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.
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.

Business details
Business name:

Manager approval:

The Tree Company Pty Ltd

Tom Aldous
Carl Dalla Riva

Worker representative consultation:

Division/group:
Surrey Hills & Preston

Date completed:
05/08/2020

Date distributed:
05/08/2020

Revision date:
12/08/2020

Manager’s name:
Tom Aldous
Carl Dalla Riva

Worker representative’s name:

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
Currently, The Tree Company Pty Ltd has been permitted to maintain its
functionality, albeit reduced in capacity by 30 - 40 %, as we are permitted to
work under Stage 4 restrictions stipulated in the guidelines published by the
Victorian Government.

Directors /
Operations
Manager / Domestic
Manager

These restrictions will be reviewed for change weekly.
All works will be undertaken in accordance with The Tree Company Covid
Safe Plan 2020.
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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.
- Ensured social distancing by placing signs throughout the depot regarding
maintaining 1.5 metres of social distancing.
- Social distancing signage at entry/exit points.

Directors /
Operations
Manager / Domestic
Manager

- Reduced operational capacity for the majority of staff to allow a rotating
roster. Most staff have moved from working 10 days a fortnight to 5 days a
fortnight.
- Restricting staff numbers within the premises through staggered shift start
and end times. Crews will start and finish 30 minutes apart to avoid contact
with each other. Common surfaces with be sanitised by Management
between crews arriving at depots.
- Management supervision of staff at shift start and end times to ensure
social distancing is being adhered to.
- Offices closed to field staff at all times.
- All staff that can work from home, are working from home.
- Office staff working on-site complying with the 1 person per 4 square
metre rule.
- Desk have been moved to ensure adequate distance between employees.
- Signage stating each office's maximum capacity.
- The number of field staff per vehicle has been restricted to 2.
- Assigning enough vehicles to staff to allow staff to get to and from site. For
example, 2 staff in a large truck with their 3rd staff member following in a
company ute.
- If required, staff travel to and from work sites in their own vehicle when
crews are larger than 2 people and the company cannot provide an
additional vehicle.

Work health and safety plan for COVID-19

3

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.
Closure of depots to the public
- Access to our depots is restricted and tightly monitored. Entry points (such
as front gates and office doors) remain locked at all times.
- Deliveries need to call the office to announce their arrival, there is signage
indicating this at all access points.
- Where possible, deliveries are dropped outside the premises and collected
by staff after the delivery driver has left
- When this is not possible, a temperature check is taken, social distancing is
maintained, PPE is worn and delivery sanitised.

Directors /
Operations
Manager / Domestic
Manager

Electronic record keeping via "Record of Yard Attendance"
- The purpose of this document is to collect records of all workers,
subcontractors, customers and clients attending the work premises for 15
minutes or longer.
Temperature checks
- All workers, subcontractors, and suppliers attending the work premises will
be subject to a temperature check upon arrival.
- Staff with temperatures over 37.5 degrees will not be allowed to enter the
premises and will need to return home and get tested.
- Clients with temperatures over 37.5 degrees will not be allowed to enter
the premises.
Masks
- All staff are wearing masks at all times (unless it is unsafe to do so),
inclusive of interactions with customers.
Communication
- Staff are communicating with customers electronically whenever possible
(i.e. via phone, email, Zoom, text, etc).
- Staff are adhering to social distancing guidelines when interacting F2F with
customers/clients is required.
Cancellation of non-urgent works
- The only works currently being undertaken are as below.
DOMESTIC
• Emergency works.
• Emergency works - quotes.
COMMERCIAL
• Emergency works.
• Works required to allow the necessary construction as prescribed in stage
4 restrictions ‘construction’.
COUNCIL
• Emergency asset work that would impact substantially on the community
or create a risk to the community if it is not undertaken.
• Essential environmental health functions to be undertaken that protect
the health and wellbeing of the community.
• Community support services required to ensure the health, safety and
wellbeing of vulnerable people.
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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.
- All staff that can work from home, are working from home.
- Staggered start and finish times for staff.

Directors /
Operations
Manager / Domestic
Manager

- Restricted numbers in vehicles.
- PPE provided to all staff
- available in the yard and in all vehicles
(sanitiser, masks, gloves, antibacterial wipes for to used for shared
equipment)
- Temperature checks upon entry (Surrey Hills staff must enter via Robinson
Rd gate). If staff have a temperature over 37.5 degrees, they will be required
to return home and get tested.
- Common surface areas sanitised.
- Sanitiser provided in high touch areas.
- Consistent Units (thus reducing contact between staff and stop the sharing
of equipment).
- Reduction in workforce; to limit staff interaction and reduce onsite
numbers.
- Regular updates via Employment Hero regarding Government directives
and their impact on the business and staff, where to go for mental health
resources, etc.
- Instructional posters placed around the depots that cover a variety of
topics including; hygiene practices, social distancing practices, where staff
can get tested, how to wear face masks, what to do if you have symptoms,
what to do if you return a positive covid test, etc.
- Collection of cash payments from customers has been restricted to
Management staff only. Collection of any cash payment requires
Management to wear the appropriate PPE (face mask, gloves) and no F2F
interaction, where possible.
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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.
Instruction on how to practice good hygiene:
- Instructional posters placed across the depots / offices regarding practicing
of proper hygiene and hand washing.

Directors /
Operations
Manager / Domestic
Manager

Maintaining quantities of soap for hand washing and detergent for cleaning:
- Levels are monitored weekly and reordered as required.
Providing hand washing facilities for staff and clients:
- Hand washing facilities or alcohol-based hand sanitiser at entry and exit
points and in common areas.
- Hand sanitiser provided in bathrooms and desks.
- Alcohol-based hand sanistiser in all trucks.
Reducing shared equipment and tools:
- Equipment and tools are allocated to specific Unit. The movement of staff
between units only occurs as a matter of urgency, thus reducing the number
of staff sharing equipment.
- Antibacterial wipes provided in trucks to clean shared equipment within
each Unit.
Ensuring frequently touched areas and surfaces are cleaned regularly with
an alcohol-based sanitiser:
- Office staff responsible for cleaning their works stations at the beginning
and end of their shift with an alcohol-based sanitiser or antibacterial wipes.
- Office staff cleaning frequently touched office areas and surfaces
throughout their shift with an alcohol-based sanitiser or antibacterial wipes.
- Management staff responsible for cleaning frequently touched areas and
surfaced throughout the depot with an alcohol-based sanitiser or
antibacterial wipes. In particular, between the staggered start/end times of
staff. This includes, but is not limited to, main doors, truck door handles,
keys, safe, interior of vehicles, roller doors, bathrooms, etc.
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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.
Closure of depots to the public
- Customers or clients are not permitted to enter for any reason.
Deliveries
- Access to our depots is restricted and tightly monitored. Entry points (such
as the front gates and Robinson Rd office doors) remain locked at all times.
- Deliveries need to call the office to announce their arrival, there is signage
indicating this at all access points.
- Where possible, contact free delivery occurs. Deliveries are dropped
outside the premises and collected by staff after the delivery driver has left.
- When contact free delivery is not possible, a temperature check is taken,
social distancing is maintained, contact details are recorded in the "Record
of Yard Attendance" document, PPE is worn and the delivery sanitised with
an alcohol-based sanitiser.
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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?
In accordance with The Tree Company Covid Safe Plan 2020 we will review
and monitor our existing processes weekly.
Where change is required, through incident report process, we will
implement process improvement to ensure the health and well being of all
employees where practicable.
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Notes
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