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COVID-19 Safe Plan - Open Site
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	Contact person:
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	Guidance
	Action to mitigate the introduction and spread of COVID-19

	Hygiene

	Provide and promote hand sanitiser stations for use and ensure adequate supplies of hand soap and paper towels are available for staff. 
	· Provide hand sanitiser in the storeroom/plant room/office to be used by workers as required
· Soap and paper towel will be provided for proper washing and drying of hands
· Workers to alert management or responsible person when cleaning and sanitising supplies are getting low. Regular checks of supplies will be done.

	Where possible: enhance airflow by opening windows and adjusting air conditioning. 
	· Leave doors to rooms open to provide ventilation when working inside
· Vehicle air-conditioning should be set to fresh air or open window if travelling with other people  

	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 at work. 
· Follow Government directions on wearing masks outside of the home.
· Workers will be provided with reusable face masks

	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).
	· Post signage with information on social distancing, handwashing, good hygiene
· Post signage on how to wear and dispose of a face mask
· Provide bins for safe disposal of face masks and other contaminated material and empty regularly.
· Include correct use (and disposal) of face masks, social distancing and good hygiene practices in meetings. This will include:
· 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.
· if you find yourself coughing/sneezing on a regular basis, avoid close physical contact with your co-workers and take extra precautionary measures (such as requesting sick leave).
· dispose of tissues and cigarette butts hygienically e.g. in closed bins 
· wash your hands before and after smoking a cigarette  
· clean and disinfect shared equipment after use 
· have no intentional physical contact, for example, shaking hands and patting backs. Ensure you follow etiquette guidelines for coughing, sneezing, etc.
· social distancing, 1.5m at meetings to be held in open space or spaces large enough to allow for the number of attendees (4m2 per person)

	Replace high-touch communal items with alternatives.
	· Avoid sharing utensils or crockery. Remove any communal food equipment. Workers to provide their own personal cutlery, crockery and other food equipment.
· Avoid sharing communal food or using communal cooking equipment. Remove any communal food preparation equipment eg. sandwich press. Microwave and refrigerator use is appropriate.
· Do Not leave personal items eg. plates or food containers (clean or dirty), in sinks or on benches

	
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 before and after using shared vehicles by wiping down door handles, controls and other high touch surfaces.
· All shared equipment and tools to be wiped down with alcohol (60-80%) sterilising wipe or spray and clean cloth before and after use (discarded wipes after use).
· Computer keyboard and mouse to be wiped down with alcohol (60-80%) sterilising wipe or spray and clean cloth before and after use (discarded wipes after use).
· Cleaning means physically removing germs, dirt and organic matter from surfaces 
· Disinfection means using chemicals to kill germs on surfaces
· 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, microwave, fridge etc. Cleaners with 60-80% alcohol content will be used. Cleaning of communal areas will take place at the beginning and end of the day

	Ensure adequate supplies of cleaning products, including detergent and disinfectant.
	· Workers to alert management or responsible person when cleaning and sanitising supplies are getting low. 
· Regular checks of supplies will be done by Car Wash Manager (at the beginning and end of the day).

	Physical distancing and limiting workplace attendance

	Ensure that all staff that can work from home, do work from home. 
	· Where possible, remote work options will be provided for staff when they do not require attendance.

	Establish a system that ensures staff members are not working across multiple settings/work areas.
	· Workers DO NOT travel to other sites

	Establish a system to screen employees and visitors before accessing the workplace. Employers cannot require employees to work when unwell. 
	· Staff are requested to not attend work and report to Management by phone, 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.
· is waiting for test results or received a positive test result for COVID-19
· Workers who begin to feel unwell at work including having any of the following symptoms - cough, fever, runny nose, sore throat or shortness of breath, are to immediately report that they are unwell to the Car Wash Manager by phone, leave their work and travel directly home and contact their doctor or Emergency Department for further advice ie. get tested.
· Post signage indicating that workers, contractors, or visitors exhibiting COVID-like symptoms are not allowed to enter the site.

	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.
	· Maintain a social distance of a minimum 1.5m from other persons at all times. 
· Social distancing, 1.5m at meetings to be held in open space or spaces large enough to allow for the number of attendees (4m2 per person)
· Comply with maximum number of people in enclosed areas eg. storeroom, plant room, office - 1 person per 4m2
· Limit the number of workers allowed in lunch areas at any one time. 
· Place signs on the door of buildings eg. storeroom, office, on the maximum number of people able to be in the room - 1 person per 4m2
· Reduce the number of seats in rooms to allow 4m2 for each person. Place marks on the floor or table to ensure 1.5 metre social distancing.

	Use floor markings to provide minimum physical distancing guides between workstations or areas that are likely to create a congregation of staff.
	· Comply with maximum number of people in enclosed areas eg. storeroom, plant room, office - 1 person per 4m2
· Place signs on the door of buildings eg. storeroom, office, on the maximum number of people able to be in the room - 1 person per 4m2
· Place marks on the floor or table to ensure 1.5 metre social distancing.

	Modify the alignment of workstations so that employees do not face one another.
	· Office work areas to be kept at least 1.5 metres separate to each other and not facing each other.
· Where possible, communicate by teleconference, video conference, messaging services or email to reduce face to face meetings.
· Avoid sharing workstations. If workers must share space, integrate these locations into your cleaning and hygiene protocols, ensuring that frequently-touched surfaces are addressed.

	Minimise the build up of employees waiting to enter and exit the workplace.
	· Stagger lunch and break times to prevent overcrowding. 

	Provide training to staff on physical distancing expectations while working and socialising (e.g. during lunchbreaks).
	· Post signage with information on social distancing, handwashing, how to manage suspected COVID-19 case for workers and visitors.
· If breaching the physical distancing requirement is unavoidable, plan the work task and ensure that time spent in close proximity is minimised.
· Train staff in social distancing requirements in meetings/inductions 

	Review delivery protocols to limit contact between delivery drivers and staff.
	· Arrange for suppliers and/or delivery persons to drop off goods at delivery area to avoid searching for people within the site or premises and provide contactless delivery. Minimise contact if signing or proof of receipt is required. 

	Review and update work rosters and timetables where possible to ensure temporal as well as physical distancing.
	· Stagger lunch and break times to prevent overcrowding.

	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. 
	· Place signs on the door of buildings eg. storeroom, office, on the maximum number of people able to be in the room - 1 person per 4m2

	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. 
	· All people attending site to complete the Workplace Attendance Register

	Provide guidance to staff on the effective use of the workplace OHS reporting system (where available).
	· Staff to be provided with the name and contact details of the Car Wash Manager.

	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.
	Business continuity plan will be updated to consider:
· Government support available eg. job keeper
· Transferrable skills of staff to other business areas
· Transferability of staff to other work places

	Prepare to assist DHHS with contact tracing and providing staff and visitor records to support contact tracing.
	· Provide access to the Workplace Attendance Register 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.
	· Determine the people on the site and the areas of the site that may have been impacted by the suspected or confirmed case of COVID-19
· Close down potentially contaminated areas
· A commercial cleaning company will be engaged to carry out deep cleaning

	Prepare for how you will manage a suspected or confirmed case in an employee during work hours.
	· Workers who begin to feel unwell at work including having any of the following symptoms - cough, fever, runny nose, sore throat or shortness of breath, are to immediately report that they are unwell to the Car Wash Manager by phone, leave their work and travel directly home and contact their doctor or Emergency Department for further advice ie. get tested.
· Display poster detailing process for managing a suspected or confirmed case of COVID-19 case at work

	Prepare to notify workforce and site visitors of a confirmed or suspected case.
	· Access the Workplace Attendance Register 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), Worksafe (13 23 60), OHS Representatives, and our workers and other site workers will be notified 

	Confirm that your workplace can safely re-open and workers can return to work.
	· Workers tested as positive to COVID-19 are not to return to work until they are given written medical clearance by their treating doctor.
· All workers and people potentially exposed to COVID-19 are not to come to site unless they have a negative test result to COVID-19
· Site will only reopen after a commercial cleaning company has carried out deep cleaning


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

	Name:
	
	Signature:
	

	Position:
	
	Date:
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