
 

 

COVIDSafe Plan  

 

 

Our COVIDSafe Plan 

Business name:   D.O.T.S. Occupational Therapy for Children  

Site location:   Footscray, Bundoora and Hoppers Crossing  

Contact person:   Hannah Dunn  

Contact person phone:   8256 2484 or 0407 547 451 

Date prepared:    18th August, 2020 

 
 

Guidance Action to mitigate the introduction and spread of COVID-19 

Hygiene 

Provide and promote hand sanitiser 
stations for use on entering building 
and other locations in the worksite 
and ensure adequate supplies of 
hand soap and paper towels are 
available for staff.  

• We have changed our hand towels over to paper towel to redcue the 
spread of covid-19.  

• We have hand sanitiser available at reception and ask all families to 
wash their hands on entering the clinic.  

• We are taking temperatures on arrival to the practice.  

Where possible: enhance airflow by 
opening windows and adjusting air 
conditioning.  

• Doors to remain open when possible and windows to be opened when 
suitable for sessions. Lunch room is not to be used by more than 2 team 
members at a time and window is to be opened.  

In areas or workplaces where it is 
required, ensure all staff wear a face 
covering and/or required PPE, unless 
a lawful exception applies. Ensure 
adequate face coverings and PPE are 
available to staff that do not have 
their own.  

• All team members to work from home where possible.  
• When in clinic face masks and face shields to be worn, not only when 

engaging with clients but with team members when social distancing isn’t 
in place.  



 

COVIDSafe plan 2 

Guidance Action to mitigate the introduction and spread of COVID-19 

Provide training to staff on the correct 
use and disposal of face coverings 
and PPE, and on good hygiene 
practices and slowing the spread of 
coronavirus (COVID-19). 

• Use of equipment discussed at team meeting and shared on Slack  

Replace high-touch communal items 
with alternatives. 

• All resources to be washable. We are no longer to use reusable playdoh 
and therapists are making it with clients to take their own home if needed 
for use in session. 

 
 
 

Guidance Action to mitigate the introduction and spread of COVID-19 

Cleaning 

Increase environmental cleaning 
(including between changes of staff), 
ensure high touch surfaces are 
cleaned and disinfected regularly (at 
least twice daily). 

• All equipment to be cleaned between sessions including chairs and tables 
wiped down. Equipment to be washed and put away before using again.   

Ensure adequate supplies of cleaning 
products, including detergent and 
disinfectant. 

• Team to update Louise if cleaning supplies are running low or sanitiser, 
hand paper towel, soap or any other required items to remain safe.  

 
  



 

COVIDSafe plan 3 

 
Guidance Action to mitigate the introduction and spread of COVID-19 

Physical distancing and limiting workplace attendance 

Ensure that all staff that can and/or 
must work from home, do work from 
home.  

• All team members who can work from home are to. Admin team have 
taken phones home and Eftpos machines to take payments.  

• Everyone is recording on Slack when they will be in which clinc and 
ensuring only 1 therapist per clinic room to ensure social distancing.  

• Only client who will regress or are at risk are being seen face to face all 
other clients are seen on telehealth.  

Establish a system that ensures staff 
members are not working across 
multiple settings/work sites. 

• Therapists only working at other sites when essential due to access for 
families. Therapists are reporting temperate prior to commencing work at 
any site.  

Establish a system to screen workers 
and visitors before accessing the 
workplace. Employers cannot require 
workers to work when unwell.  

• Everyone is to have their temperate taken on arrival to clinic  
• Hands to be washed  
• Therapists and clients to complete face to face consent forms found here 

prior to attending clinic –  
therapist – https://form.jotform.com/201410969119858  

              family - https://form.jotform.com/201208219218043 
• Temperature to be recorded in the session notes.  

 

Configure communal work areas and 
publicly accessible spaces so that:  
• there is no more than one worker 

per four square meters of enclosed 
workspace 

• workers are spaced at least 1.5m 
apart 

• there is no more than one member 
of the public per four square meters 
of publicly available space.  

 
Also consider installing screens or 
barriers. 

• Waiting room is closed to all families  
• Lunch room is only accessible to 2 therapists at one time with trying to 

keep it to 1.  
• Shared office is closed to therapists. Therapists to work from clinic rooms 
• Screens have been installed in reception and will remain in place ongoing 

Use floor markings to provide 
minimum physical distancing guides 
between workstations or areas that 
are likely to create a congregation of 
staff. 

• Not applicable as reception is closed and families are dropping children 
into sessions and returning to collect at end of session or are seated in 
sessions 1.5 metres apart   

Modify the alignment of workstations 
so that workers do not face one 
another. 

• NA 



 

COVIDSafe plan 4 

Guidance Action to mitigate the introduction and spread of COVID-19 

Minimise the build up of workers 
waiting to enter and exit the 
workplace. 

• Therapists exit building at socially distance space. Plenty of space to step 
back into therapy room or reception area to socially distance on exit and 
entry to building.  

Provide training to staff on physical 
distancing expectations while working 
and socialising (e.g. during 
lunchbreaks). 

• Discussed at team meeting and on slack while also discussing if team have 
been seen to be in breach of these measures.  

Review delivery protocols to limit 
contact between delivery drivers and 
staff. 

• NA 

Review and update work rosters and 
timetables where possible to ensure 
temporal as well as physical 
distancing. 

• All staff have been recording when they will be at each clinic to ensure no 
overflow of staff 

Where relevant, ensure clear and 
visible signage in areas that are open 
to the general public that specifies 
maximum occupancy of that space, as 
determined by the ‘four square metre’ 
rule.  

• Signage on front door to send families to bathroom to wash hands and 
asking to not enter clinic if they are in a risk category such as seen 
someone who has been positive, have any symptoms, returned traveller.  

 
Guidance Action to ensure effective record keeping 

Record keeping 

Establish a process to record the 
attendance of workers, customers, 
clients, visitors and workplace 
inspectors, delivery drivers. This 
information will assist employers to 
identify close contacts.  

• All information is recorded on Halaxy and in session notes as to who 
attended in clinic appointments  



 

COVIDSafe plan 5 

Guidance Action to ensure effective record keeping 

Provide guidance to staff on the 
effective use of the workplace OHS 
reporting system (where available). 

• Team aware of incident reporting as discussed in team meeting 3rd August, 
2020 

 
 

Guidance Action to prepare for your response 

Preparing your response to a suspected or confirmed COVID-19 case  

Prepare or update your business 
continuity plan to consider the 
impacts of an outbreak and potential 
closure of the workplace. 

• Added to risk register  

Prepare to identify close contacts and 
providing staff and visitor records to 
support contact tracing. 

• If families are provided with a notification they are to call the clinic and 
inform us. We will then be able to notify the therapist and any other therapist 
present that day. We will then seek advice from DHHS as to who we need 
to contact and support with clear tracing. All calendars will show who was in 
clinic and at what times.  

 
Prepare to assess whether the 
workplace or parts of the workplace 
must be closed. Prepare to undertake 
cleaning and disinfection at your 
business premises.  
 

• We will close the clinic if we have a positive case and engage external 
services to provide a deep clean of affected clinic.  

Prepare for how you will manage a 
suspected or confirmed case in an 
worker during work hours. 

• We will support workers to continue work online if they are feeling well 
enough or we will support therapist to rescheduled clients. Any clients who 
need additional support will be supported by director or another team 
member.  

• All other team members will work completely online.  

Prepare to notify workers and site 
visitors (including close contacts) 
 

• Admin will support the process of calling all families. We will liaise with 
therapists about who they will contact and what needs to be discussed.  

Prepare to immediately notify 
WorkSafe Victoria on 13 23 60 if you 
have a confirmed COVID-19 case at 
your workplace. 

• We have work safe details on hand and will ensure we notify as soon as 
confirmed case and work together to support team.  



 

COVIDSafe plan 6 

Guidance Action to prepare for your response 

Prepare to re-open your workplace 
once agreed by DHHS and notify 
workers they can return to work. 

• Therapist can return to face to face sessions with those deemed essential 
and continue online services.  

 

Signed _______________   

Name  _______________    

Date    ________________ 

I acknowledge I understand my responsibilities and have implemented this 
COVIDSafe plan in the workplace. 

Hannah Dunn
Hannah Dunn

Hannah Dunn
18/08/2020


