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	Service or department name:
	Name of service/department

	Site location:
	Location of service/department

	Contact person:
	Contact person name

	Contact person phone:
	Contact person phone

	Date prepared:
	XX/XX/XX




	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.
	There will be a hand sanitiser station available at the entrance to the waiting room. 

Personnel and visitors will all have access to hand sanitiser throughout the building, including on entrance to the building, in the waiting room, in the clinic treatment rooms, bathroom and personnel room.

Personnel and visitors will also have adequate supplies of hand soap and paper towels; these items will be available at every hand washing station in the building at all times.

The manager will be responsible for making sure hand hygiene items are available to personnel, clients and their families throughout the day.

	Where possible: enhance airflow by opening windows and adjusting air conditioning. 
	The name of service personnel will ensure that windows will be left open during the working day where possible.

It is the responsibility of the assigned personnel to open the windows in the morning and close the windows in the afternoon before leaving.

	[bookmark: _GoBack]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. 
	When dealing with client’s and their families who are not suspected to have COVID-19 or have been in contact with someone with COVID-19, personnel are required to wear a single-use medical mask and single-use gloves. Once the appointment with that client is complete, use proper PPE methods to remove and dispose gloves and mask.

When dealing with a client or client’s family member who is suspected to have COVID-19 or have been in contact with someone with COVID-19, personnel are required to wear a single-use medical mask, face shield or protective glasses, single-use gloves and single-use apron. Once the appointment with that client is complete, use appropriate methods to remove and dispose of single-use PPE.

Assigned personnel will educate clients on COVID-19 measures and the importance of these safety measures in the workplace.

	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).
	All personnel will be educated on how to:
When and how to use PPE and what to do when wearing PPE
PPE re-use and guidelines on how to prepare PPE for re-use
Extended use of PPE guidelines
How to correctly remove and dispose of single-use PPE
Hand hygiene and the 5 moments of hand hygiene
Infection control on surfaces and equipment.

Personnel are also reminded to:
Not re-use disposal masks
Do not touch your mouth, nose or eyes regularly. If you do, please sanitize or use hand soap to wash your hands
Sanitize hands after contact with clients
Use hand soaps after contact with clients or the bathroom.

	Replace high-touch communal items with alternatives.
	Insert information on any replacements (may not be needed).




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

	
Cleaning

	Increase environmental cleaning (including between changes of staff), ensure high touch surfaces are cleaned and disinfected regularly (at least twice daily).
	A roster is in place for staff, who have been placed in three teams to carry out the tasks below to ensure the clinic is safe to use each day. The manager is responsible to ensure tasks are completed.
Surfaces in the clinic treatment rooms and waiting room will be cleaned between every client. It will be the responsibility of the health worker to ensure this has been completed.
Surfaces in the workshop, staff room and bathroom will be cleaned at the start and end of every shift.

	Ensure adequate supplies of cleaning products, including detergent and disinfectant.
	Cleaning products will be available in each clinic treatment room, bathroom and in the waiting room for use between clients and at the start and end of a shift in the personnel room. 

There will be additional supply of cleaning products available in the store room. 

It is the responsibility of the manager to ensure that there are always adequate supplies of cleaning products, and if stores run out in any of the rooms, the person who is required to use them must re-fill the products.




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

	Physical distancing and limiting workplace attendance

	Ensure that all staff that can work from home, do work from home if feeling unwell, depending on public health advice. 
	Any staff who are able to work from home will be directed to work from home.

Under lockdown conditions, telehealth will be used where possible with clients.

Where possible telehealth will continue to be used outside of lockdown conditions.

The urgency of each client will be assessed and clients will have to book in advance in order to minimise client overload throughout the day.

The name of service has limited consultations to referrals from the fracture clinic, and is only seeing clients in an outpatient setting on Tuesday and Thursday. This is to avoid overcrowding at the department.

	Establish a system that ensures staff members are not working across multiple settings/work sites if possible.
	

	Establish a system to screen employees and visitors before accessing the workplace. Employers cannot require employees to work when unwell. 
	All personnel and visitors, including clients and their families, will be subject to a temperature check before entering the department, if the person records an elevated temperature, a discussion of their symptoms should be held and based on this information it will be up to the officer in charge whether that person is allowed into the department.

All personnel and clients will be advised via telephone not to come to the clinic if they are feeling unwell or experiencing any symptoms of COVID-19 including fever, cough, sore throat or runny nose.

Personnel are asked to notify their senior team members if they are feeling unwell before coming to work.

	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 1m apart. Also consider installing screens or barriers depending on public health advice.
	All clients will be asked to wait outside where possible. 

Clients will only be permitted to have 2 family members or carers accompany them inside the department. 

All clients and others will be instructed to be seated whilst in the waiting room.

Waiting room chairs will be placed at least 1m apart, with space for wheelchairs and other mobility devices.

All communal work areas will be configured to allow social distancing and there will never be more than one worker per four square metres, with staggered lunch breaks and meetings taking place in larger spaces.

	Use floor markings to provide minimum physical distancing guides between workstations or areas that are likely to create a congregation of staff.
	In the waiting room there will be markings on the floor detailing safe minimal distance from the front desk and pathway through the waiting room to minimise contact with other people.

	Modify the alignment of workstations so that employees do not face one another.
	Insert information on any modifications (may not be needed).

	Minimise the build-up of employees waiting to enter and exit the workplace.
	
A total of three clients can be allowed into the waiting room while the rest of the clients will be asked to wait outside to avoid overcrowding.


	Provide training to staff on physical distancing expectations while working and socialising (e.g. during lunchbreaks).
	Personnel will be trained in:
Social distancing
Workstation arrangements
Lunch time arrangements
Meeting arrangements.

	Review delivery protocols to limit contact between delivery drivers and staff.
	When receiving deliveries, only two team members should assist with taking delivery, personnel should not spend any additional time with delivery drivers than needed, and wear single-use gloves if touching any surfaces on the delivery vehicle.

	Review and update work rosters and timetables where possible to ensure temporal as well as physical distancing.
	Safety measures are printed and pinned on the walls and officers are reminded daily to apply the safety measures.

	Where relevant, ensure clear and visible signage in areas that are open to the general public that specifies maximum occupancy of that space.
	The name of service has put up clear and simple posters displayed outside the clinic, at the triage station and in the waiting room, educating clients on:
Social distancing
Hand hygiene
Coughing and sneezing
COVID-19 and symptoms
Wearing a mask
Avoiding touching eyes, nose and face.

There will be clear signage explaining to clients and others that clients may only be accompanied by two other people, and that when in the waiting room they must all be seated and at least 1m apart.



	Guidance
	Action to ensure effective record keeping

	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. 
	The name of service has an incoming person’s record book at the triage station that requires all clients and family members or carers entering the clinic must write their full name, contact details, purpose of visit, temperature check record and sign before entering the clinic.

	Provide guidance to staff on the effective use of the workplace OHS reporting system (where available).
	All personnel will be updated on the effective use of the workplace OHS reporting system.



	Guidance
	Action to prepare for your response

	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.
	Name of department/office responsible is responsible to send out department circular on the next plan of actions should there be an outbreak of COVID-19 at the workplace.

	Prepare to assist the Department of Health with contact tracing and providing staff and visitor records to support contact tracing.
	The name of service will provide the incoming persons daily record book to the Health Department to support contact tracing.

	
Prepare to undertake cleaning and disinfection at your business premises. Assess whether the workplace or parts of the workplace must be closed.

	The weekly roster for the name of service staff ensures that the workplace is cleaned before and after work.

	Prepare for how you will manage a suspected or confirmed case in an employee during work hours.
	Name of service staff have been notified that if an officer is suspected of having COVID 19, the concerned officer will be asked to leave work and go for check-up.

	Prepare to notify workforce and site visitors of a confirmed or suspected case.
	Name of department/office responsible is responsible to notify workforce of a confirmed or suspected case.

	Confirm that your workplace can safely re-open and workers can return to work.
	Name of department/office responsible is responsible to confirm the workplace is safe and ready to reopen and employees can return to work.


This COVID Safe Workplace Plan has been adapted from the Victorian State Government COVIDsafe plan, accessible at https://www.coronavirus.vic.gov.au/covidsafe-plan#creating-a-covidsafe-plan
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I acknowledgement I understand my responsibilities and have implemented this COVID Safe plan in the workplace.
Signed   ______________________________
Name     ______________________________
Date       ______________________________
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