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COVID Safe Plan 

Covid-19 

Purpose 

The purpose of this COVID management plan is to provide The Quiet Man with 

a coordinated and integrated plan of action that ensures the risk to the health 

and safety of all staff and personnel arising from COVID-19 is properly 

managed and contained. 

The scenarios within the COVID Safe Plan will be reviewed and updated 

periodically as the pandemic evolves, new rules come into play, knowledge 

develops, and more experience is gained. The Quiet Man will frequently check 

for the most up to date version of the business Continuity Guide for COVID-19 

Scope 

This management plan is to be adopted across all levels. The principles and 

procedures detailed through this plan provide guidance and information on 

how to act when confronted with corona-virus related situations. 

 

▪ Casual contact with confirmed case 

▪ Showing clear symptoms 

▪ Close contact with confirmed case 

▪ Suspected case 

▪ Confirmed case 

▪ Multiple cases 

 

 

 



 

 

In order to help manage the spread, The Quiet Man: 

• Has prepared this COVID Safe Plan 

• Ensures workers work from home where they can do so 

• Collects records of all workers, customers, and clients attending the 

work premises for 15 minutes or longer 

• Requires that only one worker is present per four square metres in 

enclosed workspaces or shared areas 

• Ensures workers are in good health and does not require symptomatic 

employees to work 

• Sends home employees who feel unwell and directs them to get tested 

• Reports any positive cases to DHHS, Worksafe, H&S Representatives and 

notifies its workforce 

• Regularly cleans its facilities, shared spaces and provides additional 

cleaning supplies 

• Undertakes a risk assessment for cleaning and the potential closure of 

your workplace in certain situations 

 

 

 

 

 

 

 

 

 

 



 

 

Definitions 

Close Contact - A close contact is: 

• Someone who has had greater than 15 minutes face-to-face (within 1.5m) contact in 

any setting with a confirmed case in the period extending from 24 hours before 

onset of symptoms in the confirmed case or, 

• Someone who has shared a closed space with a confirmed case for more than 2 

hours in the period extending from 24 hours before onset of the symptoms in the 

confirmed case 

A close contact includes a person meeting any of the following criteria: 

• Living in the same household 

• Direct contact with the body fluids within recommended PPE or failure of PPE 

• A person in the same hospital room when an aerosol generating procedure is 

undertaken on the case, without recommended PPE 

• Aircraft (or long bus or train trip) passengers who were seated in the same row, or 

the two rows in front or behind a symptomatic case 

Casual Contact – A casual contact is: 

• Someone who has had less than 15 minutes face-to-face (1.5m) contact in any 

setting with a confirmed case in the period extending from 24 hours before the 

onset of symptoms in the confirmed case; or  

• Someone who has shared a closed space with a confirmed for less than two hours in 

the same period extending from 24 hours before the onset of symptoms in the 

confirmed case 

Other casual contact may include: 

• Aircraft (or long bus or train trip) passengers who not were seated in the same row 

or the 2 rows in front or behind a symptomatic confirmed case 

Suspected Case – is defined as a person who has: 

• International travel in the 14 days before the onset of illness, or 

• Close or casual contact in the 14 days before illness onset with a confirmed case of 

COVID-19, and 

• Fever, or 

• Acute respiratory infection (e.g. shortness of breath, cough or sore throat) with or 

without fever 



 

 

Symptomatic Person – is defined as someone suspected of displaying symptoms 

consisting with COVID-19 predominantly from community transmission. Early symptoms of 

COVID-19 may include: 

• A low-grade fever that gradually increases 

• Skin may feel unusually cold and sweaty, patchy discolouration or pale skin 

• Having a dry cough that gets more severe or time resulting in a sore throat 

• Fatigue or drowsiness 

• Shortness of breath 

These symptoms are different to that of a cold, which often includes sneezing and 

congestion, and rarely involves a fever. 

Confirmed Case – is defined as a person who tests positive to a validated specific nucleic 

acid test or has the virus identified by electron microscopy or viral culture, at a reference 

laboratory. 

Isolation – separates people with COVID-19 from people who do not. These people should 

isolate at home or another suitable location if they have tested positive or have symptoms 

and are awaiting test results. 

Quarantine – Separates and restricts the movement of people who have been or may have 

been exposed to COVID-19. People who are living with a person diagnosed with COVID-19 or 

are a close contact of a confirmed case of COVID-19 must stay at home. 

Requirements 

The Quiet Man will review each of the current foreseeable COVID-19 scenarios found in this 

document to assist with our continuity planning and business readiness. 

Our team will work to develop additional local contingencies and workarounds that will 

further address each of the likely scenarios. 

In the event an employee is identified as having had potential COVID-19 exposure the 

following reporting action must be taken: 

1. Advise the Manager on duty 

2. Notify the relevant authorities 

Hygiene 

• The Quiet Man has placed sanitizers with at least 60% alcohol throughout premises. 

The Quiet Man has instructed employees about the importance of regular hand 

hygiene when touching multiple surfaces. 

• Signage has been implemented on surfaces throughout 



 

 

Cleaning 

In order to ensure appropriate cleaning, The Quiet Man has developed a cleaning checklist 

that will be adhered to and signed off every day. 

In the event of a confirmed case, The Quiet Man will opt to hire deep cleaning services to 

minimise the risk of infection. 

Physical Distancing 

• We have limited the number of staff present by alternating rosters; lunch times are 

also one person per time so as to not have many people in an enclosed space at 

once. 

• Signage has been placed around to promote awareness of physical distancing rules 

and act as a constant reminder of how many people are allowed occupy a space at 

once. 

• To eliminate physical contact between delivery drivers and customers, we have 

developed a system in which the driver leaves the sealed food order at the door and 

notifies the customer via phone. 

Face Coverings 

• The Quiet Man takes reasonable steps t ensure that its employees wear a face 

covering at all times when working. 

• Staff are briefed upon arrival to wear and carry face coverings at all times in the 

workplace.  

• The Quiet Man/Thirsty Camel provides masks to workers and where replacements 

are needed. 

• Staff regularly monitor face coverings of customers and instruct everyone to wear 

them 

Record Keeping 

The following information is to be recorded: 

• Date and time work was completed 

• Team members who worked together 

• Any breaks taken, including time and location (if left premises) 

Sign in registers are also implemented where the name and phone number of visitors who 

spend 15 minutes or longer at the premises 

 

 



 

 

Permitted Worker Scheme 

Management will be issuing worker permits. Employees have been directed to collect their 

permit. 

The permits will be issued upon arrival 6th August 2020. Employees must carry a permit 

along with photo identification when travelling to and from the workplace. Employees can 

travel to work without a work permit once to collect their first permit. 

Risk Management 

The Quiet Man will review each of the current foreseeable COVID-19 scenarios found in this 

document to assist with our continuity planning and business readiness. 

All sites will work with the senior leadership team to develop additional local contingencies 

and workarounds that will further address each of these likely scenarios. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

SCENARIO 1 

Employee has returned from an overseas location but shows no symptoms 
 Applicable 

▪ Personnel/ Workers 
 Procedure 

1. Employee must isolate and not return to work for 14 days and only if not showing 
symptoms. 

 
2. Employee must inform the Manager or Supervisor immediately. 

 
3. When in isolation closely self-monitor for symptoms, these include fever, 

cough, fatigue, sore throat, or shortness of breath. Other possible symptoms 

include chills, body aches and muscle pain. 

 
4. To minimise the spread of germs you should regularly wash surfaces that are 

frequently such as door handles, light switches, kitchen, and bathroom areas. 

Clean with household detergent or disinfectant. 

 
5. You should not attend public places; in particular, work, conferences, school, 

childcare, retirement villages, age care facilities, concerts or public gatherings, 

university, or shopping centres. 

 
6. Only people who usually live in the household should be in the home. Do not allow 

visitors into the home. 
 

7. Consider arranging your shopping via home delivery. 
 

8. If you must leave the home, wear a mask. 
 

 

 

 

 

 

 



 

 

 

SCENARIO 2 
 

Employee has returned from an overseas location and shows symptoms 
 Applicable 

▪ Personnel/ Workers 
 Procedure 

1. Employee must self-isolate and immediately contact their health practitioner 

or hospital emergency department and follow their advice. 

 
2. Employee must inform manager immediately. 

 
3. When in isolation, to minimise the spread of any germs you should regularly 

wash surfaces that are frequently touched such as door handles, light switches, 

kitchen, and bathroom areas. Clean with household detergent or disinfectant. 

 
4. Employee should not attend public places; in particular, work, conferences, 

school, childcare, retirement villages, age care facilities, concerts or public 

gatherings, university, or shopping centres. 

 
5. Only people who usually live in the household should be in the home. Do not allow 

visitors into the home. 
 

6. Employee must remain in a separate part of the house from other household 

members and always wear a mask where possible. 

 
7. If the employee must leave the house a mask should be worn. Arrange shopping via 

home delivery services. 
 

 

 

 

 

 

 

 



 

 

SCENARIO 3 
  

Employee believes they have been in close or casual contact with someone 

who may have been in contact with a symptomatic person 
 Applicable 

▪ Personnel/ Workers 
Procedure 

PART A 

Employee (person A) not showing symptoms has been in recent close or casual contact 

with another person (person B) who is also not showing any symptoms. Person A 

discovers that person B has recently been in close contact with a symptomatic person 

(but not confirmed) (person C). 

Actions: 

1. Person A reports to work as per usual. 
 

2. Closely self-monitor for symptoms, these include fever, cough, fatigue, sore 

throat, or shortness of breath. Other possible symptoms include chills, body 

aches and muscle pain. 

PART B 

Employee (person A) not showing symptoms has been in recent casual contact with 

another person (person B) who is also not showing any symptoms. Person A discovers 

that person B has recently been in close contact with a confirmed case (person C), and 

person B is now required to self-isolate. 

Actions: 

1. Person A reports to work as per usual but informs manager of the situation. 
 

2. Closely self-monitor for symptoms, these include fever, cough, fatigue, sore 

throat or shortness of breath. Other possible symptoms include chills, body 

aches and muscle pain. 

PART C 

Employee (person A) not showing symptoms has been in close contact within 24 hours 

with another person (person B) who is also not showing any symptoms. Person A 

discovers that person B has recently been in close contact with a confirmed case 

(person C), and person B is now required to self-isolate. 

Actions: 



1. Person A must inform their manager who will determine work arrangements and 

discuss any alternatives or additional precautions that may be required.  

 
Closely self-monitor for symptoms, these include fever, cough, fatigue, sore throat, 

or shortness of breath. Other possible symptoms include chills, body aches and 

muscle pain. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

SCENARIO 4 
 

Employee believes they have been in close or casual contact with another 

person within the last 24 hours inside the workplace and the other person 

has become symptomatic but is not a confirmed case yet 
 Applicable 

▪ Personnel/ Workers 
Procedure 

 PART A 

Employee (person A) not showing symptoms has been in recent close contact with 

another person (person B) within the last 24 hours inside the workplace. Person B was 

not symptomatic at the time of contact but has now become a symptomatic person (not 

a confirmed case). 

Actions: 

1. Person A must inform their Supervisor who will liaise with Management to 

determine work arrangements and discuss any alternatives or additional 

precautions that may be required. This may involve working from home if 

possible. 

 
2. Person A should closely self-monitor for symptoms, these include fever, 

cough, fatigue, sore throat, or shortness of breath. Other possible symptoms 

include chills, body aches and muscle pain. 

 
3. Manager should begin determining who else has been in close contact with 

person B. If the test results for person B are positive, the local public health unit 

will need to arrange daily monitoring of these close contacts. 

 
4. To minimise the spread of any germs - surfaces or locations that person B may 

have visited should be disinfected, such as their desk and nearby desks, chairs, 

door handles, light switches, kitchen, and bathroom areas. Clean surfaces with 

cleaning detergent and/or disinfectant and wear appropriate PPE. 

 

 
PART B 

Employee (person A) not showing symptoms has been in recent close contact with 

another person (person B) within the last 24 hours inside the workplace. Person B was 

not symptomatic at the time of contact but has now become a symptomatic person (not 



a confirmed case). 

Actions: 

1. Person A should closely self-monitor for symptoms, these include fever, 

cough, fatigue, sore throat or shortness of breath. Other possible symptoms 

include chills, body aches and muscle pain. 

 
2. Manager should determine if anyone has been in close contact with person B. If 

close contact has been identified, refer to the actions in Part A. 

 
3. To minimise the spread of any germs - surfaces or locations that person B may 

have visited should be disinfected, such as their desk and nearby desks, chairs, 

door handles, light switches, kitchen, and bathroom areas. Clean surfaces with 

cleaning detergent and/or disinfectant and wear appropriate PPE. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

SCENARIO 5 
  
Employee believes they have been casual contact with someone in the last 24 
hours who has been advised they are a confirmed case 

 Applicable 

▪ Personnel/ Workers 
 Procedure 

1. Report immediately to site manager to determine work arrangements and 

discuss any alternatives or additional precautions that may be required. 

 
2. Employee must closely self-monitor for symptoms, these include fever, 

cough, fatigue, sore throat, or shortness of breath. Other possible symptoms 

include chills, body aches and muscle pain. 

 

3. Public Health authorities will contact the person for tracing and monitoring 
purposes. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

SCENARIO 6 
 

Employee lives with someone who has returned from overseas in the last 14 
days but shows no symptoms 

 Applicable 

▪ Personnel/ Workers 
 Procedure 

1. Report immediately to manager who will determine work arrangements and 

discuss any alternatives or additional precautions that may be required. 

 
2. Closely self-monitor for symptoms, these include fever, cough, fatigue, sore 

throat, or shortness of breath. Other possible symptoms include chills, body 

aches and muscle pain. 

 
3. Continue to practice good hand and sneeze/cough hygiene and keeping your 

distance from others. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

WELLBEING OF STAFF AND CUSTOMERS: 
 
Provide COVID-19 training for staff: 

• When to get tested 

• Physical distancing 

• Cleaning schedule 

• How to collect and store contact details of patrons 

• Also, website training foodauthority.vic.gov.au/COVID-19-training 

• Make staff aware of their leave entitlements if they are required to isolate. 

• Conditions of entry (website, social media, venue entry) 

• Venues must assign one member of staff as COVID-19 hygiene marshal, distinctive 

clothes (shirt or badge) manager 

• Adhere to plan including overseeing social distancing, cleaning and ensuring the 

accuracy of record keeping. 

• One COVID-19 safety marshal per area 

 

Physical distancing: 

 

Capacity of one customer per 4 sq meters of space must be adhered to. 

Premises that have more than one area: 

• Does not allow people in different areas to mingle. 

• Has staff that are providing food and drink in that area only. 

• Separated from other areas of the premises. 

• Monitored by a designated covid19 safe marshal at required times, i.e 12pm-4pm, 

5pm-9pm. 

Bookings must not exceed 10 customers, should be no than 10 customers per table. 

Venues taking bookings for weddings or funerals should ensure there is a covid19 safety 

plan in place for the event. 

Bookings can be taken for future dates for a higher number of guests than permitted by the 

current public health order. 

Reduce contact or mingling between groups and tables wherever possible. 

Move or remove tables and seating to support 1.5 metre of physical distancing. Household 

or other close contacts are not required to physical distance. Groups of friends may not 

necessarily all be from the same household so may require additional space at a table so 

they can physically distance.  

Reduce crowding and promote physical distancing with markers on the floor where people 

are asked to queue, such as the entrance/exit or restroom. 



Where possible ensure staff maintain 1.5m physical distancing including at meal breaks and 

in the office or meeting room and assign workers to specific workstations. If staff are not 

able to physical distance, or work in a role with significant public interaction, they are to 

wear a facemask at all times in the office, kitchen, bottle shop, restaurant and bar.  

Alcohol can only be consumed by seated customers. 

Where reasonably practical, stagger start times and breaks for all staff members. 

Consider/implement physical barriers such as plexiglass around counters with high volume 

interactions with customers. 

Review regular deliveries and request contactless delivery/invoicing where practical. 

Introduce strategies to manage gatherings that may occur outside the premises and in any 

designated smoking areas. 

 

Record keeping: 

 

Keep name and contact number for all staff, customers and contractors for a period of at 

least 28 days. Each person that attends a venue must provide their name and contact 

details. Where possible, personal details should be collected in a way that protects it from 

disclosure to other customers. 

Records are only to be used for tracing COVID-19 infections and must be sorted 

confidentially and securely. QR code sign in is encouraged. 

Role of ciovid19 safe hygiene marshal to ensure accuracy and legibility of records. 

Paper sign in is permitted, but premises must digitalise these within 24 hours and provide 

immediately on request. 

Make your staff aware of the COVID-19 safe app and its benefits to support contact tracing 

if required. 

All venues must register their business through vic.gov.au. 

Cooperate with Vic health if contacted in relation to a positive case of COVID-19 at your 

workplace and notify safe work Vic. 

Adopt good hygiene practices. 

Ensure bathrooms are well stocked with hand soap and hand dryers or paper towel. 

Reduce the number of surfaces touched by customers wherever possible. 

If condiments are on individual tables such as salt and pepper shakers, these should be 

cleaned between sittings. 

Clean cutlery and tableware with detergent and hot water, or with a commercial grade 

dishwasher if available. 

Menus should be laminated (clean between use), displayed or be single use. Place take 

away menu outside the venue where possible.  

Clean frequently, all indoor hard surfaces areas at least daily with detergent/ disinfectant. 

Clean frequently touched areas and surfaces several times per day. Clean tables, chairs, and 

any table settings between each customer. If using a paper sign in system, ensure the pen is 

wiped down with a disinfectant solution or wipe down with a disinfectant solution or wipe 

between use. 

Maintain disinfectant solutions at an appropriate strength and use in accordance with the 

manufacturer instructions. 



Staff are to wash hands thoroughly with soap and water before and after cleaning. 

Encourage contactless payment options. 
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