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Ai Group offers a range of multidisciplinary Work Health Safety Consulting Services.

Contact us to discuss how we can help to make your business a safe workplace.

Contact the Workplace Advice Line on 1300 55 66 77 or workplaceadvice@aigroup.com.au for further 
advice. 

Stay up-to-date with the latest advice and resources on our dedicated COVID-19 web-page at the COVID-19 
advice and resources for members page

mailto:workplaceadvice@aigroup.com.au
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Felink.clickdimensions.com%2Fc%2F6%2F%3FT%3DNDM3MjYxMTM%253AMDItYjIxMjAxLTYzN2QxM2NlNWQxMjRjNzA4ZDY5MzY2MjU0Njg5NDJh%253AYmVhdHJpY2UuYmFybmV0dEBhaWdyb3VwLmNvbS5hdQ%253AY29udGFjdC0wOTU5YjExZjdhYTFlYjExYjFhYzAwMGQzYWNiZWI5MS01NzZlMjUyZTQ0YTg0OTdiYTdiZDk2NjY4MjA3OWE0Ng%253AZmFsc2U%253AMw%253A%253AaHR0cHM6Ly93d3cuYWlncm91cC5jb20uYXUvYnVzaW5lc3Mtc2VydmljZXMvY292aWQxOS1jb3JvbmF2aXJ1cy8_X2NsZGVlPVltVmhkSEpwWTJVdVltRnlibVYwZEVCaGFXZHliM1Z3TG1OdmJTNWhkUSUzZCUzZCZyZWNpcGllbnRpZD1jb250YWN0LTA5NTliMTFmN2FhMWViMTFiMWFjMDAwZDNhY2JlYjkxLTU3NmUyNTJlNDRhODQ5N2JhN2JkOTY2NjgyMDc5YTQ2JmVzaWQ9MDAwN2I2ZjEtYTVlOS1lYjExLWJhY2ItMDAwZDNhY2M1Y2M5%26K%3Dj8uoE7y8H1aRfNye-Y-MhA&data=04%7C01%7Cbeatrice.barnett%40aigroup.com.au%7C7111dfa25d494766ddfc08d94bce8460%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637624172623141772%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=TW9XfvXTJyO1Vq0U95xqLCsJQsU0sxfrl4hNQ8SgAu8%3D&reserved=0


Help stop the spread of COVID-19:

• Check in everywhere, every time - all businesses and workplaces that remain open 
are required to use the Victorian Government QR Code Service, unless an 
exemption applies.

• Stay up to date with the latest exposure sites
• Get tested if you are ill - anyone with COVID-19 symptoms should get tested

immediately.
• Support workers to get vaccinated - appointments can be booked here.

• Update your COVIDSafe Plan - every business with on-site operations must have a 
COVIDSafe Plan. It’s your list of safety actions.

For more information go to coronavirus.vic.gov.au

Department of Jobs, Precincts and Regions 
 
djpr.vic.gov.au 
 

 

https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fqr-codes-and-digital-record-keeping-contact-tracing&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cb73c39bb65d549cb079f08d948d0e526%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637620884309299274%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=ENpEmsCY00V%2BWDKoR7TAzFj56PKAMOlGUgacSVyXtlE%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fexposure-sites%23public-exposure-sites-in-victoria&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cb73c39bb65d549cb079f08d948d0e526%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637620884309309264%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=mBE6LHEGv6xrwJua%2BhhC9FwyuIrrGRziLUN5ZRsgTBM%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fsymptoms-and-risks&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cf2c7f3e2fc574be7829a08d94b447dc1%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637623579815786748%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=38NGUu4GiY8wzlSQkV6JTqW%2FjjJipFAN%2BBSQdhfanEU%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fwhere-get-tested-covid-19&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cf2c7f3e2fc574be7829a08d94b447dc1%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637623579815786748%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=12jzdwfnnk1EPcO1evdUiqBcsevTy8weKzvGpDMY6Bk%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fbook-your-vaccine-appointment&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cf2c7f3e2fc574be7829a08d94b447dc1%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637623579815796736%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=80itanSeg9xkNXb0uGhe9CPscwE2jAL67iQ6MTd5SBI%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2Fcovidsafe-plan&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cf2c7f3e2fc574be7829a08d94b447dc1%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637623579815796736%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=LOiC3vJ1EskSRGm29KOwP16XzRHaKgHEbhZt4UzZoZ0%3D&reserved=0
https://aus01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.coronavirus.vic.gov.au%2F&data=04%7C01%7CBeatrice.Barnett%40aigroup.com.au%7Cb73c39bb65d549cb079f08d948d0e526%7C44d2a60aa6b94f59a947db15a5e058c5%7C0%7C0%7C637620884309319263%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=vdi6cC8wUHGQRyuKAcR4LaxxvghrXp2nE8TcRYFzCrI%3D&reserved=0
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ASSESSING AND MANAGING RISKS – COVID-
19 WORK HEALTH AND SAFETY

• A COVID-19 work health and safety risk assessment is an 
essential step to identify and manage risks to employees, 
contractors, visitors

• When conducting a risk assessment, you need to consider?
• What are the hazards?
• What harm could it cause someone, and how likely is it?
• What is the level of risk?
• What can I do to manage the risks?
• How will the risk be reviewed and monitored, to ensure 

that control measures are working, and check for new 
hazards?
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ASSESSING AND MANAGING RISKS –
COVID-19 WORK HEALTH AND SAFETY

• Risk management is ongoing – assess any new or changed risks arising 
from COVID-19, like risks from: customer aggression, high work 
demand, working in isolation, family violence.

• COVID-19 is a public health issue, it is also an Occupational Health 
and Safety (OHS) issue.

• This means that all the normal OHS requirements need to be 
considered when implementing controls.

• Control measures mandated by the Chief Health Officer (CHO) must 
be implemented, but consultation is required with employees and 
elected Health and Safety Representatives (HSRs) about how they will 
be implemented.
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CovidSafe Plan

This plan provides guidance by the Victorian Government  
on operating in a COVID-safe way, and helps identify and 
mitigate risks during the ongoing pandemic.
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About the COVIDSafe Plan

• In order to be compliant with public health Direction:

• All Victorian businesses with on-site operations must 
complete a COVIDSafe Plan. This will help protect your 
workers, customers and visitors. It helps to identify and 
mitigate risks during the ongoing pandemic.

• This plan must demonstrate how you will meet all the 
requirements set out by the Victorian Government. 
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About the COVIDSafe Plan

• Some higher-risk industries or workplaces have additional 
requirements of employers and employees.

• This COVIDSafe Plan should be developed in consultation 
with workers and any relevant Health and Safety 
Representatives (HSRs).
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OHS Obligations

• Must meet your obligations under the 
Occupational Health and Safety Act 
2004.

• Must comply with a request to present 
or modify your COVIDSafe Plan, if 
directed to do so by an Authorised 
Officer or WorkSafe Inspector.

• There are significant penalties, 
including fines and prohibition notices, 
for businesses that fail to follow these 
directions.
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COVIDSafe Plan must set out:
Key Messages

• Your actions to help prevent the introduction of coronavirus 
(COVID-19) in your workplace.

• The level of face mask or personal protective equipment 
(PPE) required for your workforce.

• How you will prepare for, and respond to, a suspected or 
confirmed case of coronavirus (COVID-19) in your workplace.
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COVIDSafe Plan must set out:
Key Messages cont.

• How you will use the Victorian Government QR Code 
Service to check-in  workers, customers and visitors, with 
some limited exemptions. 

• How you will review and update your COVIDSafe Plan 
routinely, especially when restrictions or public health 
advice changes. 



©The Australian Industry Group

aigroup.com.au/training

Prepare your plan

The COVIDSafe Plan is grouped into 
six COVIDSafe principles. 
1. Practise physical distancing

2.     Wear a face mask

3.     Practise good hygiene



©The Australian Industry Group

aigroup.com.au/training

six COVIDSafe principles 
cont. 

4.    Keep records and act quickly if workers                   
become unwell 

5.    Avoid interactions in enclosed spaces

6.    Create workforce bubbles
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FACT SHEET

Ensure physical distancing - You Must
❑Ensure workers and visitors are 1.5 metres apart as much as possible
❑Display signs to show patron limits at the entrance of enclosed areas 

where limits apply
❑Ensure employees work from home wherever possible
❑Apply the four-square-metre rule to configure shared work areas

and publicly accessible spaces

Wear a face mask - You Must
❑Ensure all workers and visitors entering the worksite wear a face 

mask as per public health advice
❑Provide adequate face masks and Personal Protective Equipment

(PPE) to workers who do not have their own

Practice good hygiene - You Must
❑Frequently and regularly clean and disinfect shared spaces, including 

high-touch communal items such as doorknobs and telephones
❑Make soap and hand sanitiser available for all workers and customers 

throughout the worksite and encourage regular handwashing



©The Australian Industry Group

aigroup.com.au/training

FACT SHEET

Keep records and act quickly - You Must
❑Support workers to get tested and stay home even if they only have mild 

symptoms
❑Develop a business contingency plan to manage any outbreaks
❑Keep records of all people who enter the workplace for contact tracing, 
ensure QR system is in place 

Avoid interactions in enclosed spaces - You Should
❑Move as much activity outside as possible, including meetings, tearooms,

lunchbreaks, locker rooms, and serving customers
❑Enhance airflow by opening windows and doors

Create workforce bubbles- You Should
❑Keep groups of workers rostered on the same shifts at a single worksite and

ensure there is no overlap of workers during shift changes

For more information on preventing work place infections visit:
https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19

http://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19
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COVIDSAFE PLAN TEMPLATE

All Victorian businesses now require a COVIDSafe Plan, download your template here.

High-risk industries including poultry processing facilities, abattoirs and meat processing 
facilities, seafood processing facilities, supermarkets, medical supply, pharmaceutical 
supply and personal protective equipment supply facilities, warehousing and distribution 
centres, construction sites, manufacturing facilities, and wholesale facilities must have 
High Risk COVIDSafe Plan.

https://www.coronavirus.vic.gov.au/covidsafe-plan
https://www.coronavirus.vic.gov.au/covidsafe-plan#high-risk-covidsafe-plan
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Keep your plan up to date

• Must be reviewed and updated routinely and when restrictions 
or public health advice changes.

• Organisations with multiple worksites must complete a 
COVIDSafe Plan for each worksite.
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Share your plan

• Employees need to be familiar with this plan. 
• Discuss/consult the plan with your workers before you 

finalise it. 
• Share it with your workers and HSR representatives.
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