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COVID-19 Safe Plan

	Site/location:
	
	Date Prepared:
	

	Contact person:
	
	Mobile:
	



	Guidance
	Action to mitigate the introduction and spread of COVID-19

	Hygiene

	Provide and promote hand sanitiser stations for use on entering building and other locations in the worksite and ensure adequate supplies of hand soap and paper towels are available for staff. 
	· Site is closed but will be visited periodically for safety check
· Sanitiser (60-80% Alcohol) will be placed at the site 
· Soap and paper towel will be provided for proper washing and drying of hands

	Where possible: enhance airflow by opening windows and adjusting air conditioning. 
	· If possible, leave door to storeroom, plant room, etc. open when in attendance to provide ventilation

	In areas or workplaces where it is required, ensure all staff wear a face covering and/or required PPE, unless a lawful exception applies. Ensure adequate face coverings and PPE are available to staff that do not have their own. 
	· Workers to wear protective masks when on worksites. 
· Follow Government directions on wearing masks outside of the home.


	Provide training to staff on the correct use and disposal of face coverings and PPE, and on good hygiene practices and slowing the spread of coronavirus (COVID-19).
	· [bookmark: _Hlk47603867]Provide bins for safe disposal of contaminated material and empty regularly.
· The following social distancing and good hygiene practices will be adhered to at the site:
· cough/sneeze into your sleeve, preferably into your elbow. If you use a tissue, discard it properly and clean/sanitize your hands immediately
· avoid touching your face, particularly eyes, nose, and mouth with your hands to prevent from getting infected.
· dispose of tissues and cigarette butts hygienically e.g. in closed bins 
· wash your hands before and after smoking a cigarette  
· have no intentional physical contact, for example, shaking hands and patting backs. Ensure you follow etiquette guidelines for coughing, sneezing, etc.
· observe social distancing at least 1.5m 

	Replace high-touch communal items with alternatives.
	· Site is closed but will be visited periodically for safety check by one person only

	
Cleaning

	Increase environmental cleaning (including between changes of staff), ensure high touch surfaces are cleaned and disinfected regularly (at least twice daily).
	· Follow appropriate disinfection procedures by wiping down door handles, controls and other high touch surfaces eg. tools.
·  All equipment to be wiped down with alcohol (60-80%) sterilising wipe or spray and clean cloth (discarded after use).
· Ensure surfaces remain wet for the period of time required to kill the virus. If no time specified leave for 10 minutes. 
· Hospital spray disinfectant to be used on high touch areas eg. rails, doors knobs, etc. Cleaners with 60-80% alcohol content will be used

	Ensure adequate supplies of cleaning products, including detergent and disinfectant.
	· Regular checks of supplies will be done 

	Physical distancing and limiting workplace attendance

	Ensure that all staff that can work from home, do work from home. 
	· Sites are closed and only checked periodically for safety

	Establish a system that ensures staff members are not working across multiple settings/work sites.
	· Sites are closed and only checked periodically for safety
· Workers to sanitise and wash hands before and after travelling between sites

	Establish a system to screen employees and visitors before accessing the workplace. Employers cannot require employees to work when unwell. 
	· Sites are closed and only checked periodically for safety
· No visitors will be attending sites
· [bookmark: _Hlk42611091]If essential services (eg. Plumber, electrician, etc) are required at the site, they will be screened to not to attend if they or anyone they live with or anyone they’ve been in close contact with: 
· has recently returned from overseas in the preceding 14 days
· has any of the following symptoms - cough, fever, runny nose, sore throat or shortness of breath in the preceding 14 days.
· [bookmark: _Hlk47445796]is waiting for test results or received a positive test result for COVID-19

	Configure communal work areas so that there is no more than one worker per four square meters of enclosed workspace, and employees are spaced at least 1.5m apart. Also consider installing screens or barriers.
	· Sites are closed and only checked periodically for safety

	Use floor markings to provide minimum physical distancing guides between workstations or areas that are likely to create a congregation of staff.
	· Sites are closed and only checked periodically for safety

	Modify the alignment of workstations so that employees do not face one another.
	· Sites are closed and only checked periodically for safety

	Minimise the build up of employees waiting to enter and exit the workplace.
	· Sites are closed and only checked periodically for safety

	Provide training to staff on physical distancing expectations while working and socialising (e.g. during lunchbreaks).
	· Sites are closed and only checked periodically for safety

	Review delivery protocols to limit contact between delivery drivers and staff.
	· Sites are closed and only checked periodically for safety

	Review and update work rosters and timetables where possible to ensure temporal as well as physical distancing.
	· Only one employee will be visiting closed sites periodically.

	Where relevant, ensure clear and visible signage in areas that are open to the general public that specifies maximum occupancy of that space, as determined by the ‘four square metre’ rule. 
	· Sites are closed and only checked periodically for safety

	Record keeping

	Establish a process to record the attendance of customers, clients, visitors and workplace inspectors, delivery drivers. This information will assist employers to identify close contacts. 
	· Keep diary record of attendees including dates, times and contact numbers if essential services are required at the site

	Provide guidance to staff on the effective use of the workplace OHS reporting system (where available).
	· Sites are closed and only checked periodically for safety

	Preparing your response to a suspected or confirmed COVID-19 case 

	Prepare or update your business continuity plan to consider the impacts of an outbreak and potential closure of the workplace.
	· Sites are closed and only checked periodically for safety

	Prepare to assist DHHS with contact tracing and providing staff and visitor records to support contact tracing.
	· Provide access to the Diary Records to DHHS when a suspected or confirmed case of COVID-19 occurs.

	
Prepare to undertake cleaning and disinfection at your business premises. Assess whether the workplace or parts of the workplace must be closed.
	· A commercial cleaning company will be engaged to carry out deep cleaning in the event of a case of COVID-19

	Prepare for how you will manage a suspected or confirmed case in an employee during work hours.
	· Sites are closed and only checked periodically for safety
· If person checking site begins to feel unwell including having any of the following symptoms - cough, fever, runny nose, sore throat or shortness of breath, are to immediately leave their work and travel directly home and contact their doctor or Emergency Department for further advice ie. get tested.

	Prepare to notify workforce and site visitors of a confirmed or suspected case.
	· Access the Workplace Diary and determine the people who accessed the site who need to be alerted to the suspected or confirmed case of COVID-19
· Contact these people and alert them and advise they should get tested.

	Prepare to immediately notify WorkSafe Victoria on 13 23 60 if you have a confirmed COVID-19 case at your workplace.
	· Any positive cases of coronavirus (COVID-19) will be reported to DHHS 1300 650 172) and Worksafe (13 23 60).


	Confirm that your workplace can safely re-open and workers can return to work.
	· Sites are closed and only checked periodically for safety 
· Upon reopening: workers tested as positive to COVID-19 are not to return to work until they are given written medical clearance by their treating doctor.
· Site will only reopen after a commercial cleaning company has carried out deep cleaning in the event of a case of COVID-19 at the site


I acknowledgement I understand my responsibilities and have implemented this COVID Safe plan in the workplace.

	Name:
	
	Signature:
	

	Position:
	
	Date:
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