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INTRODUCTION  

 

This COVID Safe Plan has been developed by The Village Baxter for Rosebud Village 

Retirement Village to comply with the obligations of Stage 4 restrictions in Victoria 

The plan has been drafted, on behalf of members by the Retirement Living Council, to assist 

retirement village operators to meet Universal COVID Safe Plan obligations for the prevention 

and management of COVID-19.  The plan is intended to comply with the obligations of Stage 

4 restrictions in Victoria, which require workplaces that remain to have a COVID Safe Plan that 

is regularly updated.  

  

In implementing this plan, retirement village operators note an ongoing duty of care to 

employees and residents.  Minimising the risk of virus transmission within retirement villages 

is a core priority for operators and many of the actions outlined in this plan have formed part 

of ongoing initiatives to protect employees and residents from the risk of COVID-19 workplace 

and residential transmission. 

 

It is important to note that not all actions in this plan will apply to every retirement village, as 

the built form and risk profile of each community varies.  The actions detailed provide guidance 

on best practice, which can be readily adapted to suit specific circumstances and needs.  Each 

action also recognises the risk of asymptomatic transmission, which is a particular concern for 

all retirement village operators.  

A key element of this plan, and the extensive communication with employees and residents 

since the onset of COVID-19, is the need to promote measures to reduce the transmission of 

COVID-19. 

This plan will change as best practices, government guidelines, and guidance from medical 

professionals evolves.  

For further information on this plan, please contact: 

Kim Jackson 

Phone: 0359711349 

Email: kimjackson@villagebaxter.com 

 

 

Date prepared: 7 August 2020 

 

Covid Safe Officer:  Kim Jackson, Chief Executive Officer and Registered Nurse 

   kimjackson@villagebaxter.com 

   03 59 711 349  

mailto:kimjackson@villagebaxter.com
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Guidance Actions to consider  

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.  

The village has hand sanitiser at all entrances to available 
common areas and administrative offices. 

Signage has been installed to instruct all staff and visitors to these 
areas to  sanitise hands upon entry. 

Hand sanitiser, hand soap and paper towels are available in 
places that staff frequent, including bathrooms, kitchens, staff 
rooms, and offices.  Signs instructing staff how to sanitise their 
hands have been installed. 

Where appropriate, staff have been provided with hand sanitiser 
and alcohol wipes in their personal offices.  

Cleaning Staff monitor the stock levels of hygiene items and re-
stock as necessary. 

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

Staff will determine any windows and doors in communal and work 
areas that are appropriate to keep open, taking into account 
weather, privacy, safety and other relevant factors. 

Staff will have responsibility for opening and closing windows and 
doors.   

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.  

In accordance with government requirements, staff and 
contractors must wear a face mask on site and maintain a four 
square metre distance from others.   

Staff are required to wear gloves, gowns, masks and face shields 
when making in person contact with Residents. 

PPE will be provided and located in appropriate and accessible 
locations to minimise unprotected travel within the village. 

Staff are permitted to provide and maintain their own face masks if 
they are working in a non-resident contact area. 

The Village Manager monitors the stock levels of PPE items and 
re-stocks as necessary. 

No Staff member has been granted an exception from wearing 
Masks and PPE.   

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). 

Training on wearing face masks, good hygiene and donning and 
doffing PPE has been provided to staff. 

Staff will have access to relevant training videos and resources 
developed by the Australian Government Department of Health for 
refresher purposes and appropriate signage will remain in place 
through the village. 
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Guidance Actions to consider  

Staff and contractors will not be allowed to enter the village from 8 
August 2020 unless they have (a) undertaken PPE training, and 
(b) advised the Covid Safe Responsible Officer that they have 
completed the training. 

Staff are regularly reminded to not attend work if they are unwell.  

Replace high-touch 
communal items with 
alternatives. 

Staff should not share food, beverages, crockery or utensils.   

Staff should minimise the sharing of equipment such as phones, 
desks, headsets, offices, tools and other equipment and must 
sanitise shared equipment before use. 

Where possible, all staff have been provided with their own 
equipment, which has been labelled with their name. 

 

Guidance Actions to consider  

Cleaning 

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

The following has been provided in the retirement village:  

• Cleaning materials and receptacles, including disinfectant, 
paper towels and rubbish bins. 

• Cleaning schedules are in place and monitored . 

• Information on how to use cleaning products forms part of 
the cleaning staff training. 

Environmental cleaning will occur before staff are required to 
share workspaces. 

Cleaning and disinfecting of high touch surfaces will occur at 
regular intervals, and:  

• Where the surface is accessible by residents, at least twice 
per day. 

• Where the surface is only accessible by staff, at least twice 
per work-day. 

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

The Village Manager will  monitor the stock levels of cleaning 
items and re-stock as necessary. 
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Guidance Actions to consider   

Physical distancing and limiting workplace attendance 

Ensure that all staff that must 
work from home, do work 
from home.  

Only essential staff have been issued permitted worker permits. 

All staff who can work from home have been instructed to do so. 

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

 

For the health and safety of residents, a small number of specific 
staff and contractors may be required to work across multiple 
departments.  These staff and contractors are required to record 
their movement in a register at each location and use appropriate 
PPE. 

Management have reviewed and, where feasible, adjusted rosters 
to remove the need for staff to work across multiple departments 

Employees are required to complete a Covid Risk declaration 
before entering the workplace and disclose if they have visited or 
worked at another Aged Care Facility, Retirement Village, or if 
they have undertaken any work at another location.   

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

Staff and contractors must not enter the village if they or a 
member of their household: 

• Has tested positive for coronavirus.  The staff member may 
re-enter when they have received a negative test. 

• Has symptoms of coronavirus 

• Is awaiting the results of a coronavirus test 

• Is, or should be, self-isolating 

Staff are required to complete a Covid Risk declaration before 
each shift that they meet the above requirements for entering the 
village.   

Staff must advise the Village Manager if they are being tested or 
test positive for coronavirus. 

Configure communal work 
areas so that there is no more 
than one worker per four 
square meters of enclosed 
workspace, and employees 
are spaced at least 1.5m 
apart. Also consider 
installing screens or barriers.  

Furniture in communal work areas has been rearranged, removed 
or cordoned-off to ensure physical distancing. 

Signage has been installed in communal work areas to advise 
staff and other occupants of their spacing responsibility and show 
how many persons are permitted in the area. 
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Guidance Actions to consider   

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

Floor marking in areas such as kitchen areas, printer collection 
areas has been installed, as appropriate. 

Maintenance Staff will replace floor markings as necessary. 

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

Furniture in communal work areas has been rearranged, removed 
or cordoned-off to ensure physical distancing. 

Signage has been installed in communal work areas to advise 
staff of their spacing responsibility and show how many persons 
are permitted in the area. 

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

Where possible, doors have been marked and clearly identified for 
entry and exit purposes. 

Where possible, contactless entry and exit has been facilitated.    

Where appropriate, floor marking has been installed. 

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

All Work Safe Victoria guidelines on physical distancing have been 
implemented and staff have access to relevant training videos and 
resources developed by the Australian Government Department of 
Health for refresher purposes and appropriate signage will remain 
in place through the village. 

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

Designated delivery drop off points have been identified. 

Staff have been advised to arrange contactless delivery and 
invoicing with providers, where possible. 

Staff have been advised to use discretion and where possible 
arrange contactless delivery and invoicing when supplying goods 
and services to residents. 

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

In addition to other physical distancing measures, staff will be 
encouraged, where possible, to stagger start and finish times, 
shifts and break times 

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 has been installed in communal areas to advise staff, 
contractors, residents and visitors of the physical distancing and  
spacing requirements and show how many persons are permitted 
in the area. 

 

https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule
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Guidance Actions to consider   

Record keeping 

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

A register to record the name and relevant contact details of 
all visitors to the Staffed areas of the retirement village has 
been established. Private visits to Residents own units are 
not included in this register. 

All visitors to Staff areas must register their details before 
entering the workplace. 

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

In accordance with Work Safe Victoria requirements, staff 
have been instructed about protocols for reporting 
occupational health and safety issues. 

 

Guidance Actions to consider   

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. 

Continuity planning has been undertaken to ensure ongoing 
support for the health and safety of residents.  All staff are 
aware of protocols for managing suspected and confirmed 
cases of COVID-19 within the village, with specific 
arrangements in place to deal with staff or resident matters. 

Prepare to assist DHHS 
with contact tracing and 
providing staff and 
visitor records to support 
contact tracing. 

On behalf of the industry, the Retirement Living Council 
continues to discuss reporting and contact tracing issues 
with the Department of Health and Human Services 
(DHHS). 

In the event that the retirement village is notified of the need 
to assist with contact tracing, the Covid Safe Responsible 
Officer will prepare records from the period of 48 hours prior 
to the onset of symptoms in the suspected case that include 
all rosters and employee details, along with residents, 
visitors and workplace inspectors. 

Where a staff member tests positive, the Covid Safe 
Responsible Officer will provide these records to DHHS and 
contact relevant staff members. 



Retirement Living COVID Safe Plan (Victoria) 8 

Guidance Actions to consider   

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

 

  

The following has been provided in the retirement village:  

• Cleaning materials and receptacles including 
disinfectant, paper towels and rubbish bins. 

• Information about workplace cleaning schedules. 

• Information on how to use cleaning products. 

In the event of a staff member or resident testing positive, 
affected areas of the village will be closed off and 
environmental cleaning will occur before access to the area 
is permitted.   

The usual cleaning and disinfecting of high touch surfaces 
will occur at regular intervals, and:  

• Where the surface is accessible by residents, at 
least twice per day. 

• Where the surface is only accessible by staff, at 
least twice per work-day. 

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

Continuity planning has been undertaken to ensure ongoing 
support for the health and safety of residents.  All staff are 
aware of protocols for managing suspected and confirmed 
cases of COVID-19 within the village, with specific 
arrangements in place to deal with staff or resident matters. 

Prepare to notify 
workforce and site 
visitors of a confirmed or 
suspected case. 

 

All staff are aware of protocols for managing suspected and 
confirmed cases of COVID-19 within the village, with 
specific arrangements in place to deal with staff or resident 
matters. 

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

In accordance with Work Safe Victoria requirements, staff 
have been instructed about protocols for reporting 
occupational health and safety issues. 

Confirm that your 
workplace can safely 
reopen and workers can 
return to work. 

All staff are aware of protocols for managing suspected and 
confirmed cases of COVID-19 within the village, with 
specific arrangements in place to deal with staff or resident 
matters. 

 


