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With the arrival of COVHD9 our working and
home lives have changed enormously. While
many have shifted to hombased work, there
remains a significant number of people
continuing to go to work. This COV1IB WHS
Guide provides information for business on
actions to provide a safe workplace and keep
workers and others they come in contact with

safe and healthy.



Introduction

Managing the work health and safety risks of

COVIBL19 is a critical cog in the wheel of business. ;
With the risks of COVHIDO likely to be with us for \ “
az2zYS UAYS | KSIRXZ FANNRAY I dzLJ + € |
WHS arrangements will be important for businesses i,
to continue to operate and trade.

This COVH29 WHS Guide provides general
information to assist Queensland businesses to
manage the work health and safety risks with
COVIEL9. It directs you to key information sources
and provides links for general COMI®

information.

As circumstances may differ across busingess, the
Guide is for general informational purposes only.
The Guide may not be applicablg‘to your specific
circumstances and does not constitute legal advice.
You should seek advice before acting or relying on
any of the content.
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ABOUT
COVIELY

Even though numbers of COVID appear to be
managed here in Queensland, we have some
way to go before our business and working lives
return to normal. Understanding the risks and
knowing how to adequately respond to COVID
19 will be important to support and enable
business response and recovery in Queensland,

Australia and globally.
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About COVIA9

What we know

Coronaviruses are a group of viruses that have been causing problems for
humanity for a long time. The impact of previous outbreaks, such as SARS
and MERS, was less than the global havoc unleashed by the new
coronavirus disease COVID.

What we have learned about this new Coronavirus?

2 K0 6S R2y Qi v 2w

Coronaviruses are zoonotic, meaning they are transmitted between

animals and people. Unlike its predecessors, CQYIEan be transmitted ¢KSNB Aad YdOK 68 R®yilchcahy 2 ¢
by humans earlier in the course of the infection, even whés 2 LJt S | Ny &3 the complexity of managing the risks.
showing symptoms.

_ . _ _ _ _ Virologists estimate the incubation period in the body is
Most people infected with the COWI® virus will experience mild to between 214 days. Depending on conditions the virus can
moderate respiratory illness and recover without requiring special survive outside the human body on various surfaces from
treatment. Older people and Aboriginal or Torres Strait Islanders and hours to days.
those with underlying medical problems are more likely to develop iliness
and complications which may result in death. Medical researchers are working to find a COYDraccine,

. . GNBIFGYSyid 2NJ OdzNB>X o6dzi S R2
At present there is no vaccine or cure. The best way to prevent and protect pe gyailable and could be months to a year away.
yourself and others from infection is by physical distancing, washing your ) 5 ) ) .
hands or using aalcohol basedub frequently and not touching your face. azau aA3adyAFTFAOlFyute oKFIu S R

, , , L and how long the pandemic will last in Australia and
In the V\_/orkp_lacez we can prevent the_spread of |nfe_ct|on_ by |plent|fy|ng and globally. Public health and business control measures will be
controlling high risk activities, distancing and ensuring high risk objects important in the short, medium and longéerm.

and surfaces are cleaned regularly to reduce contamination.
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WHS OBLIGAT
BUSINESS CON

2 KSGKSNIJ @82dzQNB NB A LR Y aAocd
worker in the workplace, understanding WHS

obligations and controls for COVID is important.

To continue to operate, businesses must identify
COVIBEL9 WHS hazards and eliminate these.

Where not possible, the business must consider
whether a control measure is available and if it is
WNBF a2yl ofé& LN O0AOIo6f S¢
measure. Businesses should also plan to respond

to cases of COVAD® should they arise at work.
7
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WHS Obligations ["Pee=r-on

Employers or the PCBU, have a duty of care for the health and safety of their workers
and others at the workplace. This includes:

l dza GNF € AL Q& 21 { €tS3Araftl daz2yA povidi@aesd maimedhing aNdrk envi@nmenShatisimithout risk to health

and safety qluty on gaersonconducting a busi_ness and safety, and

or undertaking (PCBU) or employer. Obligatiares A providing adequate facilities for workers in carrying out their work.

also placed on officers of a PCBU, workers and other

persons at a workplace. Officers of a PCBU

VisitSafe Work Australiwebsite to understand the Officers have a duty to exercise due diligence to ensure that the PCBU meets its wor

WHS laws in your jurisdiction. health and safety obligations. The duty requires officers to be proactive in ensuring
that the company/PCBU complies with its duty.

Workers

Workers (including contractors and volunteers) are responsible for:
A taking reasonable care of their own health and safety
A not adversely affect the health and safety of others, and

A following any reasonable directions given and in place, including those for to
COVIEL9 and if working from another location, such as a hdrased work.

Others

Others (such as visitors, suppliers) are responsible for following any reasonable
directions given and in place, including COWDesponse and restrictions in

workplaces.

8
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https://www.safeworkaustralia.gov.au/law-and-regulation

Risk Assessment
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MONITORING & REVIEW

Business Continuity

Managing COVHD fits within your business continuity plan (BCP) and CO¥ID
WHS management plan, both of which provide broad and-tagél direction for
establishing the expectations, framework and monitoring regimes for business an
COVIEL9 WHS management.

BCP and COI® management plans may vary in size and formality, however the
should enable good governance, due diligence, integration with business
processes, which are important to provide workers and the business with
protection to ensure WHS legal obligations are met and harm from hazards in wo
prevented.

A BCP framework based ¢hO 31000:2018 Risk Management Guidelprevides

“a good base for business continuity, the figure on the left show the risk

management framework from 1SO 31000.

The COVH29 WHS management plan provides the forum for the business to
demonstrate leadership and commitment in order to:

A Examine and understand the impact of CO¥®0n your business
A Assign authorities, responsibilities and accountabilities
A 1dentify and manage risks and confirm the allocation of resources
A Establish means for communication and consultation
A Monitor and measure performance to determine effectiveness.
Resource
Go to pages 225 of this Guide for details of the Kitney COYDWHS templates:
A COVIBL9 WHS Management Plan o


https://www.iso.org/iso-31000-risk-management.html

COVIEL9 WH
MANAGEMEN
PLAN

The COVIRR9 WHS Management Plan is a broad
and highlevel plan to enable strategic and
operational decisiormaking and actions. For
responding to emerging situations such as COVID
19, the Plan should relate to your business

continuity plan and WHS management system.

The COVIR29 WHS Management Plan places a
focus on key management areas, responsibilities,

and performance reporting.

10
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WORK
MANAGEMENT

To ensure effective WHS
management of work
areas and work activities
and minimise risks of
COVIBL9 exposure.

PEOPLE
MANAGEMENT

To ensure effective
management of workers
and others who may be
impacted by COVHDI,

including higher risk

persons.

nsure an effective
ework for COVH29
zard identification,
assessment, control,
view and continuous
improvement.

esource
Go to pages 225 of this Guide for details of the Kithey COXYIDWHS templates:
A COVIBL9 WHS Management Plan

2020

ent Plan

uit the business. We have identified 5 key areas
ent, as shown below and on the following page:

RESOURCE
MANAGEMENT

To ensure sufficient and
suitable resources are
available for the
effective management of

COVIEL9.

COMMUNICATIONS
MANAGEMENT

To ensure effective
consultation and timely
communications for the
ongoing management of

COVIBL9.

11



So far as Is reasonably practicable

In the current COVHR9 circumstances, to decide if something
I S reasonably practicable, you need to consider the:

A likelihood of the risk occurring

I\/I an ag e m e nt A degree of harm that might result, and

A availability and suitability of a control measure.

Risk Management is a proactive process that helps you identify and manage a hazard
or concern with important principles that can be applied to all hazards, including
COVIEL9. By taking a planned and systematic approach, you can address all
reasonably foreseeable hazards and risks associated with €O\Viithe workplace.

The WHS risk management process involves four steps as set outHioth&
Manage WHS Risks Code of Praqsee Figure), these are:

1. Identify hazards by finding out what could cause harm.

|dentify
1 hazards

2. Assess risks by understanding the nature of the harm that could be

caused, how serious the harm could be.and the likelihood of it happening. ) Management

04 commitment

3. Control risks by implementing the"most effective control measures that .
are reasonably practicable.in the circumstances. Review and

maintain
control measures

4. Review control measures toensure they are working as planned.

A COVIEL9 WHS Risk Registeris an important tool to identify hazards and account Control
for the management and cantrol of COVID risks.

Resource
Go to pages 225 of this Guide for details of the Kithey COXYEDWHS templates:
A COVIEL9WHS$ Risk Register >
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https://www.worksafe.qld.gov.au/__data/assets/pdf_file/0003/58170/Manage-WHS-risks-COP-2011.pdf

Work
Management

Work Management is about identifying the risks
associated with work areas and work activities to
ensure effective controls are in pladdigh level

controls for the management of work include stopping
services where possible or introducing hoimased
work to eliminate the risk.

Other controls include monitoring access to work sites
using aCOVIBL9 Visitor and Customer Sigm Sheet
andclassifying the risk level of continuing services
with standard or additional controls based on the
work area or activity, such as access restrictions,
reduced touch points, physical distancing/and PPE.

Resource
Go to pages 225 of this Guide for details of the
Kitney COVIR9 WHS templates:

A COVIBL19 Safe Work Procedure

A COVIBL9 Visitor and Customer Sigim Sheet

© Kitney Pty Ltd 2020

COVIB19 Risk Scenarios for Work Management

Using risk scenarios and questions for C@MBRan help to understand and
classify lower and higher risk COMI®work areas and work activities. Once a risk
level is determined, the type and level of COXtfDcontrols can be applied.

COVIBEL9 WHS risk assessment can be done using the CIMINZHS Risk Register
or specific COVHD9 WHS risk assessments. Once CQ9lEbntrols have been
determined these can be included in Safe Work Procedures or similar
documentation to confirm with workers how COVID risks will be managed
during work.

Lower risk COVHDO sites include: StandardCOVIBL9
General office environment, limited contact with public Controls
Sites with COVHD9 health checks, social distancing, regular
cleaning, hand washing facilities etc.
A Sites with no person/s tested COVIB positive in past 14 days
displaying symptoms

Higher risk COVHDO sites include: StandardCOVIBEL9

A High public contacsites e.g. healthcare, retail Controls + additional
A Sites with no or limited COWI® controls controls based on

A Person/s tested COWI® positive or displaying symptoms work scenario

A Irregular cleaning regimes

A Distancing not sufficient (<1.5m)

A General disregard for COVID management and controls.

13



COVIB19 Risk Scenarios for People Management

Pe O p I e Using risk scenarios and questions for people management can help to understanc
and classify lower and higher risk personnel. Once a risk level is determined, the

M an ag e m e nt level of COVIA9 Controls can be applied.

This type of assessment should be done with the individual and recorded using a
COVIEL9 Personal Status Register to confirm personal arrangements.

t S2LX S alyl3aISYSyid O2YoAySa GKS WKSIfOKQ Ay KSIFf K
and safety and HR management. It involves identifying
hazards that COVIDO may present to your people and

the risks your people may present to those they come in | gyer risk COVH personnel include: StandardCOVIBL9
contact with through work. A Aged less than 65 years with no chronic medical conditions ~ Controls

People management includes identifying workers who A Generally fit and healthy with no compromised immune system

may be more vulnerable to COVID and removing A Aboriginal and Torres Strait Islander people less than 50 years

them from direct exposure, such as through heme e e clconciion

based working, and establishing protocols for workers Higher risk COVHD9 personnel include: Gontrols based on
who have been exposed to COMID, presenting with A People aged 65 years with chronic medical conditions work scenario and

symptoms or travelled overseas in the past 14 days. A People aged 70 years and older people needs
A Aboriginal and Torres Strait Islander people 50 years and older
A

Procedures for responding to COMID.exposure should
also be established, include processes for-selfation,
testing and contact tracing as directed by Public Health.

with one or more chronic medical condition
People with compromised immune systems

Resource
Go to pages 225 of this Guide for details of the Kithey COYDWHS templates:
A COVIBL9 Personnel Status Register

A COVIBL9 Customer Site Visit Check

14
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Resource
Management

Employers should ensure workplaces are properly
resourced to manage COVID WHS risks and, most

importantly, check that the resources are being used.

The WHS hierarchy of control provides an important
framework for determining what resources may be
required for COVH29 management.

é% Eliminate risks &

Reduce the
risks through

Reduce exposure to the hazard
using adminstrative controls

v
v
v

| Use personal protective equipment l

LOWEST LEAST

© Kitney Pty Ltd 2020 m

Facilities and Supplies
Employers also have an obligation to provide a work environment that is without risk to
health and safety. This includes:

A Managing the work area and ensuring suitable resources for GOYV/ID

A Providing access to hygiene facilities such as soap, water and toilet paper

A Ensuring equipment is kept clean, properly stocked and in good working order.
LT adzlJLX ASa ySOSaalNER G2 LINRPOARS | al FS
should consider whether workers should carry out work or work elsewhere, such as
home-based work.

Personal Protective Equipment

PPE for managing COVAB can include gloves, eye protection and face masks etc. For
AYF2NNIFOAZ2Y |102dz0 tt 9 AYOfdzRAY3I SYLIX 2e S
personal protective equipmerwebpage. With demand for masks etc. high and PPE_
NEO23IyAaSR lFa | Witlau tAYyS 2F RSTFSYOSQ:X
approaches to eliminate or minimise COMI®risk.

Where there is a need to provide workers with PPE to reduce GT®/éRposure or
contamination, the business should provide information and training on how to fit the
PPE and use it effectively. The Australian Government Department of Health has
publishedgeneral COVHD9 information on surgical masks and who should use them

Cleaning

Workplacesshould already have in place a regular cleaning and waste removal schedule
To further reduce the risk of contamination and spread of C&\dlzonsider increasing

the frequency or concentration of cleaning relevant to the work areas and activities.
Where workers are using PPE and cleaning equipment, ensure potentially-C®OVID
contaminated items are disposed of correctly. 15


https://www.safeworkaustralia.gov.au/ppe
https://www.health.gov.au/sites/default/files/documents/2020/03/coronavirus-covid-19-information-on-the-use-of-surgical-masks.pdf

COmmun|Cat|OnS Consultation

Employers must consult on WHS matters with workers who carry
out work and who are (or likely to be) directly affected. This

M an ag e m e nt includes consulting with contractors, dmre workers and
volunteers about WHS decisions that directly affect them and
which you influence or control.

Consultation with workers, their representatives and taking into account Communications with customers is important to ensure both the
official information sources will be important for determining health and safety of workers and the customer.
appropriate control measures.

It is important workers contribute to discussion and decisions on GOVID
19 controls where they will continue with work and services. Employers
must also ensure that direction and guidance to workers, customers, N
contractors, suppliers etc. is clear, unambiguous and kept up to date. "\
Communications should ensure they know:

A When they need to stay away from a workplace and actions to take if
they enter the work premises

A What to do if they come in contact.with or develop symptoms of

COoVIBL9
A Who to contact for informatidn‘and discuss concerns 1 ' “
Provide your workers with thé Safe Work Australia fact sheet Coronavirus |q =1 : ‘o ’*\
(COVIEL9) - Work health ag@ésaietyradvice for workers '/"'
\
Resource v
Go to pages 225 of this Guide for details of the Kithey COYIDWHS templates:
A COVIBELY9 Info Sheet for Staff / COUD Info Sheet for Customers 16
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A COVIBL9 Customer and


https://www.safeworkaustralia.gov.au/doc/workers-whs-advice-covid-19

HEALTH &
WELLBEING
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The outbreak of COVAL® has impacted
people in varying ways and many employers
have recognised the importance of health and
wellbeing for staff, whilst also addressing

business continuity, services and performance.

Keeping fit and healthy is important for
reducing the risks of contracting COMI® and
reducing health complications. Exercise and
lifestyle, nutrition and mental health are
important elements for maintaining health and

wellbeing for workers.
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