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The minimum standards for managing the risks of COVID-19 have been determined by Public Health.

Under the Work Health and Safety Act 2012, as a business, you must manage the risks of COVID-19 entering 
orspreading in your workplace. In many businesses, you may not be able to eliminate the risk completely. Instead, 
you will need to consider other ways to reduce the risk as far as reasonably practicable.  This may involve the use 
ofsubstitution, isolation, engineering or administrative controls. Reducing the risk by using personal protective equipment, 
(PPE) is the lowest level of control. (Note that health experts advise that masks should not be used to control the risks 
unless caring for or interacting with a person who has or is highly likely to have contracted COVID-19.)

You must use the most effective level of control, noting that you may need a combination of controls. You must also 
maintain and regularly review your control measures to ensure they remain effective. More information on how to 
manage the risks of COVID-19 and apply controls is available on our website.

This plan will help you to identify exactly what actions you will take to put in place suitable and effective controls.

Restrictions and risks change constantly, so you should review and think about ongoing health and safety regularly, and 
update your plan accordingly. Check the Tasmanian Government advice on gatherings site regularly, as the numbers 
permitted to attend gatherings will change as the recovery stages are worked through. When you undertake your 
business activities they must be consistent with the Public Health directives at that time.

If you are changing your business operations, your systems of work, or the work tasks your workers perform, you will 
need to complete a risk assessment. This will show you how your WHS risks have changed, and help identify what 
changes you need to make to manage them.

Remember to consult with your workers and/or their health and safety representatives throughout the risk assessment 
process.

The questions in this form will help you to develop your COVID-19 Safety Plan.  

COVID-19 SAFETY PLAN 
Small Business Template

Version 2.0  |  5 June 2020

The questions in this form will help you to develop your COVID-19 Safety Plan.  
Some questions are to prompt your thinking, but some will need to be answered as ‘yes’ in order for you to comply 
with the minimum standards.  If you answer ‘no’ to a mandatory requirement, you will need to either change your 
plans, or, in exceptional circumstances, apply for an exemption to that requirement (see page 7 of this form).

Work-related risk is managed under the Work Health and Safety Act and Regulations, and the code of practice How 
to Manage Work Health and Safety Risks. These require workplaces to assess and manage risk so far as is reasonably 
practicable. This also applies to assessing and managing risk related to COVID-19. The code requires workplaces to 
undertake a risk assessment and apply controls using the hierarchy of controls.

 ► Who is responsible for reviewing and updating this plan?

 ► Workers and HSRs were consulted in relation to the development of this plan?

 ► Date completed       D D M M Y Y Y Y

 ► Business name

Keep your completed safety plan at your workplace: you do not need to submit this to WorkSafe Tasmania.

Yes                No                

MANAGING RISK: YOUR DUTY OF CARE  

Managing the risks of COVID-19

https://worksafe.tas.gov.au/topics/laws-and-compliance/acts-and-regulations
https://worksafe.tas.gov.au/topics/laws-and-compliance/codes-of-practice/cop-folder/how-to-manage-work-health-and-safety-risks
https://worksafe.tas.gov.au/topics/laws-and-compliance/codes-of-practice/cop-folder/how-to-manage-work-health-and-safety-risks
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COVID-19 Safety Plan  

Key things to consider:

What are the current legal requirements (e.g. public health orders, health directions) for my area and how do they apply 
to my business?

Does the nature of the work undertaken by my business (sources and processes) increase the risk of my workers being 
exposed to COVID-19?

Identify which workers are at risk of exposure

Identify what kind of control measures should be put in place, and

check the effectiveness of existing control measures.

What effect will the COVID-19 controls you implement have on other hazard management controls you already have in 
place?

Information on this can be found at the Safe Work Australia website.

Briefly outline anything you have done to reduce the chance of workers coming to work unwell

 ► Have you considered ways to ensure that unwell workers do not come to work? 

Yes                No                

 ► Are there other ways COVID-19 may enter, be contracted or be spread in your workplace?

Yes                No                

Minimum standard Managing risks to health and safety

Briefly describe these ways (if yes)

https://www.safeworkaustralia.gov.au
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COVID-19 Safety Plan  

 ► What other strategies have you put in place to reduce the risk of COVID-19 entering, being 
contracted or being spread in your workplace?

 ► Have you consulted with your workers and HSR’s about the ways in which the spread 
of COVID-19 can be controlled?

Yes                No                

Briefly describe the way you consulted with workers and HSR’s (if yes)

Cleaning 
The employer must prepare, implement and maintain a schedule for cleaning, and where appropriate disinfecting, that 
ensures the workplace is routinely cleaned. This must include furniture, equipment and other items.

The cleaning schedule should be in writing so all workers are aware of the requirements. The schedule should take into 
account the level of risk of exposure to, contracting or spreading COVID-19 within the workplace. 

This schedule is to set out both the frequency and method that cleaning and disinfecting is to be done. 

Hygiene 
The employer is to put a hygiene procedure in place to ensure all persons at the workplace are observing appropriate 
hygiene measures to minimise the risk of exposure to, contracting or spreading COVID-19 within the workplace. This 
procedure is to address the hand cleaning by workers and other people in the workplace using soap and water or the 
use of hand sanitiser, as appropriate for the circumstances. 

Supplies and Equipment 
The employer must provide all the supplies and equipment necessary to ensure that the cleaning schedule and hygiene 
procedure implemented for the workplace can be complied with. Consider also printing and displaying posters and signs 
on good hygiene and hand washing practices in bathrooms, kitchens and break rooms. See Safe Work Australia’s posters, 
and SafeWork Australia’s guide on how to clean and disinfect your workplace.

Cleaning and HygieneMinimum standard

https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-workplace-covid19.pdf
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COVID-19 Safety Plan  

Briefly outline your cleaning schedule

 ► Do you have a regular cleaning schedule for areas of workplace frequented by workers or others?

Yes                No                

Cleaning

Briefly outline your approach to cleaning these surfaces

 ► Do you clean frequently touched areas and surfaces regularly? Eg. EFTPOS, door knobs, handrails, 
keyboards, furniture? 

Yes                No                

Describe how and when you clean your vehicles

 ► Do you need to clean vehicles regularly? 

Yes                No                
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Hygiene

COVID-19 Safety Plan  

 ► What procedure do you have in place for ensuring good hygiene practices in your workplace?

Describe who has what tasks to undertake

 ► Are you confident that your workers know about and are able to meet the hygiene requirements for 
regular handwashing/sanitising and cleaning of surfaces?  
Eg. provide bathroom & handwashing facilities adequate for frequent handwashing with soap & water.

Yes                No                

 ► Are you clear on what cleaning products or services you will need? Eg. disinfectant, detergent, access 
to wash basins? 

Yes                No                

Supplies and Equipment 

Where have you placed them and how are they monitored to be refilled?

 ► Have you considered making hand sanitiser available in frequented areas or upon entry/exit of rooms 
or workplaces for your workers and other people attending the workplace?
Yes                No                

Describe these



COVID-19 Safety Plan – Small Business Template – Version 2                                                                                         6

COVID-19 Safety Plan  

The employer must take all reasonable steps to ensure that a worker or others do not enter or attend the workplace if 
they display symptoms associated with COVID-19 or the worker/other has been required to isolate or quarantine.

This may include displaying signs at the front of your premises/workplace telling people not to enter if they have 
COVID-19 symptoms, cold/flu symptoms or have been in close contact with confirmed cases.

Minimum standard Restrictions on Entry to the Workplace

Briefly outline what arrangements are in place

 ► Have you displayed signs at all entries to your premises advising of your entry requirements, including 
that no one enters the workplace if they have been instructed to stay in isolation or quarantine? 

Yes                No                

Outline how you are doing this, e.g. sign in book, appointment book

 ► Are you able to trace who has been in your workplace? 

Yes                No                

Explain how you are doing this, e.g. appointment book, rosters / work orders.

 ► If you have workers who work at other premises, how do you know where they have worked in the 
last 21 days? 
Yes                No                
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COVID-19 Safety Plan  

An employer must take all reasonable steps to ensure as far as is reasonably practicable in the circumstances that: 

 - Each person at the workplace, or entering or leaving the workplace, maintains a distance of at least 1.5 metres from  
 each other at the workplace, or when entering or leaving the workplace, and 

 - the total number of people present in a single space, at any one time, does not exceed the number calculated by   
 dividing the total area of the space used, as measured in square metres, by 4. 

If it is not reasonably practicable to comply with the physical distancing requirements described above, then the 
employer must ensure that control measures are implemented in keeping with the requirements to manage the risks to 
health and safety relevant to COVID-19.

A person at, entering or leaving a workplace must ensure that s/he complies with the requirements of the physical 
distancing requirements of that workplace, if it is reasonable to do so. 

Minimum standard Physical Distancing at the workplace

 ► What is the maximum capacity per space and how did you work this out? (e.g. multiple length & width 
of the room in m2 and divide by 4)

Briefly outline what changes, if any, you have made to the workplace. Eg. Physical barriers, line marking on floors

 ► Explain how your workers and other people in your workplace will be able to maintain a minimum 
distance of 1.5 metres between each other while working?
Yes                No                

 ► If 1.5 mts between people can’t be maintained what other controls will you put in place?  
Eg.  encouraged on-line meetings, reduced the number of people in the workplace

See SafeWork Australia’s industry-specific guidance on appropriate arrangements for workplaces that are not able to maintain the 
physical distancing requirements outlined above.  Go to safeworkaustralia.gov.au and search for ‘physical distancing’.

What is your premises capacity?

 ► Do you know what the capacity of your premises is?

Yes                No                

http://www.safeworkaustralia.gov.au
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COVID-19 Safety Plan

The employer must provide each worker at the workplace (including contractors and volunteers) with information, 
training and instruction on:

- the risks in relation to COVID-19, and

- the control measures implemented in the workplace to mitigate those risks, in relation to COVID-19.

The employer must provide adequate supervision to ensure control measures are implemented in the workplace in 
relation to COVID-19.

The employer must also ensure that information and instruction is provided to other people in the workplace about the 
control measures in place to mitigate the risks of COVID-19 and the requirements of those people to apply the control 
measures as they are reasonably able.

The information and instructions are to be in a format that is reasonable to the circumstances, including the use of plain 
English. This may also include the use of pictures, and being provided in languages other than English.

Providing instruction, training and supervision in respect to COVID-19

Briefly outline your approach

 ► Do you have information displayed clearly in the workplace so that everyone understands their 
obligations to reduce the risks posed by the COVID-19? 

Yes                No                

 ○ Put up posters on how to wash hands (link) 
 ○ Provide information on how to limit the spread of germs (link) 

 ○ Put up signs requesting people limit touching items, surfaces 

 ○ Provide training or instruction on appropriate cleaning (link) 

 ○ Supervising workers when using specialist protective equipment 

Minimum standard

https://www.coronavirus.tas.gov.au/__data/assets/pdf_file/0035/86759/Hand_Washing_Procedure_-_COVID-19_Fact_Sheet.pdf
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert/how-to-protect-yourself-and-others-from-coronavirus-covid-19
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-19
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COVID-19 Safety Plan  

(Notify Public Health by phoning 1800 671 738)

 ► Do you have a response plan in place detailing how your workplace will respond should the 
workplace become contaminated? Eg. a person in your workplace has a confirmed diagnosis of 
COVID-19.

Yes                No                

Minimum standard Responding to an incident of COVID-19 in the workplace

Briefly outline that process

What do these procedures include?

 ► Have you documented COVID-19 procedures and have you trained your workers in these?

Yes                No                
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COVID-19 Safety Plan  

As the situation with COVID-19 can change rapidly, make sure you regularly review your control measures to make sure 
they are still meet the minimum requirements and are managing the risks in the best possible way for your workplace.

 ► Do you have a process for reviewing and adjusting the controls as circumstances change, and are 
using that process?

Yes                No                

Review

Briefly outline that process

Record keeping (guidance only) 
While not mandatory, any records your workplace can practically keep on the flow of people into the workplace will 
assist public health authorities should there be a positive case identified within your workplace. 

Consider how records are kept on people in the workplace each day to support contact tracing if there is a positive 
case in your workplace.

 ► Approved by 

 ► Date completed       D D M M Y Y Y Y

 ► Signature

Manager approval of your COVID-19 Safety Plan

Keep your completed safety plan at your workplace: you do not need to submit this to WorkSafe Tasmania.
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Record responses here if you have run out of space 

 ► Overflow 


	Who is responsible for reviewing and updating this plan? 2: Secretary - Yvonne Bennett
	YYYY3: 
	YYY3: 
	YY3: 
	Y3: 
	MM3: 20
	M3: 06
	DD3: 26 
	d2: 
	Business name 2: Sandy Bay Bowls & Community Club
	Workers and HSRs were consulted in relation to the development of this plan?: Yes
	Briefly outline anything you have done to reduce the chance of workers coming to work unwell 2: Workers have been directed to remain at home if unwell and immediately contact the Secretary to inform him/her of the situation. The Secretary will:
- ask them to call the National Coronavirus hotline (1800 020 080)
- establish who they have been in close contact with at work
- remind them of their leave entitlements if they are sick or have to quarantine
- treat personal information about workers' health carefully and confidentially
The Hygiene Manager will have a 1:1 chat before the Club reopens and then regularly with workers to monitor their welfare, as well as keep them informed of new developments and updates. 
We have people who can fill in for the bar manager if she is taken ill.
	Have you considered ways to ensure that unwell workers do not come to work? : Yes
	Are there other ways COVID-19 may enter, be contracted or be spread in your workplace?: Yes
	Briefly describe these ways (if yes) 45: Workers are at risk through contact with patrons of the Club. For this reason, we have signs instructing people what protection measures they need to take whilst they are in the Club, such as social distancing, using hand sanitisers, sneezing and/or coughing into the elbow and staying away if they are unwell.
Remind workers not to touch their faces and to limit contact with others.
There is a possibility of risk from contractors who make deliveries to the clubhouse - they will be asked to make these contactless.
Patrons will be asked to, as far as possible, make non-contact payments eg by using a card or running a tab behind the bar.
Floor markings will indicate where patrons have to stand to be served.
On the bowling greens we will be guided by the Bowls Tasmania guidelines outlined in the Return to Play documents. These have been and will be communicated by signage and email.


	What other strategies have you put in place to reduce the risk of COVID-19 may enter, be contracted  3: e have changed the layout of the clubhouse by removing bar stools and placing tables so that people remain 1.5 metres apart. We can only have one entrance and exit but there is a free standing hand sanitiser and signs giving safety instructions to patrons.
Only the Bar Manager, and/or nominee will go behind the bar when the clubhouse is open.
A Hygiene Manager - Yvonne Bennett - has been appointed to coordinate the implementation and enforcement of the Safety Plan.
We have calculated the floor area of both clubhouses to know their capacity with the requirements of 2 sq metres per person. We practise physical distancing at all meetings. 
Tables have been placed so that each person in the clubhouses has to maintain a distance of at least 1.5 metres from the  other. We will not play pool or darts.
We can approach anyone who is coughing and sneezing and discuss what that might mean..
If you have to pass anyone closely avert your face.
	Have you consulted with your workers about the ways in which the spread of COVID-19 can be controlle: Yes
	Briefly describe the way you consulted with workers (if yes) 3: We have formed a subcommittee consisting of bar staff and three members of the General Committee. This group discussed the issues in terms of completing and carrying out this Plan. They will  ensure workers know what procedures have been put in place and provide ongoing training and instruction.
The Plan will be endorsed by the General Committee.
All Club members will be notified before the Club reopens that we have a WorkSafe Safety Plan and where they can access it. Hard copies will be placed in the office and behind the bar and it will be available on the website, together with links to Worksafe websites for further information.
Signs throughout the clubhouses provide information about what needs to be done to control the spread of coronavirus.
	Briefly outline your cleaning schedule: The cleaner and bar staff will clean the clubhouses when they are in use.
We have a checklist (attached to this document) for them to use to ensure the correct products are used and that the correct amount of cleaning is done.

	Do you have a regular cleaning schedule for areas of workplace frequented by workers or others: Yes
	Briefly outline your approach to cleaning these surfaces: See checklist attached
	Do you clean frequently touched areas and surfaces regularly? Eg: 
	 EFTPOS, door knobs, handrails, key: Yes

	Describe how and when you clean your vehicles: 
	Do you need to clean vehicles regularly?: no
	Describe who has what tasks to undertake: The Secretary/Hygiene Manager will coordinate the implementation of the Plan and report to the Committee. 
We have taken the following measures:
- there is a hand sanitiser station at the entrance/exit
- the Hygiene Manager ensures bathrooms are well stocked with soap, paper towel and sanitiser
- workers have been instructed to sneeze or cough into their elbow, not touch their face and to stay at home if feeling unwell
- all rubbish bins have lids
- signs are displayed throughout the two clubhouses to inform everyone on ways of keeping safe
- everyone is expected to observe physical distancing
- hand sanitiser is placed at regular intervals throughout the clubhouses
	Are you confident that your workers know about and are able to meet the hygiene requirements for reg: Yes
	Are you clear on what cleaning products or services you will need? Eg: 
	 disinfectant, detergent, acce: Yes

	Where have you placed them and how are they monitored to be refilled?: Near the entrance; in toilets; in the kitchen; behind and on the bar; on a small table close to the office and on a desk near the end of the bar. In the dining room and top clubhouse containers will be placed at regular intervals.
The Hygiene Mananger will be responsible to ensure they are filled.
	Have you considered making hand sanitiser available in frequented areas or upon entry/exit of rooms : Yes
	Describe these: The Cleaning checklist (attached) describes the products that need to be used, as well as where and when cleaning should occur.
There are 6 toilets in the clubhouses and each has the appropriate signage, soap and hand sanitiser. There are sinks here as well as behind the bar and in the kitchen.
There is soap and hand sanitiser behind the bar, as well as detergent, disinfectant, cloths and gloves for cleaning surfaces. The same is true for the kitchen.
Cleaning supplies are easily accessible.

	Briefly outline what arrangements are in place: We only have one entry and exit. There is a noticeboard with signs showing entry requirements and other information, as well as a free standing hand sanitiser.
The Secretary will send out a summarised version of the Plan to members and remind them of the appropriate health and hygiene behaviours.
	Have you displayed signs at all entries to your premises advising of your entry requirements, includ: Yes
	Briefly outline your plan for continuing to work if one or more workers are required to quarantine: There is an attendance book near the bar and in the top clubhouse for all patrons to sign, giving their name and phone number, as they come in.
Any other persons/groups who use the clubhouses will have to sign also.
	Are you able to trace who has been in your workplace? : Yes
	Explain how you are doing this, e: 
	g: 
	 appointment book, rosters / work orders: This only applies to the greenkeeper and as he is a sole trader he has his own record of places where he has worked. This can be verified by appointment books and invoices to employers.


	If you have workers who work at other premises, how do you know where they have worked in the last 2: Yes
	What is the maximum capacity per space and how did you work this out? (e: 
	g: 
	 multiple length & width : Upper clubhouse - 46.9 square metres - able to accommodate 24 people
In the lower clubhouse the bar is 103.2 sqare metres allowing 52 people
The dining room is 129 square metres allowing for 65 people
We measure the spaces, multiplied the length by the width and divided by 2 - as per latest restrictions


	Briefly outline what changes, if any, you have made to the workplace: 
	 Eg: 
	 Put up signs in common are: Furniture has been moved, some removed, so that tables, stools and chairs are the correct distance apart.
Floor markings indicate where people can stand to order at the bar.
Signs remind people of the need to keep 1.5 metres apart.


	Explain how your workers and other people in your workplace will be able to maintain a minimum dista: Yes
	If 1: 
	5 mts between people can’t be maintained what other controls will you put in place?: Reduce the number of people allowed in if distancing is not observed
Close the doors
Stop serving drinks
Communicate with members to reinforce the restrictions that must be observed


	What is your premises capacity?: Lower clubhouse - 232 square metres - able to accommodate 117 people
	Do you know what the capacity of your premises is?: Yes
	Briefly outline your approach: Signs have been placed in key areas such as toilets, behind the bar, entrances and exits, as well as throughout the clubhouses.
The Hygiene Manager is responsible for organising instruction in proper cleaning and other controls.
and for keeping the whole membership informed electronically and with signage on what needs to be done.
	Do you have information displayed clearly in the workplace so that everyone understands their obliga: Yes
	Do you have a process for reviewing and adjusting the controls as circumstances change, and are usin: Yes
	Briefly outline that process 3: Alert relevant Council and Health Authorities
Close both clubhouses and thoroughly clean and disinfect according to the coronavirus guidelines.
Trace people who have been in contact with the person who is ill and advise them to be tested.
Reopen when Health Authorities give the all-clear
	What other measures have you put in place in these areas to reduce the risk 2: Our procedures have been documented in this Plan which will be continually updated.
These procedures include:
- carrying out handwashing and hygiene practices
- physical distancing
- cleaning
- coughing and sneezing into the elbow
- remaining at home if unwell
We will provide workers and members with ongoing advice on how to manage Covid-19 risks
	Do you have information displayed in public areas to ensure that workers and others entering the wor: Yes
	Briefly outline that process: Information will be passed on electronically to members and all documentation will be updated as changes occur. 
The subcommittee and/or General Committee will meet to discuss situations as they arise.
If there is an emergency the President will be notified to deal with it as required.


	Approved by: Alex Stanelos - President
	D2: 26
	DD2: 06
	M2: 20
	MM2: 
	Y2: 
	YYY2: 
	YY2: 
	YYYY2: 
	Signature: 
	Overflow - record responses here:       Cleaning the Clubhouses
The guidelines refer to 2 types of cleaning:
a. Routine cleaning that can be done using detergent and water and should be done daily when the clubhouses are in use
b. Disinfecting/sanitising – should be done on frequently used surfaces during opening hours using either disinfectant with at least 70% alcohol or a 2-in-1 combined detergent and disinfectant every 1 – 1-1/2 hours

Checklist

 Wear gloves when cleaning and wash and/or sanitise hands before and after 
 Use either reusable or disposable gloves for routine cleaning
 Only use disposable gloves in the areas serving drinks and food
 Dispose of any disposable cloths in a rubbish bag or launder reusable cloths as usual
 Use a detergent mixed in water, disinfectant wipes or a 2-in-1 detergent and disinfectant
 Clean the clubhouses at the end of each session of use with either a  detergent, or 2-in-1 detergent and disinfectant solution
 Empty and reclean equipment such as buckets with a fresh solution of disinfectant after use
 Clean objects and surfaces used repeatedly by lots of people frequently during the session eg the bar, tables, eftpos machine, door handles, coffee machine buttons, switches, keyboards and sinks using a detergent, or 2-in-1 detergent and disinfectant solution
 Clean surfaces and fittings that are visibly soiled or after any spillage as soon as possible using a detergent, disinfectant wipes, or 2-in-1 detergent and disinfectant solution
 Clean personal property that has been brought to work and handled during breaks eg phones, keys, glasses, pens etc.




