
 

 

 

 

 

 

 

 

 

 

 

 

 

 
Guidance on how to prepare your COVID Safe plan is available here. 

 

 
 
 
 

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. 

Hand sanitiser stations are located throughout the hospital including at every 

entrance to each ward and in multiple locations throughout the hospital. 

 

Rubbish bins are located at each sanitising station at the entrance of the wards 

and are located in all toilets, all tea rooms and at each desk and office within the 

hospital. 

 

Our Supply Department have ensured that our soap and sanitiser supplies are 

well stocked at all times. 

 

YDHS have provided the DHHS resources in regards to hand hygiene, donning 
and doffing of PPE, also the production of training packages, and individual 
competency testing of staff by the infection prevention and control nurse and 
staff development. 

Where possible: enhance airflow by 

opening windows and adjusting air 

conditioning. 

Engineering to monitor air conditioning. Windows should not be opened. 

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. 

Face coverings and PPE have been supplied by YDHS staff and our Supply 

Department ensure our stock levels are high at all times when possible and are 
responsible for ongoing reporting and ordering of stock as required. 

 

Management is responsible in regards to PPE changes is shared across the 
organisation by the Director of Clinical Services.  Media platforms that are used, 
are email, social media, newsletters, screensavers, and memos. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

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). 

Videos and posters have been produced to educate team members on good 

hygiene, and when to not come to work. 

The Infection Control team are constantly doing walk throughs on the wards to 

ensure team members are adhering PPE and hand hygiene rules. 

Constant messaging on our community and team Facebook page reminding 
team members to not come to work if unwell and practice good hygiene. 

Team members have undertaken the DHHS COVID-19 online training. Hand 
hygiene is a part of YDHS Mandatory Training. 

Replace high-touch communal items 

with alternatives. 

Magazines and shared toys have been removed from waiting areas. 

An increase of signage has been placed around the hospital reminding team 

members to maintain hand hygiene and cleaning standards. 

If equipment/desks are required to be shared, they are cleaned between use. 
Cleaning has increased in high risk areas including all wards and aged care 
facilities. 

 
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). 

Environmental Manager has scheduled extra cleaning shifts for shared spaces 
as well as high risk areas. 

Ensure adequate supplies of 
cleaning products, including 
detergent and disinfectant. 

Environmental Manager has liaised with Infection Control to ensure the right 
products are being used for thorough cleaning. 

Supply Department are consistently keeping cleaning stock levels high as 
required. 

 
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. 

Each contractor to enter YDHS is required to sign in. 

Patient and visitor details are recorded upon entrance and temperature screened 
along with COVID-19 questions asked and a record of who and where they are 
visiting. 

Provide guidance to staff on the 

effective use of the workplace OHS 

reporting system (where available). 

Publicised the importance of OH&S requirements for COVID-19 reporting. 

 

 

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. 

All team members are encouraged and supported to work from home if and when 

they can. 

 

Department Heads ensure they are regularly checking in on their team who are 

working from home. 



 

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

Residential Aged Care team members are only permitted to work in one Residential 
Aged Care facility only. 

Work force mobility restrictions ensure that we have no staff working across different 
facilities that are off campus. 

Individual work plans have been established for specialized staff to be able to 
maintain care and continuity of service with consumers by using telehealth and 
health assistants were required. 

 

Establish a system to screen 

employees and visitors before 

accessing the workplace. Employers 

cannot require employees to work 

when unwell. 

All team members are required to be screened and temperature tested prior to 

beginning work. Team members will either screen and temperature test themselves 

or they will be screened and tested by a support worker before entering their offices. 

Introduction of attestation statements prior to staff signing in on Kronos.  A manual 
attestation process for non YDHS staff has been implemented to capture, volunteers, 
contractors, and students and non YDHS staff. 

These records will be kept for 7 years. 

Attestation will be kept up to  6 weeks in line with DHHS directive. 

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. 

Signs have been placed at the front of each room and office outlining the maximum 

amount of people allowed to enter that space. 

COVID safe screens  

Use floor markings to provide 

minimum physical distancing guides 

between workstations or areas that 
are likely to create a congregation of 
staff. 

Floor markings have been placed where required. 

Modify the alignment of 
workstations so that employees do 
not face one another. 

Workstations have been modified to ensure team members are not facing each 

other whilst sitting at their desk. 

Workstations are adequately spaced apart or blocked off if deemed to close too 

each other. 

Minimise the build-up of employees 

waiting to enter and exit the 

workplace. 

Floor markings are placed at the entrance of each building to ensure physical 
distancing is maintained upon entrance and exit of the building. 

Different departments use different doors to enter their offices whilst adhering to 

YDHS screening processes. 

 

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

Provide training to staff on physical 
distancing expectations while working 

and socialising (e.g. during 

lunchbreaks). 

Educated team members on the expectations on physical distancing. Multiple 
different platforms used. Media platforms that are used, are email, social media, 
newsletters, screensavers, and memos. 

Review delivery protocols to limit 
contact between delivery drivers and 

staff. 

Screening of contractors entering facility to be complete by the maintenance team 
and log of this information is kept by the management. 

Review and update work rosters and 

timetables where possible to ensure 

temporal as well as physical 
distancing. 

Break times have been staggered to ensure tea rooms are not crowded. 

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. 

Signage is placed at the entrance of each waiting room and office outlining the 

number of maximum people allowed in that space. 

Chairs have also been removed from waiting rooms to ensure the room does not 
become over crowded. 

 
 



 

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. 

Business Continuity Plan is currently being reviewed and updated by the CEO. 

If our Kitchen needed to close, there is other industrial kitchens that would be able 
to be utilized, local business would also support YDHS with food under the 
guidance of the Head Chef or nominated appointee. There is a backup plan if food 
is required beyond the 3 days. 

If our Engineering department were to close, local tradesman and LRH would be 

able to assist YDHS with their engineering requirements. 

 LRH would provide support if YDHS laundry was impacted. 

  

Prepare to assist DHHS with contact 
tracing and providing staff and 
visitor records to support contact 
tracing. 

Infection Control are prepared to provide records to DHHS and contact relevant 
team members if required. 

Infection Control will undertake employer contact tracing in consultation with 
regional experts and with DHHS. 

Prepare to undertake cleaning and 

disinfection at your business 

premises. Assess whether the 

workplace or parts of the workplace 

must be closed. 

The Outbreak Management Team will make decisions on which part of the 

organisation will need to close. 

The Outbreak Management Team will work with the Environmental Services team 
to ensure the cleaning and disinfecting of employee’s workstations and high touch 

surfaces are properly undertaken. 

Prepare for how you will manage a 

suspected or confirmed case in an 

employee during work hours. 

Infection Control and Environmental Services Manager to work together to ensure 
the employee’s workstation and area is properly cleaned once notified of a 
suspected or confirmed case. 

Team member to be sent home immediately if they are a suspected or confirmed 
case of COVID-19. 

Prepare to notify workforce and site 

visitors of a confirmed or suspected 

case. 

Executive team to notify workforce and site visitors if there is a confirmed case of 
COVID-19. 

Prepare to immediately notify 

Worksafe Victoria on 13 23 60 if you 

have a confirmed COVID-19 case at 
your workplace. 

OH&S Manager to notify Worksafe Victoria. 

Confirm that your workplace can 

safely re-open and workers can 
return to work. 

The organisation will re-open under guidance of DHHS. 

 

I acknowledgement I understand my responsibilities and have implemented this 

COVID Safe plan in the workplace. 

 

Signed    
 
Name  Julie McQueen 

Date    September 14, 2020 

 


