave
arrangements

If you have had to self-isolate as a result of Covid 19:

a. business travel; or
b. exposure has occurred at a Thales site or place of employment

you are entitled to activate ‘Special Leave 2020’ now available in Workday (if you are unable
to work from home). All employees are required to obtain their Manager’s approval and
provide a Doctor’s certificate to support this leave type.

Special leave is paid leave for self isolation only and will not impact your leave accruals.
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What leave do | take if I’ve travelled for business and | need to
self-isolate for 14 days upon return?

If you are unable to work from home you should apply for Special Leave 2020. Note you will
need to obtain Manager’s approval and provide a Doctor’s certificate. Special leave is paid
leave for self isolation only and will not impact your leave accruals. You do not need to apply
for Special Leave 2020 if you are working from home.

What leave do | take if my GP confirms | have Covid 19?

If you are diagnosed with Covid 19, normal leave provisions apply ie personal leave. Note
you will need to obtain Manager’s approval and provide a Doctor’s certificate.

Following business travel, what leave do | take if | present with
flu-like symptoms

If you have flu like symptoms, you will need to self-isolate. Where possible work from home
and if that is not possible you will have to apply for Special Leave 2020.

What is Special Leave 2020 and when does it apply?

Special Leave 2020 is a provision for paid leave for self isolation. If you are required to self
isolate and are unable to work from home then you should apply for Special Leave 2020. To
apply for Special Leave 2020 you need a Doctors Certificate and your managers approval

If you are diagnosed with Covid 19 then normal leave provisions apply ie personal leave
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PERSONAL TRAVEL

Thales Australia takes the health and safety of all employees very seriously. All employees
have a role in ensuring their actions do not increase the risk to others within the workplace.

Therefore it is an expectation that all employees will abide by travel advisories provided by
the Australian Government (Smarttraveller.gov.au) with regards to travel and will not
undertake personal travel to those countries currently listed as of high risk by Thales Group.

What affect does COVID-19 have on my upcoming overseas
holiday?
Given the changing nature of this situation employees who choose to take personal leave

overseas may be required to self-isolate upon return. This is definitely the case with
personal travel to a Thales listed high risk country.

If you are unable to work from home for up to 14 days you will be required to apply for one of
the normal accrued leave types (personal/carers, annual, long-service leave etc).

What if | go on annual leave to a non-high risk Country and the
rules change while | am away?
As the situation changes we can anticipate there will be additional travel restrictions put in

place by the Australian Government and it is therefore important you consider this prior to
undertaking travel.

It may become a requirement that when you return that you will need to self-isolate for up to
14 days.

If you are unable to effectively work from home for up to 14 days during the self-isolation
period, you will be required to apply for one of the normal accrued leave types (personal,
annual, long-service leave etc).

What if | travel to a high-risk country for personal leave?

If you undertake a personal trip to any of the Thales high risk locations you must inform your
manager, not return to work and arrange a 14-day period away from Thales sites.

What if a family member travels to a high-risk country?

If a member of your immediate family travels to a high risk location and you have been in
close contact with this family member then you must inform your manager, not return to work
and arrange a 14-day period away from Thales sites.

Close contact is typically someone who has been face to face for at least 15 minutes, or
been in the same closed space for at least two hours, with a person that was infectious. The
type of leave you would use in this situation is personal/carers leave
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Personal travel related self-isolation — leave
arrangements

If | need to self-isolate after personal leave for up to 14 days,
will I continue to get paid?

If you are able to work from home you should arrange to do so for the isolation period. If you
are unable to work from home you will need to access your personal leave or other accrued
leave. When accessing personal leave you are required to provide a medical certificate

Under what other circumstances should | use personal/carer’s
leave?

Personal/Carer’s leave will apply when :

a. An employee needs to look after a family member or member of the employee’s
household who is sick with the virus; or

b. An employee needs to self-isolate because they have been in close contact with an
infected person; or

c. An employee needs to look after a family member or member of the employee’s
household because of an unexpected emergency, such as a shutdown of carer or
school facilities which requires the employee to mind a healthy child or elderly
member

There is no limit on the number of days of accrued leave that need to be taken for any either
of the scenarios listed above.

You must inform your manager as soon as practicable and advise of the period or expected
period of leave. You must also provide evidence of the illness or unexpected emergency if
requested.

What leave do | take if my GP confirms | have Covid 19 as a
result of a non-work situation?

In this instance you should use personal leave or other accrued leave.

If | contract Covid 19 do | need a medical clearance before |
return to work?

Yes
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Special provisions for Defence sites

Defence sites

If you work at a Department of Defence Establishment, for example Garden Island, you must
follow current ADF guidance that states if you have flu-like symptoms you should remove
yourself from the workplace, self-isolate and arrange with your local GP for testing for
COVID-19.

Once you have clearance that you are not infected by your health practitioner you may
return to work.

Thales sites

For employees who are working at Thales sites, for example Rydalmere, who have flu-like
symptoms and have:

a. been in or transited through designated high risk countries in the last 14 days; OR
b. been a close contact of a confirmed Covid 19 case.

Must see their Doctor immediately, advise their manager and do not return to work without
both their doctor and manager’s approval.
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Thales employees and visitor management

What are the rules with regards to visitors to Thales sites?

Where possible visitors to Thales should only occur when other means of conducting the
meeting have been exhausted e.g. VC, TC etc.

Visitors to Thales sites should be limited where possible to business critical meetings. Visits
by large groups e.g. school students, delegations from other businesses etc should not
proceed. Where visitors are attending sites the minimum number of people required for an
effective meeting should only visit.

All visitors to Thales sites must now complete a short questionnaire prior to gaining access.
If there are issues identified within the questionnaire please raise with your local Security
Officer for final determination on access to the site. T

Thales’s Australian and New Zealand employees and contingent workers are not considered
visitors and as such, do not need to complete a questionnaire.

Are Couriers / Delivery Drivers considered ‘External Visitors?’

No. Only people who are accessing Thales office space and production areas need to
complete the visitor questionnaire. Contractors and other employees accessing loading
docks, car parks and reception areas do not need to complete the questionnaire.

Are Contractors / maintenance workers considered ‘External
Visitors?’

Yes, if they are accessing Thales office space and/or production areas.

Are Defence personnel who are using shared facilities with

Thales considered ‘External Visitors’?

No. However, Defence delegations visiting Thales Australia facilities would need to complete
the visitor questionnaire.

What to do if | get a query from a customer or external

stakeholder?

If you receive a query, customer question or external stakeholder enquiry on the Thales
response to Covid 19 please send it to security@thalesgroup.com.au

What if | have a query not answered in this document?
Seek guidance from your local Workplace Health and Safety Officer, Security officer or email
your question to security@thalesgroup.com.au

Page 10 of 10


mailto:security@thalesgroup.com.au
mailto:security@thalesgroup.com.au

