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23 June 2020

COVID-19 Safety Plan
Manufacturing and warehousing

We’ve developed this COVID-19 Safety Plan to help you create and maintain 
a safe environment for you, your workers and your customers. 

Complete this plan in consultation with your workers, then share it with them. This will help slow the spread of COVID-19 and reassure 
your customers that they can safely visit your business. You may need to update the plan in the future, as restrictions or advice changes 
– you can make changes to the plan if you’ve printed or saved it, or you can choose to download and create a new version of the plan.

Businesses must follow the current COVID-19 Public Health Orders, and also manage risks to staff and other people in accordance with 
Work Health and Safety laws. For more information and specific advice for your industry go to nsw.gov.au

BUSINESS DETAILS

Business name:

Plan completed by:

Approved by:

> GUIDELINES FOR BUSINESS
Guidelines for your workplace and the actions you will put in place to keep your customers and workers safe 

GUIDELINES ACTIONS

Wellbeing of staff and customers

Exclude staff and customers who are unwell from the site.

When inducting staff and visitors on site, provide information on how to 
stay COVID Safe.

Provide staff with information and training on COVID-19, including when 
to get tested, physical distancing and cleaning.

Make staff aware of their leave entitlements if they are sick or required 
to self-isolate.
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Wellbeing of staff and customers

Display conditions of entry (website, social media, site entry).

GUIDELINES ACTIONS

Physical distancing

Develop a Travel Action Plan and provide information to staff and visitors 
about how to travel to your workplace in a COVID Safe way.

Monitor and manage the number of workers in all areas (based on the 
4 square metre rule where possible).

Where reasonably practical, ensure workers and essential visitors (e.g. 
engineers) maintain 1.5 metres physical distancing at all times (including 
at meal breaks).

Ensure storage points are frequently reviewed to ensure equipment is not 
crowded, where practical.

Consider placing markers on the floor to help with physical distancing.

Use telephone or video platforms for essential meetings where practical.

Where reasonably practical, stagger start times and breaks for staff 
members to minimise the risk of close contact.

Request contactless delivery and invoicing, where practical. Otherwise, 
drivers should remain in their vehicles while staff unload the delivery, 
where possible. If not possible, drivers should sanitise their hands before 
unloading the delivery.

Calculate maximum limits on the number of people within an area, such 
as offices, meeting rooms, site sheds, and clearly display the occupancy 
number at entry points.

Have strategies in place to manage gatherings that may occur 
immediately outside the premises.

Use signage to show the capacity limits for site or office elevators.
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Physical distancing

Consider what work can be done offsite, such as prefabrication work, 
or administration work from home.

GUIDELINES ACTIONS

Hygiene and cleaning

Adopt good hand hygiene practices.

Ensure bathrooms are well stocked with hand soap and paper towels.

Ensure rubbish collection is performed regularly to avoid 
rubbish overflow.

Have hand sanitiser at key points around the site, such as entry and 
exit points and meal areas. Hand sanitiser may not work well if hands 
are visibly dirty.

Trades services should make sure hand washing facilities or hand 
sanitiser is available in work vehicles for mobile tradespeople.

Clean areas frequented by staff or customers at least daily with detergent 
or disinfectant. Clean frequently touched areas and surfaces several 
times per day with a detergent or disinfectant solution or wipe.

Disinfectant solutions need to be maintained at an appropriate strength 
and used in accordance with the manufacturer’s instructions.

Wear gloves when cleaning and wash hands thoroughly before and after 
with soap and water.

Where reasonably practical, consider methods to avoid sharing items, 
such as pens and pencils, tools or workstations.

If sharing tools and equipment is unavoidable, clean them with a 
detergent solution or disinfectant wipes in between use.
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Hygiene and cleaning

Place signs about physical distancing, hygiene and hand washing 
practices around the workplace to remind workers.

Avoid using drug and alcohol testing methods such as wall 
mounted breathalysers, that risk cross infection through saliva/
respiratory secretions.

GUIDELINES ACTIONS

Record keeping

Keep a record of name and a mobile number or email address for all 
staff, volunteers, visitors and contractors for a period of at least 28 days. 
Ensure records are used only for the purposes of tracing COVID-19 
infections and are stored confidentially and securely.

Make your staff aware of the COVIDSafe app and its benefits to support 
contact tracing if required.

Cooperate with NSW Health if contacted in relation to a positive case of 
COVID-19 at your workplace, and notify SafeWork NSW on 13 10 50.


	wellbeing_action_1: Staff and visitors are temperature checked upon entry to site and advised not to come to work/visit if they are unwell (see attachment: COVID-19 Safe Entry Procedure)For any staff who display symptoms, they will required to get tested for Covid-19 and not return to work without confirmation of a negative result (Refer Covid-19 testing protocol)
	wellbeing_action_2: New staff and visitors will be asked 3 questions: have you travelled recently, have you been in contact with a known case in the last 14 days, are you showing any COVID-19 symptoms. As part of induction the COVID-19 Safety Plan will be provided to employees.
	wellbeing_action_3: Toolboxes have been held on physical distancing, sanitising, symptoms, temperature checks and use of masks, when to get tested and company cleaning practices (see Covid-19 Testing Protocol). Information, signs and posters are on display. (See Guidance for people tested for COVID-19)
	wellbeing_action_4: Sick leave and annual leave entitlements are shown on payslips. Advice on available Government assistance will be provided as required.
	business_name: Australian Growing Solutions Pty Ltd
	completed_by: Jodie Maxwell and Jenny Jones
	approved_by: Peter Jaeschke
	wellbeing_action_5: Signs are posted on weighbridge and Admin offices (number to call) and Production office (directing entry to Despatch office). Separate signs state no entry without face covering. 
	physical_distancing_action_1: Travel alone to work, or when unavoidable wear a mask in vehicle. Face mask must be on before exiting vehicle.
	physical_distancing_action_2: Number of people allowed in office areas has been listed on the door to each area.
	physical_distancing_action_3: Lunchrooms have sign with number of people allowed in the area, outside eating areas have designated spaces to ensure physical distancing is maintained. Disposable cups and cutlery has been provided for staff use.
	physical_distancing_action_4: Equipment in factory and warehouse areas is well spaced out and not subject to crowding.
	physical_distancing_action_5: Not required for office areas. Outdoor eating area has allocated seating spaces.
	physical_distancing_action_6: Zoom/MS Teams calls are in place for staff able to work from home, as well as Teleconferences.
	physical_distancing_action_7: Outdoor workers: day shift 4:45 to 13:15, afternoon shift 13:30 to 22:00. Staggered meal breaks are in place. Office workers are in separate offices/working from home where possible. 
	physical_distancing_action_8: Carrier and customer pick-up protocols were updated and communicated in July, copies are posted outside Despatch office (see Carrier Advice 21/07/2020, Carrier Protocol 21/072020, Customer Pick-ups 21/07/20). Despatch office is kept locked and access monitored by staff. 
	physical_distancing_action_9: Number of people allowed in office areas including Batch Plant office has been listed on the door to each area.
	physical_distancing_action_10: Staff have been advised not to congregate in the carpark or any other area.
	physical_distancing_action_11: Not applicable
	physical_distancing_action_12: Sales team working remotely. CEO/CFO and Commercial Manager: one on site each day/other office staff working from home (where possible).
	hygiene_cleaning_action_1: Signs have been posted outside bathrooms regarding good hand washing practices, these have also been discussed at Toolbox meetings.
	hygiene_cleaning_action_2: Bathrooms are re-stocked as required and a good supply is kept on hand.
	hygiene_cleaning_action_3: Bins in offices and bathrooms are emptied three times per week.
	hygiene_cleaning_action_4: Hand sanitiser is available at all site entry points and in offices,  Isowipes are kept in shared equipment. Each worker has been issued with a personal hand sanitiser tube.
	hygiene_cleaning_action_5: Hand sanitiser is available to all contractors that come on site to work. AGS will only permit contractors onsite for business critical purposes.
	hygiene_cleaning_action_6: High touch areas are cleaned by contracted cleaning company daily (full clean Tues, Thurs, Sat; Sanitise Mon & Wed). Covid-19 infection control accredited.
	hygiene_cleaning_action_7: The following solutions are used:-pH-7 Neutral DetergentF10SC Veterinary Disinfectant (sanitiser)
	hygiene_cleaning_action_8: Contracted cleaners are used and attend offices and site outside of operating hours. Their attendance is recorded by their alarm code access and sign-in sheets. Their Safe Work Method Statement specifies the use of appropriate PPE gloves.
	hygiene_cleaning_action_9: Sharing stationery and workstations is minimised and sanitising occurs between shared uses (eg: Despatch office and Batch Plant).Employees have been issued with individual pens and manual time sheets to avoid using the Biometric time and attendance clock.
	hygiene_cleaning_action_10: Isowipes are provided in each Loader and drivers have been instructed to wipe all touch areas at the start and end of each shift.Isowipes are available for Forklift and radio users, operators have been instructed to wipe equipment before use (see MEMO Covid-19 Hygiene)
	hygiene_cleaning_action_11: Various signs displayed in several key places around the site, including smoking area, kitchens, bathrooms and reception.
	hygiene_cleaning_action_12: Not applicable.
	record_keeping_action_1: Sign-in sheets kept by HR Officer.
	record_keeping_action_2: COVID Safe app has been recommended by CEO during toolbox meetings.
	record_keeping_action_3: AGS will cooperate with Worksafe VIC in whatever capacity is required. Any confirmed positive case will be advised to Worksafe VIC via the online notification form; or by phoning 13 23 60. Risk assessment has been conducted on the use of PPE Respiratory masks (used for handling fertilisers) instead of face masks.


