COVID-19 update

The health and safety of staff and clients is our top priority
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Following the Prime Minister’s press conference last night, we will be arranging for the
majority of staff to work from home. We will provide more detailed instruction tomorrow.
We will also be updating you on new procedures for accessing the South Bank building.

Until then we ask you to stay connected with your team and check in on the welfare of
colleagues who may be struggling; take an agile approach to finding solutions to do your
work and be productive in whatever capacity you can.

Finance

The COVID-19 pandemic has significant impacts on how we manage finance. A finance fact
sheet outlining new processes and things to watch out for is now available on the staff
webpage.

It covers:
e payment of invoices
the importance of checking your emails to ensure tax invoices are actioned quickly
instant notifications from Converga (this replaces daily emails)
new one-day payment terms
COVID-19 related and home office expenses
how to avoid scams and fraud

There is also a how-to fact sheet on how to access Converga.

It's important you familiarise yourself with these processes and updates to ensure we all
meet our obligations.

Useful articles

e Tips on working from home by Kate Davis, Senior Research Fellow (USQ)
¢ Cleaning your mobile phone (The Guardian)
e Keeping your home Coronavirus free (ABC News)

Keep updated

e Regular staff updates on COVID-19
e The general public can keep updated on our website.



https://www.slq.qld.gov.au/sites/default/files/Finance%20final%202.pdf
https://www.slq.qld.gov.au/sites/default/files/Finance%20final%202.pdf
https://www.slq.qld.gov.au/sites/default/files/How%20To%20Access%20Converga.pdf
http://katedavis.info/2020/03/new-to-working-from-home-here-are-my-tips-for-making-it-work/
https://www.theguardian.com/lifeandstyle/2020/mar/22/coronavirus-free-how-to-clean-your-mobile-phone
https://www.abc.net.au/news/2020-03-24/how-to-help-keep-your-house-free-from-coronavirus/12080550
https://www.slq.qld.gov.au/staffupdates
https://www.slq.qld.gov.au/alerts




