Workplace Health and Safety Queensland

Work health and safety plan for COVID-19
Use this template to record how you and your workers will stay safe at work during the COVID-19 pandemic. This
information will help your workers and others know exactly what to do and expect.
Refer to our guide, Work health and safety during COVID-19 to assist in completing your plan.
You need to consult with your staff and their representatives to develop responses to the questions below—and
other people who are relevant to reopening your business.
The COVID-19 pandemic is an evolving situation—review your plan regularly and make changes as required.
You do not need to send this plan to Workplace Health and Safety Queensland. However, you must complete and
maintain your plan and make it available to our inspectors or other Queensland Government officials if they ask for it.

Business details
Business name:

Manager approval:

Worker representative consultation:

Manager’s name:

Worker representative’s name:

Sharyn Deam

Farryn Dale

NAQ Nutrition

Division/group:
QLD

Date completed:
22/06/2020

Date distributed:
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Revision date:
10/09/2020

Describe what you will do
What checks and
preparation have
you done to know
your business can
re-open?

Who is responsible

Consider: advice on www.Covid19.gov.au, checked condition of
equipment and facilities, condition of perishable items, staff training
Ensure all staff members and active volunteers have completed the COVID
safe training
https://www.health.gov.au/resources/apps-and-tools/covid-19-infection-co
ntrol-training

Bookings Officer

Ensure all Facilitators and active volunteers have completed Food Safety
training.
https://www.imalert.com.au/v6/?sub=brisbane

Bookings Officer

Complete the COVID Safe Checklist and bring to each workshop or training
event.

Facilitator

Ensure there is signage put up at the venue to remind staff and participants
to wash their hand regularly and maintain a 1.5m distance from each other.

Facilitator
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Describe what you will do
How will your
business comply
with social
distancing
requirements?

Who is responsible

Consider: Signage at entry points, how are you restricting numbers
within the premises, separating entry and exit.
Calculate the venue space and restrict participant numbers using the 4
square metre rule. Cap numbers at 20 regardless of the size of the venue.

Facilitator/Bookings
Officer

When facilitating a children's cooking workshop, instruct parents and
siblings to wait outside the cooking area to ensure social distancing is
adhered to. Advise parents not to congregate in groups.

Faclitator

When facilitating an adults workshop, ensure extra guests that are not
booked in wait outside of the cooking area. Advise extra guests to practice
social distancing.

Facilitator

Ensure the cooking workshop group use only one bathroom.

Facilitator
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Describe what you will do
What extra
measures is your
business doing to
keep customers/
clients safe? (For
example, cafes
are now required
to keep contact
information of
customers
dining in.)

Who is responsible

Consider: If you are a café or restaurant, how will you record and
retain contact details for workers, clients and others who attend your
business, records should be kept for 28 days.
Ensure we have each participant's details on file and that they are kept for
at least 28 days.

Facilitator/ Bookings
Officer

Send text message a day before the workshop to ask participants if they
have fever symptoms or have been overseas recently. If yes, advise to stay
home and not attend workshop.

Bookings Officer

Ensure participants use their own equipment (supplied by us) when
preparing food.

Facilitator

Advise participants not to share any food when cooking and at the end of
the workshop.

Facilitator

Ensure participants pay electronically before the workshop. No cash
payment will be accepted

Facilitator/ Bookings
Officer
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Describe what you will do
What measures
have you put in
place to keep
workers safe?

Who is responsible

Consider: Changing work processes to allow for social distancing,
increased cleaning frequency, postponing or cancelling non-essential
face to face gatherings, meetings or training, re-organising work
schedules and rosters, considering alternative work arrangements
where possible for workers considered at increased risk.
Ensuring staff stay home when unwell.

Everyone

Ensure COVID training and food safety training is up to date.

Everyone

No volunteers, staff or participants to attend workshop if they have any flu
like symptoms.

Facilitator

Work health and safety plan for COVID-19

5

Describe what you will do
How is your
business
complying
with hygiene
and cleaning
requirements?

Who is responsible

Consider: Instruction on how to practice good hygiene, maintaining
quantities of soap for hand washing and detergent for cleaning,
providing hand washing facilities for customers and patrons, reducing
shared equipment and tools, ensuring frequently touched areas and
surfaces are cleaned regularly with detergent, ensuring any surfaces
used by clients/customers are cleaned between use, ensuring routine
cleaning carried out in all areas of the workplace.
Demonstrate to all participants and volunteers the correct hand washing
procedure. Ensure everyone has washed their hands prior to the beginning
of the workshop.

Facilitator

Explain and monitor the correct respiratory hhygiene process. Eg cough into
arm

Facilitator

Ensure there is enough soap and detergent available on site.

Facilitator

Sanitise every surface before the workshop. Including fridge shelves and
handles.

Facilitator

Bring kettle along to workshop for hand dish washing. This ensures the
water is at a suitable temperature to sanitise the equipment. Facilitator
must carefully do this as there is a burn risk.

Facilitator

Attach hand-washing posters to wall at hand-washing station and at
entrance.

Facilitator

Attach food safety posters to each table and explain what it means to
participants.

Facilitator

All staff and volunteers must have up to date Food Safety training.

Bookings Officer

Ensure participants do not share cooking utensils and food.

Facilitator

Only the Facilitator is to use the frypan and ovens.

Facilitator

Only use single use table cloths, cutlery and serving plates.

Facilitator
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Describe what you will do
How is your
business managing
deliveries,
contractors and
visitors attending
the workplace?

Who is responsible

Consider: Contact free deliveries, removing paperwork from delivery
interactions, keeping contact details of all visitors to assist with
contact tracing.
Order non-perishables online and arrange contactless drop

Bookings Officer

All volunteers must send through contact details prior to workshop. These
details are kept on file for at least 28 days. Volunteers are required to do
both Covid safe training and Food safety training online prior to the
workshop.

Bookings Officer
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Describe what you will do
How is your
business
reviewing and
monitoring work
health and safety
compliance?

Who is responsible

Consider: review processes to ensure the measures in place are
effective, review existing critical risks and whether work practice
changes will affect current risk management, are any new critical risks
introduced due to changes in worker numbers, work practices, what
new risk controls are required?
Schedule monthly review of processes.

Bookings Officer

Monitor the COVID website for any restriction changes.

Bookings Officer
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Notes
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