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Introduction 

The Covid-19 outbreak continues to be an ongoing situation presenting a number of 

complex challenges for BYS and the wider community. The information within this 

document provides a guideline for our internal service offering and decision-making 

processes. 

We have a wide range of unique considerations and the club will use risk assessment tools 

and processes to make the most effective decisions, while referring to the relevant 

government agencies. The health and safety of our members, volunteers, customers and 

staff will be the number one priority at all times. All necessary measures are being taken in 

a bid to be Covid secure and reduce the risk of infection from Covid-19 to members, 

volunteers, staff and visitors in accordance with current Government guidance. 

It is the club’s role to facilitate our service offerings safely and in line with Government 

guidance and to remind our Members and all stakeholders of their individual responsibility 

so they can make informed choices. 

The Victorian Government will continue to issue phased plans and measures. We will provide 

direct links to the current regulations, however we will not look to duplicate all the reporting 

as this is available online.  

On an ongoing basis, we are carefully reviewing industry specific guidance that affects 

boating activities, such as advice for the sport and hospitality sectors, as well as paying 

attention to any guidance for specific sections of our community. 

All current BYS information related to the coronavirus and how it directly relates to our 

facility, including our roadmap for reopening is available by visiting our news webpage 

bys.asn.au. 

  

https://www.bys.asn.au/


BYS Guiding Principles 

These are BYS guiding principles that underpin our decision-making. We will encourage all internal decision 

makers to use these principles to inform their own decisions during the Covid-19 period. 

1) We will always follow Government advice - The COVID-19 preventative measures are vital to protecting 

health and wellbeing. We all have a role to play by following the Government guidelines. 

2) Regarding on-water activities we will follow Australian Sailings advice in line with the regulations 

3) We will take a take a considerate and conservative approach 

• Considerate: be mindful of the potential impact on BYS stakeholders 

• Conservative: help to minimise risk by taking a conservative approach to our service offerings 

 

Covid Team 

BYS has appointed a Covid-19 task group to make decisions related to activities, operations and 

implementing the relevant regulations. Policy matters will be presided over by the Executive 

Committee. 

 

The team comprises: 

Commodore: Matt McCarthy 

General Manager: Gavin Wall 

Clubhouse and Administration: Mark Jeffrey 

Sailing: Belinda Edmondson 

Marina: Kosta Stefanou 

Food & Beverage: Dave Sherlock 

  

The group will: 

• Recommend policies to the Executive Committee identifying how the Club will operate under the restrictions 

of the day 

• Oversee the implementation of BYS service offering in line with those policies 

• Communicate all relevant information to BYS stakeholders 

• Provide staff (and where relevant, stakeholder) training 

• Review policies and operations and progress or retract them in line with the regulations of the day 



 

Government Regulations 
 
Victorian Restrictions 

The current restriction levels are regularly updated on the Victorian Government website. 

Click here to view the current restriction levels. 

As BYS service offering is across several industry sectors: 

• Restaurants, cafes, bars, pubs and nightclubs 

• Community facilities 

• Marina 

• Sport & exercise 

• Entertainment and culture 

• Religion and ceremony 

 

On-Water Regulations 

BYS will continue to be guided by the interpretation Australian Sailing make of the relevant guidelines of the day pertinent 

to our on-water services including racing and training.  

Click here to go directly to Australian Sailing's COVID-19 Information Hub – you will find the most relevant links to 

information and support for clubs as well as an archive of COVID-19 related news stories and updates. 

BYS will provide direct and current links to the Australian Sailing COVID guidance on our Coronavirus web page 

www.bys.asn.au 

 

Marina 

In regards to the Marina BYS will be guided by the Boating Industry Association of Victoria biavic.com.au and the Marina 
Industry Association marinas.net.au  

 

 

Vaccination 

The BYS Executive Committee has resolved to make it mandatory for all Members, guests, staff and contractors who are eligible to 
be fully vaccinated, to be so, in order to enter the Club. This will take effect from 26th October 2021, or when the State reaches the 
70% of 16+ year old fully vaccinated threshold, in line with Victorian Government directives. 
  
Proof of full vaccination (two doses) will be required in order to access all BYS facilities and club resources. 

We recognize that there are a number of people within our Club who are unable to be vaccinated. In particular, children between 
the ages of 12 and 15 have only just become eligible for vaccination and are therefore unlikely to be fully vaccinated by 26 October, 
whilst the vaccination is not yet approved for under 12s. Members under the age of 16 will therefore not require vaccination to 
enter the Club at present, but as directives change and we reach the later stages of the Victorian Government Roadmap which 
specifically addresses the 12 to 16 year age group, we will update our policy accordingly. 
  
We also recognize that some people are unable to be vaccinated because of a medical contraindication as determined by the 
Australian Technical Advisory Group on Immunization clinical guidance (refer Department of Health & Human Services website). In 
this circumstance, and where a medical exemption verified by the Victorian Specialist immunization Services can be provided, 
indicating that the individual cannot be vaccinated, then an exemption will be granted.  

https://www.dhhs.vic.gov.au/victorias-restriction-levels-covid-19
https://www.sailingresources.org.au/covid-19/
https://www.bys.asn.au/
https://www.biavic.com.au/
https://www.marinas.net.au/


 

Hospitality Guidelines (Food & Beverage Outlets) 

Our Food and Beverage outlets will operate in line with the industry guidelines as set out by the Chief Health Officer. 

Click here to view the current Hospitality Industry Guidelines 

The COVID safe plan is grouped into 6 principles: 
 
1. Physical distancing 
2. Face Masks 
3. Hygiene 
4. Record keeping 
5. Interactions in enclosed spaces 
6. COVID Check in Marshal 

 
1. Physical distancing 

 

 RECOMMENDATIONS & REQUIREMENTS WHAT WE WILL DO WHO IS RESPONSIBLE 

 
You must apply the relevant density quotient to 

arrange shared work areas and publicly accessible 
spaces. How will you do this?  

• Density quotients can change. One person per 
four square metre or one person per two square 
metres may apply to your workplaces or venue. 

• You must display signage showing the maximum 
number of people allowed in the space.  

• Shared work areas are only accessible to workers 
and should only include workers in the density 
limit.  

• Publicly accessible spaces should include 
members of the public and may include workers 
if they share the space on an ongoing basis. 

• You may need to reduce the number of workers 
or the number of members of the public at your 
work premises in accordance with current 
directions. 

• Where possible aim for workers and visitors to 
maintain physical distancing of 1.5 metres in the 
workplace 

• You should give training to workers on physical 
distancing while working and socialising 

For more information about restrictions for your 
workplace, density quotients and signage visit: 
coronavirus.vic.gov.au/business 

• Display signage at entry to each 
room with density limits 

• Furniture placement with in 
room. All table 1.5 meters apart 

• Maximum seats available in line 
with density limits 

• Utilise booking systems to 
manage arrival times 

• Staggered start/finish times for 
staff 

• Designated entry & exit points 

• Inform workers to follow public 
health directions 

 

Clubhouse Manager 

Supervisor on Duty 

 

https://www.coronavirus.vic.gov.au/coronavirus-sector-guidance-accommodation-and-food-services
https://www.coronavirus.vic.gov.au/four-and-two-square-metre-rules
https://www.coronavirus.vic.gov.au/signs-posters-and-templates
https://www.coronavirus.vic.gov.au/business-and-work


 

 

2. Face masks 
 

 
REQUIREMENT AND RECOMMENDATIONS WHAT WE WILL DO WHO IS RESPONSIBLE 

 
• You must ensure all workers and patrons 

adhere to current face mask requirements.  

• You should give training and information on 
how to correctly fit, use and dispose of PPE. 

•  

For more information visit:  

coronavirus.vic.gov.au/face-masks  

• Display current face mask 
requirement signage at all entry 
points 

• Disposable masks available to 
all staff and patrons 

• Correct usage of face mask 
signage displayed at key areas 
within the venue. Entry points, 
toilets & point of sale 

• Correct disposal of used face 
masks signage displayed at key 
areas within the venue. Entry 
points, toilets & point of sale 

• Monitor face mask 
requirements and 
communicate changes to staff 
as required 

Clubhouse Manager 

Supervisor on Duty 

 
3. Hygiene 

 

 
REQUIREMENT AND RECOMMENDATIONS DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

 
• You must clean and disinfect shared spaces at 

least twice a day. This includes high-touch 
communal items 

• You should put soap and hand sanitiser 
throughout the workplace and encourage 
regular handwashing 

•  

For more information visit:  

coronavirus.vic.gov.au/cleaning 

• Regular cleaning and 
disinfecting of all high-touch 
points. 

• Twice daily cleaning of all 
bathrooms and change rooms 

• Implement cleaning schedule 

• Make hand sanitiser available at 
all entry points, in bathrooms 
and at point of sale. 

• Correct hand washing 
technique signage in all 
bathrooms 

Clubhouse Manager 

Supervisor on Duty 

https://www.coronavirus.vic.gov.au/face-masks
https://www.coronavirus.vic.gov.au/preventing-infection-workplace


 

 

4. Record keeping 
 

 
REQUIREMENT AND RECOMMENDATIONS DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

 
• Every Victorian business (with some limited 

exceptions) must use the Victorian Government 
QR Code Service to check-in their workers, 
customers and visitors.  

• Some venues must have a COVID-19 Check-in 
Marshal at all public entrances whenever the 
facility operates. 

• You must encourage workers to get tested and stay 
home if they have any symptoms (even mild ones) 
or have been identified as a close contact.  

For more information visit:  

coronavirus.vic.gov.au/about-victorian-government-qr-
code-service  

• Display service Victoria QR 
code at all entry points, on 
tables and at point of sale 

• Alternate record keeping 
methods available. Eg Service 
Vic Kiosk and pen and paper 

• All staff and patrons must 
check in on arrival. 

 

 

 

COVID Check in 
Marshal 

 
5. Enclosed spaces and ventilation 

 

REQUIREMENT AND RECOMMENDATIONS DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

• You should reduce the time 
employees and patrons spend in 
enclosed spaces. 

•  Encourage outdoor dining and 
usage of outdoor spaces where 
possible.  

• Density limits in internal spaces 

• Encourage outdoor dining 

• Encourage air flow through internal 
spaces by opening doors & windows 

 

 

 

Clubhouse Manager 

Supervisor on Duty 

 
6. COVID Check-in Marshal 

 

REQUIREMENT AND RECOMMENDATIONS DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

A COVID Check-in Marshal is an employee 
responsible for ensuring each person who 
enters a venue uses the Service Victoria 
QR code to check in on arrival (or an 
alternative record keeping method, 
where relevant). A COVID Check-in 
Marshal can only request that people 
entering show them confirmation of a 
successful check-in and cannot compel 
anyone to do so. 

• On site COVID marshals will be used in 
areas as required under the specific 
industry restrictions relating to the area. 

• Responsible for ensuring everyone who 
enters the venue has signed in 

• Responsible check Vaccine certificate 
before entry to club 

 

General Manager 

Clubhouse Manager 

 

https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app
https://www.coronavirus.vic.gov.au/about-free-service-victoria-qr-code-app


 

REQUIREMENT AND RECOMMENDATIONS DESCRIBE WHAT YOU WILL DO WHO IS RESPONSIBLE 

If a person refuses to show evidence of a 
successful check in, the COVID Check-in 
Marshal can ask that person not to enter 
the venue.  

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 

Communications 

We will communicate our service offering and Covid measures clearly, accurately and in a well-timed manner on a wide 

range of platforms. This will comprise communications via email newsletter, website, social media, onsite signage, 

verbally and in-person onsite. 

We will provide updates as necessary; seek feedback, listen and respond. 

We will emphasise the importance of the actions we are taking and the impact we know it will have on members, staff 

and volunteers. 

We will use signage extensively and various examples are included within this document. 

We will encourage everyone to stay safe, recognise the risks, whilst asking them to follow the club’s new policies 

or procedures. 

 

Staff Training and Inductions 

The Club House Manager has completed the Government training requirement – Operating a hospitality business in a 

Covid-19 environment. This covers; 

- Understanding Covid-19 

- Workplace health and safety in a Covid-19 environment 

- Preparing the business for operations 

- Operating the business within COVID restrictions 

Staff safety and wellbeing is paramount. Processes are in place including inductions, information and training. 

General inductions have been provided to staff explaining it is the responsibility of every individual to help reduce risks 

by following the guidelines and rules, including conducting pre-shift health checks, reading and understanding the 

information provided and adhering to rules to reduce intermixing between staff and patrons where possible. 

Processes have been set out that deal with arrival at work, use of change/shower facilities, personal hygiene and 

professional appearance, sanitising of hands before entering shared zones, working through the checklist for staff before 

each shift, how to help prevent the spread and reduce our risk of virus including the supply of reference materials. 



 

Additionally, staff have been advised and educated on symptoms, the requirement to stay at home if unwell, the use 

of work areas, shared workstations and the reporting requirements should it become known they have been in close 

contact with a confirmed case of coronavirus (COVID-19) 

 
BYS Racing COVIDSafe Plan  
The State Government is easing the restrictions on organised sport, and as such Blairgowrie Yacht Squadron (BYS) is 
recommencing racing, under strict adherence to the applicable guidelines. Our foremost concern is with the health and 
welfare of those involved in sailing at our club, including our staff, volunteers, competitors and guests. As such, BYS has 
implemented the following plan to minimise risk while providing sailing opportunities for our community.  
 
In accordance with the Notice of Race and Sailing Instructions, compliance with this Safety Plan is enforceable under the 
Racing Rules of Sailing. The following will apply to all Keelboat and Off the Beach (OTB) racing at BYS until further notice:  
• All entries should be submitted online.  
• No competitor should enter the premises if they:  

− are feeling unwell and experiencing a cough, fever, chills or sweats, sore throat, 

− shortness of breath, runny nose or a loss of sense of smell.  

− have returned from overseas travel within the last 14 days.  

− in the last 14 days have been in contact with anyone who has been diagnosed with COVID19.  

− for any other reason believe that they may have been exposed to COVID-19 in the last 14 days.  

− Boats should be cleaned and disinfected before and after usage.  

− All competitors should sanitise their hands before boarding.  

− Competitors should not share personal equipment (lifejackets, drink bottles etc.). 

− Masks shall be worn at all times while on club premises. Whilst on board all competitors shall wear masks 
unless all crew are from the same household.  

− Contact Tracing/Sign On for racing & COVIDSafe App - To enable BYS to contact all participants should the 
need arise, all competitors shall be signed on for racing.  

− BYS strongly recommends all competitors download and use the Australian Government COVIDSafe App. - If 
any competitor has been diagnosed with COVID-19 and has visited the club prior to diagnosis, you must advise 
the Club on 5925 9600 or email at reception@bys.asn.au at the earliest opportunity. 

 

Planning for a Covid Diagnosis at BYS 

In preparation for, or in a bid to avoid a potential coronavirus (COVID-19) outbreak amongst patrons or staff at BYS, 

we have the following measures in place: 

− For staff, we maintain accurate records of all work rosters (to identify who has been in close proximity 

with one another during a shift). 

− We will require all patrons who come into the Clubhouse to sign in via the Service Victoria QR app. This 

will also include attendees at any training programs we run. 

− Staff and Members are advised to stay away from the Club if unwell. 

− Staff know if they develop symptoms at work, such as fever, cough, sore throat or shortness of breath, they 

should leave the workplace and seek medical advice. 

− If a staff or Club member does test positive for coronavirus at BYS, we will treat their condition with 

understanding and compassion. We will check in on their wellbeing regularly during self-isolation and 

monitor their mental health. 

− Member’s will be required to check in through a QR code system when visiting the club for longer than 15 

minutes. 

− Tenants are required to record all onsite guests and contractors are required to sign in. 

What will we do if a staff member, Member or guest tests positive for coronavirus? 

− We understand if anyone who is a confirmed case of coronavirus (COVID-19) and they have been at BYS 

whilst they are infectious, then the Department of Health and Human Services (DHHS) will contact us. 

−  

− Respond to a worker being notified they are a positive case or a close contact while at work 

− Clean the worksite (or part) in the event of a positive case 



 

− Contact the Department of Health on 1800 675 398 and notify the actions taken, provide a copy of the risk 
assessment conducted and contact details of any close contacts 

− Immediately notify WorkSafe Victoria on 13 23 60 if you have identified a person with COVID-19 at your workplace 

− Follow further advise from Department of Health Victoria 

− We understand if anyone who is a confirmed case of coronavirus (COVID-19) and they have been at BYS 

whilst they are infectious, then the Department of Health and Human Services (DHHS) will contact us. 

 

 

 

 

 

 

We will then implement the following steps if staff, a member or participant is suspected or 
confirmed to have COVID-19: 

 

1. Isolate: Remove the person from others. SafeWork Australia recommends giving the person a surgical mask, if 

possible. Quarantine in the relevant room as per the BYS procedures.  

2. Inform: Contact the state health authorities (by calling the Victorian COVID-19 hotline on 1800 675 398) and follow 

the advice of health officials. Depending on the situation, authorities may give specific advice.  

 

3. Should a staff member, independent contractor, employee of the independent contractor, or self-employed person 

receive a confirmed COVID-19 diagnosis and have attended the workplace during the infectious period, then 

Worksafe Victoria must be immediately notified on 132360.  

 

4. Transport: Ensure the person has transport, either to their home where they can isolate or to a medical facility. This 

must be in a private vehicle to minimize exposure to others. They should NOT use public transport  

5. Clean: Close off the affected areas and do not let others use or enter them until they have been cleaned and 

disinfected. Contact the clubs contracted cleaner to conduct a deep clean (Corsair Cleaning Services). Open outside 

doors and windows if possible, to increase air flow.  

 

6. All areas, for example offices, bathrooms, common areas and equipment or PPE that were used by the person 

concerned must then be thoroughly cleaned and disinfected. For further information on how to clean and disinfect 

CLICK HERE (https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-

19) 

 

7. Identify: Find out who at the workplace had close contact with the infected person (including up to 48 hours before 

they first started experiencing symptoms). This information can be found through the office attendance register and 

the course attendance sheets. Close contact means anyone who has been face-to-face for at least 15 minutes with the 

infected person or has been in the same space as them for two hours.  

 

8. Those employees/ participants should then be sent home to isolate and get tested. If the infected employee/ 

participant had contact with large parts of the workplace, all employees/ participants may have to self-isolate for 14 

days.  

 

9. Review: Review COVID-19 risk management controls, in consultation with all staff and management, and assess and 

decide whether any changes or additional control measures are required.  

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-19
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-19
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-19


 

 

  



 

 

COVID Safe plan  

 

Our COVID Safe Plan 

Business name:   Blairgowrie Yacht Squadron Inc 

Site location:   2900 Point Nepean Road Blairgowrie                     

Contact person:   Mark Jeffrey 

Contact person phone:   0359259600 

Date prepared:    7th October 2021 

 
 

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.  

• Staff to familiarise themselves with Cleaning and disinfecting to reduce 
COVID-19 transmission – Cleaning and disinfecting to reduce COVID-19 
transmission tips for non-healthcare settings 

• Hand sanitiser stations available at entry points to the Clubhouse and 
Scotts Shed. 

• Monitor staff, members and contractors to ensure use of appropriate PPE. 

• Rubbish bins available throughout the worksite. 

• Corsair cleaning to clean the Clubhouse and Scott’s Shed facility twice per 
week. To be reviewed on an ongoing basis. 

• MH to review, monitor and ensure adequate PPE and cleaning supplies are 
available. 
 

Where possible: enhance airflow by 
opening windows and adjusting air 
conditioning.  

• Officer to monitor on site locations for possibilities of improving air flow 
through working sites throughout the facility at the start of each shift/day. 

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.  

• Reference: https://www.worksafe.vic.gov.au/managing-coronavirus-covid-
19-risks-face-coverings-workplaces 

• Face masks to be worn in accordance with government requirements. 

• Officer on site to monitor staff, members. contractors and visitors for 
compliance, unless lawful exception applies. 

• MH to ensure adequate supplies. 

• Officer to provide masks where an individual has a non-compliant mask. 

• Appropriate signage located at gate, marina office and shared toilet 
facilities. 

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 onsite staff to complete online Coronavirus Safety at Work Online 
Course https://www.sentrient.com.au/covid-19-coronavirus-courses 

• Officer to train staff, visitors and contractors on site on appropriate hygiene 
practices. 

• Staff must not attend work if they are feeling unwell. 

• Reference: https://www.dhhs.vic.gov.au/preventing-infection-workplace-
covid-19 

Replace high-touch communal items 
with alternatives. 

• Staff to avoid sharing equipment such as phones, desks, tools or other 
equipment as much as is practical. 

• All staff on site to have/provide own food beverage and utensils, labelled 
with their name. 

 

https://www.dhhs.vic.gov.au/cleaning-and-disinfecting-reduce-covid-19-transmission-tips-non-healthcare-settings
https://www.dhhs.vic.gov.au/cleaning-and-disinfecting-reduce-covid-19-transmission-tips-non-healthcare-settings
https://www.worksafe.vic.gov.au/managing-coronavirus-covid-19-risks-face-coverings-workplaces
https://www.worksafe.vic.gov.au/managing-coronavirus-covid-19-risks-face-coverings-workplaces
https://www.sentrient.com.au/covid-19-coronavirus-courses
https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19
https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19


 

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). 

• Cleaning of the building to be performed on staff shift change over. To be 
reviewed on an ongoing basis.  

• Staff to acquaint themselves with the correct way to sanitise. Refer 
Cleaning and disinfecting to reduce COVID-19 transmission tips for non-
healthcare settings document. 

• Reception and Marina office visitors desk to be disinfected regularly at 
least twice per day.  

• Other high use areas to be identified and regularly cleaned and disinfected. 

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

• Onsite staff to notify MH if they notice short supply, keeping in mind 
possible lead times. Verkon, Steramine or other appropriate sanitiser to be 
used. 

• Appropriate sanitiser to be available from Marina office and work shed 
area. 

• MH to review, monitor and resupply. 

 

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.  

• Staff to work from home where practical and have access to server via 
VPN connection. 

• All incoming lines diverted to mobiles as appropriate. 

• Minimise any cross over of staff as much as practical. 

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

• Staff to notify if they are working across multiple sights and advise if this 
situation changes. 

Establish a system to screen 
employees and visitors before 
accessing the workplace. Employers 
cannot require employees to work 
when unwell.  

• It is important that staff must not work if they feel unwell. 

• Workers must not attend if they are being tested for corona virus and must 
notify if they are a positive case. 

• Workers who test positive must not attend work. 

• All members, visitors, employees, delivery drivers or contractors on site 
must sign in and answer health check questions.  

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. 

• No more than two staff in the Marina office at one time.  

• Visitors to remain outside the marina office.  

• Staff to have lunch in an area where 1.5m distancing can be observed.  

Use floor markings to provide 
minimum physical distancing guides 
between workstations or areas that 
are likely to create a congregation of 
staff. 

• Physical distancing with visitors be enforced through physical barrier of 
desk.  

• Request visitors maintain a safe distance with people they come into 
contact with. 

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

• Workstations to be 1.5m or greater apart. 

• No workstations face each other. 

Minimise the build up of employees 
waiting to enter and exit the 
workplace. 

• Staff to maintain social distancing when entering or exiting the worksite. 

• Staff to maintain social distancing when working as much as is practical 
and safe to do so given the task at hand. 

https://www.dhhs.vic.gov.au/cleaning-and-disinfecting-reduce-covid-19-transmission-tips-non-healthcare-settings
https://www.dhhs.vic.gov.au/cleaning-and-disinfecting-reduce-covid-19-transmission-tips-non-healthcare-settings


 

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). 

• The appointed officer will provide daily training and reminders on safe 
practices to all onsite attendees. 
 

Review delivery protocols to limit 
contact between delivery drivers and 
staff. 

• Delivery drivers are now using non-contact delivery.  

• Staff to remain aware of risks and to direct delivery drivers on appropriate 
behaviour where necessary. 

• Staff to wear face masks in accordance with DHHS requirements. 

• Staff to wash and/or sanitise hands after any delivery contact. 

Review and update work rosters and 
timetables where possible to ensure 
temporal as well as physical 
distancing. 

• Staff to ensure physical distancing requirements are kept as much as 
possible given the safety and practical aspects of the task at hand. 

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 at the front gate to direct all visitors to sign in. 

• Signage around sight to identify check in processes and requirements. 
 

 

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.  

• Reception and Marina office to maintain a register of attendance for all 
workers, subcontractors, members, visitors (including workplace inspectors) to 
the marina who are present for 15 minutes or longer. 

• All visitors, staff, contractors and delivery drivers to sign in on arrival. 

• The attendance register is to maintained for tracing Covid-19 infections and 
must be stored confidentially and securely. 

Provide guidance to staff on the 
effective use of the workplace OHS 
reporting system (where available). 

• Staff or contractors to notify the officer on site of any workplace OHS 
incidents as soon as practical after they have occurred.  

• The officer is to advise the Commodore of any reportable incident. 

 

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. 

• The facility to be cleaned in accordance with DHHS guidelines and 
direction with a view to reopening when it is safe to do so. 
 

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

• In the event of a positive test DHHS will be contacted on the Corona virus 
hotline 1800 675 395. 

• In the event of a positive test the Commodore will be contacted. 

• Staff will provide DHHS assistance as requested and take direction on the 
next steps. 

• Staff will prepare a copy of the register documentation for the preceding 48 
hours and any further documentation requested by DHHS 

https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule
https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule


 

Guidance Action to prepare for your response 

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

• Where a case is confirmed at the worksite, all surfaces that the employee 
or visitor may have touched to be given a deep clean and disinfect.  

• Perform risk assessment of potential contact to determine additional 
measures that may be necessary. 

Prepare for how you will manage a 
suspected or confirmed case in an 
employee during work hours. 

• Where a case is suspected the officer will direct the staff member or 
contractor to remove themselves from the site as soon as practical and 
recommend they get a Covid 19 test.  

• Due to the nature of the site the most appropriate location for isolation may 
be the employees own vehicle. If this is not practical due to the nature of the 
illness consider the McCarthy centre or other appropriate location for the 
condition. 

• Ensure an ill worker wears a mask and be physically distanced from other 
workers 

• Officer to enter details into the incident reporting schedule. 

Prepare to notify workforce and site 
visitors of a confirmed or suspected 
case. 

• The officer to notify DHHS in the first instance and take direction from them. 
Corona virus hotline 1800 675 395. Note keep triple zero for emergencies only. 

• The officer to notify the Commodore. 

• Notify all staff, members visitors and contractors of the confirmed case who 
are close contacts and direct them to stay in self-isolation ahead of the DHHS 
contact tracing process. 

• For all suspected or confirmed cases inform all workers at the workplace to 
be vigilant about the onset of COVID-19 symptoms and to self-isolate at 
symptom onset and be tested as soon as reasonably practicable. 

Prepare to immediately notify 
WorkSafe Victoria on 13 23 60 if you 
have a confirmed COVID-19 case at 
your workplace. 

• Where a confirmed case is identified the officer must immediately notify 
WorkSafe Victoria on 13 23 60 or complete the online Covid-19 reporting form. 
https://www.worksafe.vic.gov.au/form/confirmed-covid-19-diagnosis-rep. 

Confirm that your workplace can 
safely re-open and workers can return 
to work. 

• Seek approval from DHHS to reopen once all requirements within the 
direction have been completed. 

• Notify Worksafe that the workplace is reopening. 

  

https://www.worksafe.vic.gov.au/form/confirmed-covid-19-diagnosis-rep


 

 



 

 
     



 

 



 

 



 

 



 

 



 
OFFICIAL: Sensitive 

Slowing the spread of coronavirus 

Stay home. Protect our health system. Save lives. 
 
 

 

WASH your hands often with soap and running 

water, for at least 20 seconds. Dry with paper towel 

or hand dryer. 

 
TRY not to touch your eyes, nose or mouth. 

 
COVER your nose and mouth with a tissue when you 

cough or sneeze. If you don’t have a tissue cough or 

sneeze into 

your upper sleeve or elbow. 
 

PHONE your doctor or the hotline – 1800 675 398 – if 

you need medical attention. They will tell you what to 

do. 

 
CONTINUE healthy habits: exercise, drink water, get 

plenty of sleep. 

 
BUY an alcohol-based hand sanitiser with over 

60% alcohol. 

 

Find out more 

www.dhhs.vic.gov.au/coronavirus 

 
 

If you are concerned, call the 
Coronavirus hotline 1800 675 398 (24 hours) 

Please keep Triple Zero (000) for emergencies only 

To receive this publication in an 
accessible format email COVID-
19@dhhs.vic.gov.au Authorised 
and published by the Vic Gov

http://www.dhhs.vic.gov.au/coronavirus
mailto:COVID-19@dhhs.vic.gov.au
mailto:COVID-19@dhhs.vic.gov.au
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Purpose 

The current outbreak of coronavirus disease 2019 (COVID-19) has been declared a 
pandemic. The Victorian government is working with health services, agencies and 
businesses to keep the Victorian community safe. 

As more people are diagnosed with COVID-19, practicing good personal hygiene will be 
critical to help prevent the spread of this disease. It will also be important to clean and 
disinfect premises, including non-healthcare settings, where cases worked or studied.  

This guide aims to provide advice on cleaning and disinfecting to reduce the risk of 
COVID-19 transmission in all non-healthcare settings in Victoria. The principles in this 
guide apply equally to domestic settings, office buildings, small retail businesses, social 
venues and all other non-healthcare settings. 

How COVID-19 is transmitted 

COVID-19 spreads through close contact with an infected person and is typically 
transmitted via respiratory droplets (produced when an infected person coughs or 
sneezes). It may also be possible for a person to acquire the disease by touching a 
surface or object that has the virus on it and then touching their own mouth, nose or 
eyes, but this is not thought to be the main way that the virus is spreading in this 
pandemic.  

Current evidence suggests the virus causing COVID-19 may remain viable on surfaces 
for many hours and potentially for some days. The length of time that COVID-19 
survives on inanimate surfaces will vary depending on factors such as the amount of 
contaminated body fluid (e.g. respiratory droplets) present, and environmental 
temperature and humidity. In general, coronaviruses are unlikely to survive for long 
once droplets produced by coughing or sneezing dry out. 

Cleaning and disinfection 

Cleaning means physically removing germs, dirt and organic matter from surfaces. 
Cleaning alone does not kill germs, but by reducing the numbers of germs on surfaces, 
cleaning helps to reduce the risk of spreading infection. 

Disinfection means using chemicals to kill germs on surfaces. This process does not 
necessarily clean dirty surfaces or remove germs, but by killing germs that remain on 
surfaces after cleaning, disinfection further reduces the risk of spreading infection. 
Cleaning before disinfection is very important as organic matter and dirt can reduce 
the ability of disinfectants to kill germs. 

Cleaning and disinfecting to reduce 

COVID-19 transmission 

Tips for non-healthcare settings 
20 March 2020 
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Transmission or spread of coronavirus occurs much more commonly through direct 
contact with respiratory droplets than through contaminated objects and surfaces. 
The risk of catching coronavirus when cleaning is substantially lower than any risk 
from being face-to-face without appropriate personal protective equipment with a 
confirmed case of COVID-19 who may be coughing or sneezing. 

Importance of cleaning your hands regularly 

Soap and water should be used for hand hygiene when hands are visibly soiled. Use an 
alcohol-based hand rub at other times (for example, when hands have been 
contaminated from contact with environmental surfaces). 

Cleaning hands also helps to reduce contamination of surfaces and objects that may 
be touched by other people. 

Avoid touching your face, especially their mouth, nose, and eyes when cleaning. 

Always wash your hands with soap and water or use alcohol-based hand rub before 
putting on and after removing gloves used for cleaning. 

Cleaning and disinfection 

Routine cleaning and disinfection 

Households, workplaces and schools should routinely (at least daily) clean frequently 
touched surfaces (for example, tabletops, door handles, light switches, desks, toilets, 
taps, TV remotes, kitchen surfaces and cupboard handles). Also, clean surfaces and 
fittings when visibly soiled and immediately after any spillage. Where available, a 
disinfectant may be used following thorough cleaning. See below for choice, preparation 
and use of disinfectants. 

What to clean and disinfect and when  

Clean and disinfect all areas (for example, offices, bathrooms and common areas) that 
were used by the suspected or confirmed case of COVID-19. Close off the affected area 
before cleaning and disinfection. Open outside doors and windows to increase air 
circulation and then commence cleaning and disinfection.  

In situations where a suspected or confirmed case remains in a facility that houses 
people overnight (for example, a boarding house or hotel), focus on cleaning and 
disinfection of common areas. To minimise any risk of exposure to staff, only clean or 
disinfect bedrooms/bathrooms used exclusively by suspected or confirmed case as 
needed. 

In household settings where there is an suspected or confirmed case, dedicate a 
bedroom (and bathroom if possible) for their exclusive use. Clean or disinfect the ill 
person’s bedroom/bathroom as needed (at least daily). If a separate bathroom is not 
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available, the bathroom should be cleaned and disinfected after each use by the ill 
person. 

How to clean and disinfect 

Wear gloves when cleaning and disinfecting. Gloves should be discarded after each 
clean. If it is necessary to use reusable gloves, gloves should only be used for COVID-
19 related cleaning and disinfection and should not be used for other purposes. Wash 
reusable gloves with soap and water after use and leave to dry. Clean hands 
immediately after removing gloves. 

Thoroughly clean surfaces using detergent (soap) and water. 

Apply disinfectant to surfaces using disposable paper towel or a disposable cloth. If 
non-disposable cloths are used, ensure they are laundered and dried before reusing. 

Ensure surfaces remain wet for the period of time required to kill the virus (contact 
time) as specified by the manufacturer. If no time is specified, leave for 10 minutes. 

A one-step detergent/disinfectant product may be used as long as the manufacturer’s 
instructions are followed regarding dilution, use and contact times for disinfection (that 
is, how long the product must remain on the surface to ensure disinfection takes place). 

Cleaning and disinfection of items that cannot withstand bleach 

Soft furnishings or fabric covered items (for example, fabric covered chairs or car seats) 
that cannot withstand the use of bleach or other disinfectants or be washed in a washing 
machine, should be cleaned with warm water and detergent to remove any soil or dirt 
then steam cleaned. Use steam cleaners that release steam under pressure to ensure 
appropriate disinfection. 

Use of personal protective equipment (PPE) when cleaning 

Gloves are recommended when cleaning and disinfecting. Use of eye protection, masks 
and gowns is not required when undertaking routine cleaning. 

Always follow the manufacturer’s advice regarding use of PPE when using disinfectants. 

For cleaning and disinfection for suspected and confirmed cases, when available, a 
surgical mask and eye protection may provide a barrier against inadvertently touching 
your face with contaminated hands and fingers, whether gloved or not. 

For cleaning and disinfection for suspected and confirmed cases, wear a full-length 
disposable gown in addition to the surgical mask, eye protection and gloves if there is 
visible contamination with respiratory secretions or other body fluid. Get advice from 
your work health and safety consultants on correct procedures for wearing PPE. 
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Choice, preparation and use of disinfectants 

Where possible, use a disinfectant for which the manufacturer claims antiviral activity 
(meaning it can kill viruses). Chlorine-based (bleach) disinfectants are one product that 
is commonly used. Other options include common household disinfectants or alcohol 
solutions with at least 70% alcohol (for example, methylated spirits). 

Follow the manufacturer’s instructions for appropriate dilution and use. Table 1 below 
provides dilution instructions when using bleach solutions. 

Management of linen, crockery and cutlery 

If items can be laundered, lauder them in accordance with the manufacturer’s 
instructions using the warmest setting possible. Dry items completely. Do not shake dirty 
laundry as this may disperse the virus through the air. 

Wash crockery and cutlery in a dishwasher on the highest setting possible. If a 
dishwasher is not available, hand wash in hot soapy water. 

Reducing the risk of transmission in social contact settings 

Social contact settings or environments include (but are not limited to), transport 
vehicles, shopping centres and private businesses. 

To reduce the risk of spreading COVID-19 in these settings: 

Promote cough etiquette and respiratory hygiene. 

Routinely clean frequently touched hard surfaces with detergent/disinfectant 
solution/wipe. 

Provide adequate alcohol-based hand rub for staff and consumers to use. Alcohol-
based hand rub stations should be available, especially in areas where food is on 
display and frequent touching of produce occurs. 

Train staff on use of alcohol-based hand rub. 

Consider signs to ask shoppers to only touch what they intend to purchase. 

Vehicle air-conditioning should be set to fresh air           ☒        ☑      


