
  

 

COVID-19 SAFETY PLAN ASSESSMENT TOOL 

Under health and safety legislation you must ensure the health and safety of your workers, employees and others at the workplace, as far as is reasonably practicable. This includes ensuring 

workers and others at the workplace are not at risk of contracting COVID-19. 

 

This self-assessment tool is designed to assist you in the development of your COVID-19 Safety Plan and the management of the risks associated with COVID-19. It is supported by a COVID 

Safety Plan Template that should only be used in the absence of an approved, industry specific safety plan, a COVID-19 Safety Plan Checklist and an Infection Control in the Workplace 

policy that may be used as a part of your health and safety policies.  

 

Once you have completed the self-assessment tool and completed all the required actions, you are ready to confirm your COVID-19 Safety Plan by using the Covid-19 Safety Plan Checklist. 

 

Please note that Employsure’s COVID-19 Safety Plan package is not designed to replace any direction or advice from Government or health authorities. Such direction or advice may change from 

time to time and may alter between jurisdictions. Therefore, nothing in the package, either stated or implied, is designed to compromise any directions or advice from Government agencies.   

 

As such, you must also continue to seek the latest information relating to COVID-19 from your jurisdictional health authority or Government agency.  

  

Managing COVID-19 in the workplace 

 

 

Business name: 

 
  Date of Assessment:  

Location:  

 
   

Assessors name: 

 

 

 
 
 



 

 

 
 
 
 
 
 

Step 1 Consider the risks 

Risk Factors Yes No N/A Comments / Notes 

Do you have any workers who recently came back from overseas or 

designated hot spots? 

    

Have you identified any vulnerable workers in the workplace?  If yes, 

what criteria was used? Please outline the criteria in the comments 

section 

Vulnerable workers include: Aboriginal and Torres Strait Islander people 

50 years and older with one or more chronic medical conditions; people 

65 years and older with chronic medical conditions; people 70 years and 

older; and people with compromised immune systems 

    

 

Have additional policies and procedures been implemented into the 

workplace to manage and control COVID-19 risks? 

   Refer to the enclosed Infection Control in the Workplace Policy in the 

appendix of the COVID-19 Safety Plan Template 

Does the work require regular and close contact between workers or with 

members of the public in your workplace? 

    

Do any workers who undertake face-to-face work away from the main 

place of work, eg sales representatives? 

    

Are there restrictive entry/exit points or high touch points, such as doors, 

lifts, machinery etc? 

    

Are you aware of anyone in the workplace who has returned a positive 

test for COVID-19? 

    



 

 

Step 2 Control the risks 

COVID-19 Controls  Yes No N/A Comments / Recommendations  

General   

Have any of the latest public health directions and advice from Government 

affected the workplace? 

    Ensure you routinely follow and implement any directions and advice from 

Government that can affect your workplace, including issuing authorisation 

documents such as a work permit to workers. 

 Refer to the link provided to assist you with keeping up to date from the 

Government: https://www.health.gov.au/. 

 Nominate a person to be a COVIDSafe marshal, officer or champion to 

ensure safe practices in the workplace are implemented and followed, or if 

required by jurisdictional Government or health authority.  

Have any workers been directed to stay home if they are unwell or have flu-

like symptoms? 

    Ensure workers are directed to stay home if they are unwell or have flu-like 

symptoms, even if they think an illness is minor.  

 Workers must have a medical clearance prior to returning to the workplace. 

Are specific controls in place for any workers that have recently returned 

from travelling overseas or from a designated hot spot? 

    Ensure any workers returning from overseas have self isolated for at least 

14 days prior to returning to work. 

 Implement working from home arrangements for any workers in this group 

if possible. 

Are specific controls in place to minimise the risks to vulnerable workers in 

the workplace? 

    Implement working from home or other flexible work arrangements eg 

working at a different location for any workers in this group if possible. 

Are specific processes in place if a confirmed case of COVID-19 directly 

affected your workplace? 

    Workers with a confirmed case of COVID-19 must notify management 

immediately and self isolate. 

 If a confirmed case of COVID-19 is from a direct result of work, you must 

notify the jurisdictional health and safety regulator and follow the procedures 

outlined by SafeWork Australia at: 

 https://www.safeworkaustralia.gov.au/sites/default/files/2020-

04/Infographic-Suspected-or-Confirmed-Cases-COVID_19.pdf. 

https://www.health.gov.au/
https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/Infographic-Suspected-or-Confirmed-Cases-COVID_19.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/Infographic-Suspected-or-Confirmed-Cases-COVID_19.pdf


 

 

Physical distancing 

Are we able to adhere to the relevant square metre per person requirements 

in any enclosed area, and to ensure social distancing of 1.5 metres within 

the workplace? (Note: there are jurisdictional differences to the density (i.e. 

square metre per person) and social distancing requirements depending on 

your state or territory and/or industry, so please ensure you comply with the 

relevant requirements) 

    Determine the maximum number of people who can be on a premises as 

directed by your state/territory and/or industry, and ensure your workplace 

comply with the required floorspace to person ratio, eg 4 square metre per 

person. 

 Ensure signage is displayed to inform the number of people you can have 

in an enclosed space, including lifts within your workplace at any one time. 

 Implement measures to reduce direct or close contact with workers and 

customers or with members of the public, including: 

o ceasing any non-essential work activities that involve personal 

contact of less than 1.5 metres 

o placing clear markings on the floor surface at least 1.5 metres apart 

(refer to Distancing Poster provided) 

o reducing the number of work tasks in the enclosed space 

o spreading or moving work tasks to different areas of the workplace 

such as moving workstations, desks and tables or machinery (use 

the Seating Posters provided if appropriate) 

o modifying shifts and rosters to reduce peak periods onsite at any 

given time (use the Business Hours Sign provided if appropriate) 

o restricting access or staggering entry into the workplace  

o install barriers and screens to create space at counters, between 

workstations, seated areas etc 

o offering alternative travelling arrangements to avoid workers using 

public transport  

o restrict carpooling (unless they are from the same household) and 

o facilitating working from home arrangements. 

 Ensure physical distancing requirements are maintained, for example 

nominating a person to be responsible to undertake the task.  

Can measures be put in place to reduce the amount of time workers spend 

in contact with workers or customers or members of the public? 

    Implement measures to reduce the amount of time workers spend in contact 

with others, including: 

o minimising the number of people within an area at any time 

o staggering start, finish and break times where appropriate 

o moving work tasks to different areas of the workplace or off-site if 

possible 

o separate workers into dedicated teams and have them work the 

same shift or work in a particular area 

o providing each worker or the dedicated team their own equipment 

or tools and 
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o reviewing regular deliveries and requesting contactless delivery.  

Personal hygiene 

Are there any suitable hand washing and hand sanitising facilities for 

workers in the workplace? 

    Ensure a suitable hand washing facility, including soap, paper towel 

dispenser and closed bins are available to your workers. 

 Purchase hand sanitisers (at least 60% alcohol-based hand-gel) and ensure 

they are placed in common areas of the workplace, eg entry/exit points. 

 Display enclosed Hand Washing and Hand Rubbing Poster provided to 

educate your workers on correct handwashing or hand rubbing procedures.  

 Instruct your workers to avoid shaking hands or any other greeting that 

involves contact with customers or members of the public. 

 Instruct your workers to avoid touching their eyes, nose and mouth.  

 Ensure soap, paper towel and hand sanitisers are sufficiently stocked and 

in good working order. 

 Have automatic alerts set up on computer systems or physically display 

signage in the workplace to remind workers about washing hands and not 

touching eyes, nose and mouth. 

 If possible, insist only cashless or contactless transactions. 

 Put up signs to request customers to only touch objects they are going to 

buy if applicable. 

 Ensure workers are aware of the need for good personal hygiene ie to wash 

body, hair and clothes thoroughly each day.  

Have workers been instructed on respiratory hygiene?     Instruct your workers on respiratory hygiene which involves covering their 

mouths and noses with a bent elbow or tissue when coughing or sneezing, 

then disposing of the used tissue immediately. 

 Purchase boxes of tissues to be made available to workers to use.  

 Increase access to closed bins in your workplace to dispose of the tissue. 

 Use the provided Stop the Spread and Distancing Poster to educate your 

workers on the importance of maintaining at least 1.5 metres distance away 

from anyone who is coughing or sneezing. 

Cleaning  

Have cleaning and disinfecting procedures been put in place that are 

sufficient to control the spread of COVID-19 in the workplace, eg entry/exit 

points or high touch points? 

    Ensure cleaning and disinfecting procedures in place sufficient to control the 

spread of COVID-19 in the workplace measures to reduce environmental 

exposure, including: 
o ensuring any areas frequented by workers or others (eg visitors to 

your premises) are cleaned at least daily with detergent or 



 

 

disinfectant. Where disinfection is required, the surface should be 
thoroughly cleaned first 

o Instructing your workers to wear gloves when cleaning and wash 
their hands thoroughly with soap or use an alcohol-based hand 
sanitiser before and after wearing gloves 

o cleaning frequently touched areas and surfaces several times a day 
with a detergent or disinfectant solution or wipe. This includes 
EFTPOS equipment, elevator buttons, handrails, tables, counter 
tops, TV remote, doorknobs, sinks and keyboards 

o instructing your workers to clean personal property that comes to 
work, such as sunglasses, mobile phones and laptops with 
disinfectant, such as disinfectant wipes and 

o instructing your workers on appropriate cleaning procedures of 
company vehicles, including high touch points such as steering 
wheel and gear stick/knob. 

 Ensure safety data sheets are made available for all hazardous cleaning 

chemicals used on-site. 

 Display the Back to Business Hygiene Tips Poster to remind workers of 

the procedures. 

 Ensure you develop and implement a deep cleaning regime where 

confirmed cases of COVID-19 are identified in the workplace.  

 Refer to the following link for guidance:  

https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-

clean-disinfect-your-workplace-covid19.pdf. 

 Refer to and implement the enclosed Infection Control in the Workplace 

Policy in the appendix of the COVID-19 Safety Plan Template. 

Training 

Are workers sufficiently trained and competent in understanding and 

managing the risks related to COVID-19 in your workplace? 

    Ensure workers are sufficiently trained and competent in understanding and 

managing the risks related to COVID-19 in your workplace, including: 

o reporting procedures if they are unwell, returning from overseas or 

a nominated hotspot, are a vulnerable person, have been in 

contacted with a confirm case of COVID-19  

o understanding the instructions and procedures on personal and 

environmental hygiene such as how areas may need to be cleaned 

and disinfected in the event of any contamination and other risk 

controls 

o understanding the safe and correct use of personal protective 

equipment (PPE) specifically designed to minimise the risks of 

contracting COVID-19 and 

https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-workplace-covid19.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-workplace-covid19.pdf


 

 

o Understand the specific control measure in place to mitigate the 

risks of COVID-19 in the workplace. 

Record keeping 

Are all workers’ contact details and their emergency contacts current and up 

to date? 

    Ensure workers’ contact details and emergency contacts are current and up 

to date.  

 Ensure these records are kept securely and be made available upon request 

to help the jurisdictional health authority to quickly identify which staff may 

have been in close contact with a COVID-19 infected person.    

 Request your workers to download the COVIDSafe app for tracing purposes. 

 Request your workers entering the workplace for a formal declaration at the 

start of their shift if they are symptoms free, have not been in contact with 

any confirmed cases of COVID-19 and have not been directed to isolate. 

Do our records allow quick identification of any workers who may have been 

in close contact with a COVID-19 infected person? 

    Ensure contact details of all persons entering the workplace are obtained 

and stored securely. 

 Ensure you have records to help the jurisdictional health authority to quickly 

identify which staff or other person may have been in close contact with a 

COVID-19 infected person such as contact tracing register, work teams, shift 

rosters and responders to emergency or break down situations.    

 Request your workers to download the COVIDSafe app for tracing purposes. 

Communication 

Are there effective and regular communication channels established to 

ensure workers are informed and consulted on key issues, eg welfare 

checks? 

    Ensure a regular and effective communication channel is established to 

keep workers informed and consulted on key issues related to COVID-19. 

Such methods can include setting up informal and formal communication 

with workers daily via in person, phone calls or zoom meetings or via emails. 

Personal protective equipment 

Have instructions for anyone entering the workplace to wear specific 

personal protective equipment that is designed to minimise the risks of 

spreading COVID-19 been developed and implemented?  

    Develop and implement appropriate instructions to ensure anyone entering 

your workplace wears appropriate PPE (you may use the Mask Etiquette 

Sign provided). 

 You must provide appropriate PPE for your workers such as respirators with 

positive airflow and disposable gloves. 



 

 

 

 Ensure workers are trained in the proper use of PPE, including informing them 

of health and safety risks that may arise as a result of workers using and 

wearing PPE.  

Emergency response plan 

Have the emergency response plan been reviewed to take into account the 

possibility of a confirmed or suspected case of COVID-19 in the workplace? 

    Response plan must take into account: 

o actions to be taken 

o responsibilities for notification to public health authorities and the 

health and safety regulator 

o communication strategies to inform workers 

o privacy maintenance 

o engagement of cleaning services to facilitate a deep clean and 

o business continuance plan. 

 Ensure you also review your emergency evacuation plan to take into 

account a review of existing control measures and physical distancing 

requirements. 

 Ensure you have sufficient fire wardens and first aiders available, and that 

workers who work in different locations to their usual work area are familiar 

with the applicable emergency evacuation procedures. 


