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:

Herveybay Gem and Mineral Club

Worker representative consultation:
JAN BRADDY
JOHN PROUSE
TERRY OLDHAM
RAY WILSMORE
PETER LEWIS

Division/group:
N/A

Date completed:
02/06/2020

Date distributed:

Manager’s name:

Worker representative’s name:
PETER LEWIS

Revision date:
01/07/2020

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

* Open for business preparation

Daily Duty
Officers/commitee

* Made Adjustments to all working areas,
* Systems regarding distancing and member safety introduced
* Carried out risk analysis of all areas and processes
* Removed high risk shared items where practical
* Purchased zip boil system
* Ceased food purchases and supply
* Established outdoor break area
* Informed all members of requirements prior to opening.

* Daily preparations prior to opening
Clean as per swa guidelines
Sanitize door handles and locks
Clean office equipment
Clean and sanitize kitchen area
Check and clean Toilet area
Check signage
Turn on water
Turn on water zip boil sanitize control tap
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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.
* Ensure signage is current clearly displayed and intact

Duty
Officers/commitee

* Introduce individual booking system for all areas
* Clearly mark all work areas
* Limited daily attendance
* Faceting room 3 members
* Silversmithing 8 members
* Cabbing area

5 members

* Saw room

1 member

* Casting area

1 member

* General area

2 members/visitors

* Utilize outside, inside areas or work areas for break times
* Allocated general internal area to have maximum 6 people at any time
* Kitchen area to have max 2 people at ant time
* Office area to have 2 members at any time
* Duty officers to control and maintain Covid-19 plans
* Close doors and restrict entry when required
Note: All area limits to be based on 4sq meter rules as per Covid-19
direction.
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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.
* Condition of entry to sanitize hands at entry point

Daily DutyOfficers

* Monitor and maintain 4sq meter rule
* Maintain 1.5mtr where possible or practical rules apply
* Duty Officers to Record daily attendance register
* Duty officer to receipt all payments
* Duty officer control of all member purchases
* Control daily entry limits as per covid guides
* Introduce booking system/appointments for attendance
* Restricted bookings will be introduced
* Members to sanitize equipment hand tools after use
* Restrict entry to library area
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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.
* Developed and delivered training on new processes to all duty
officers,this to be ongoing due to nature of covid-19 and government
recomendations

President/Treasurer

* Introduced cleaning process regarding daily/weekly process
* Restrict attendance relevant to Covid -19 roadmap
* Allocated work areas to comply with Covid-19 4mtr/1.5mtr roadmap
* Extend trading hours if required
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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.
* Hand washing facilities or alcohol-based hand sanitizer at entry and exit
points, common rooms,lunchrooms,bathroom areas

Duty
officer/commitee

* Cleaning products in all work areas
* Disposable cleaning cloth all areas
* Signs posted regarding practicing of proper hygiene and hand washing
* Scheduling appointments/bookings to allow for sufficient cleaning time
* Supplied paper hand towels
* Members to wash/sanitize hands prior to utilizing kitchen area and
equipment
* Explore other option available to improve Hygiene
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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.
* Have contractors or visitors sign in with Duty officer prior to club entry

duty officer

* Clear external signage
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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?

* Introduce documented workable process

Duty
officers/Commitee

* Schedule weekly review of processes on effectiveness
* Carry out risk analysis regarding member and operational issues
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Notes
* Duty Officers when on duty will have authority on behalf of our club to interpret and manage this plan as they deem relevent
to daily operations.
* All duty officers are aware of Covid-19 requirements,SWA guidelines and our processes to minimize risk to members.
* They volunteer their time to enable our club to operate,please respect their interpretations of our plan
* Going forward if members have concerns regarding our plans inform your Duty officer or a committee member, they have
processes in place to address issues.
* Members/visitors please note: when the club opens on the 15th June all members are required to accept and follow social
distancing, cleanliness and our current plans regarding Covid-19 prior to returning to the club,
* Cleaning and sanitizing your work areas and equipment is a members duty to protect all
* You use it you clean it
* Bookings for attendance will commence on 00/06/2020 some restrictions will apply
* When maximum numbers are reached entry will not be allowed
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