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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.

• Location of hand sanitiser stations throughout the worksite (entry and each
studio)
• Ensuring rubbish bins are available to dispose of paper towels (bin provided in
each bathroom and each studio)
• Ensuring adequate supplies of liquid hand soap and sanitiser
• Replace hand towels with paper towel dispensers in each bathroom

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

• When able, keep studio doors open when filming to contribute to optimal airflow
• Run air conditioning to contribute to enhancing air flow.
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Guidance

Action to mitigate the introduction and spread of COVID-19

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.

Mandatory use of face masks for each person who enters studio building. RF to
keep mask supply for individuals in case of emergency. Signage on exterior doors
and internally reminding visitors that face masks are mandatory.

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).

• RF team have held online meeting (25 Sept 2020) to discuss COVID Safe Plan
so all members familiar with plan (including face coverings)
• RF team held a check in meeting to discuss updated COVID Safe Plan prior to
th
re-opening studio (26 October 2021)
• Sign on front door reading ‘Do not enter if you have cough, temperature, sore
throat or are feeling unless.’ Mandatory use of face coverings in this building.
• All single use face masks to be placed in bin provided at end of session and RF
team to remove bin at end of each shoot day.
• All to use QR code on entry into building that became mandatory on 1 July
2021.

Replace high-touch communal items
with alternatives.

Guidance

• Replace hand towels with paper towels in each bathroom.
• Replace glassware with disposal cups and stirrers in kitchen
• Supply antibacterial spray to wipe down door handles that are touched
throughout the day
• Display sign that ‘couch is out of use’ and people are to use stools instead.
These stools are to be sprayed and wiped down after each shoot day.
• Cleaning and disinfecting both required to be undertaken twice daily

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).

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

COVIDSafe plan

• RF crew to undertake use antibacterial spray to high touch surfaces at the start
and end of shoot
• Check cleaning schedule with Chris to ensure regular cleaning beyond surface
cleaning.

• Regularly check cleaning product supplies (antibacterial disinfectant, paper towel,
gloves) for studio and use frequently when studio in use for high touch areas
(door handles and surfaces)
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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.

RF crew to work from home unless required to allow site access, COVID Safety
measures or work on permitted activity.

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

RF crew to work at studio or at home. If there is a location shoot, try to maintain
schedule space of time (eg 48 hrs) in between location shoot and studio time.

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

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.

All visitors to sign QR code on entry.
Temperature check no longer required by DHHS as this alone does not detect
COVID (however the person should not be at work if they feel unwell).

Space stools at least 1.5 metres apart.
Display sign on studio door:
25 people maximum capacity in cyclorama studio. (Studio A)
20 people maximum capacity in loading bay
6 people maximum in RF studio (Studio B).
3 people maximum in kitchen
3 people in front foyer
4 people in meeting room

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

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

COVIDSafe plan

Physical distancing signage in front foyer, kitchen and each studio.

Temporary work stations in front foyer spaced out seating at least 1.5 metres.
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Minimise the build up of workers
waiting to enter and exit the
workplace.

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

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

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

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.

Guidance

Action to mitigate the introduction and spread of COVID-19

Space chairs in front foyer area and in kitchen area to minimise build up of workers
waiting to enter studio
Move communal spaces outside where practicable (lunch, break time, meetings)

Physical distancing of 1.5 metres to be maintained during designated breaks on
shoot.

Communicate with delivery person to call ahead when able to reduce number of
people entering building, otherwise leave package in front foyer / door.
- Designated sign and area at front door / foyer ‘Couriers and Deliveries Please.’

Communicate with others to ensure minimal crew on set at one time and to avoid
mingling.

Display sign on front door stating that maximum occupancy of Robotface studio is 6
as determined by the four square metre rule.

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.

COVIDSafe plan

- All visitors to check into studio using QR code.
- All visitors are to show that they are vaccinated or booked in for their first
vaccination by 22 October 2021 (unless you have a medical exemption).
th
- By 26 November, you need to show evidence of your second dose by showing
COVID Digital Certificate (or medical exemption). If they can’t show us this, they are
not allowed onsite as per Vic Gov guidelines. We get fined if we let them onsite
($109,000)
-For all shoot days, RF crew to assign a COVID Marshal and an assigned COVID
Check in person.
-in our email communication prior to a shoot / studio hire stipulate that vaccinated
people are only permitted in this building.
-Additional signage on front door.
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Guidance

Action to ensure effective record keeping

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

Ensure RF crew understand that all incidents must be reported for it to be an
efficient reporting system

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.

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

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

Update Business plan to plan to consider the impacts of an outbreak and potential
closure of the business.
RF would need to close temporarily for a deep clean if there was a positive case and
all crew that were on set would need to have a test, report the incident to DHHS and
th
stay go home immediately and stay home for 14 days and test again on the 13 day.
RF to lead communication with DHHS and identification of close contacts and
provide records of visitor records to support contact tracing (including 48 hours prior).
- submit Confirmed Case doc to DHHS along with contact details of close contacts.
Also initiate contact with close contacts and inform them of the confirmed case and
direct them to get tested and isolate. DHHS will contact close contacts also and
determine whether individuals are confirmed close contacts to the confirmed case
once they have assessed the case.
Implement a process for the cleaning and disinfection of workers workspace and high
touch areas
Establish whether closure or part closure of the business is required to manage risk
(if three or more cases are suspected within 5 day period a risk assessment around
the need to vacate the premise is required
Schedule a deep cleaning of the entire premise.

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

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

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

COVIDSafe plan

If a worker is suspected or confirmed case during work hours, that person must be
directed home immediately, self isolate and get tested.
- notify close contacts of confirmed case and communicate this list to DHHS.

All RF crew and visitors as well as close contacts need to be notified of a suspected
or confirmed case on RF premise.

WorkSafe Mandatory incident notification hotline must be contacted immediately of a
confirmed case and within 48 hours written notification within 48 hours.
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Prepare to re-open your workplace
once agreed by DHHS and notify
workers they can return to work.

Action to prepare for your response

If there is a worker that tests positive they must isolate for 14 days and get re-tested
before they return to RF studio.
WorkSafe and DHHS must be notified of their intent to return to work and approval
from DHHS must be provided before that individual returns on site

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

Signed _______________
Name Tom David
Date

COVIDSafe plan

8 September 2020
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