TOGETHER WITH YOU

Returning
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Work

/ Arts Industry Learning

About this guide…
This guide together with the related questionnaire has been designed to provide required
information to empower staff and provide confidence for return to work in our shared
current & post COVID-19 environment.
PLEASE NOTE: This is not a stand-alone learning tool to address each and every
individual component of our highly complex working environment during this time.
Each venue / workplace will need to develop its own specific COVID-19 safe work plans &
practices in order to address hazard identification and control methods for the many workrelated tasks specific to each environment and the roles & responsibilities of individual
work teams.
This training intends to support overarching Government advice and the related guidelines
which have been created by key industry bodies for the live performance industry in
response to COVID-19.
• Creative Victoria: Arts and Culture Return-to-Business Guidelines
• VAPAC: Guide for reopening PAC Venues)
• Arts Centre Melbourne: Guidelines for coronavirus (COVID-19)
This guide and the related questionnaire are working documents, subject to change when
required as guidance around COVID-19 is frequently updated.
/ Arts Industry Learning
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How We Work At Our Best
With some restrictions on public gathering easing and some other
measures remaining in place our collective focus is now on returning to
work and making our way back to ‘normal’. But what does ‘normal’ now
look like?
To help us determine this we need to collectively look at:
•
•
•

How we’ve worked best in the past
What has worked best during our closure
How we can continue to do our best work together in this new
environment.
This is a rare opportunity to pause and reflect and to restart with a
combined focus on working smarter wherever possible.
The world had changed (and so have we)
For all activities across our organisations, the message is,
Be considered - Be cautious - Use your common sense.

Where we work
It is a fact that many of us have a shared sense of pride-of-place of where
we work and many of us have felt and expressed a disconnection to our
beloved theatres & buildings during the COVID-19 closure period.

While it was simply not possible for some of us to carry on working without
our core-business of putting on shows many teams across our
organisations have adapted incredibly well to work remotely from home.

We have learnt many new things about the way we do business.
Importantly, in relation to how we work we’ve learnt…

We CAN stay connected when we’re apart.

When we work
To help restrict the spread of COVID-19 it is vital that we take this opportunity
to plan and prioritise the work that we do.
It is important that flexibility of work arrangements is discussed between
employees & employers / managers on an ongoing regular basis for concerns
such as:
•
•

Your role and working from home wherever possible.
Hours of work- if you need to be at work . For example: does your role
require you start at 9am and finish at 5pm? Or can your work be planned
outside of these hours at all?

To help reduce the spread of COVID-19 we must consider things like…
•
Travelling to work via the public transport network during off-peak travel
times.
•
Planning / prioritising work and staggering break times to minimize
numbers of team members together in one area.

Remember: This is an ever-changing and challenging
environment for all.

DUTY TO TEAM MEMBERS
Employers must do what they can to ensure the health and safety
of workers and eliminate the risk of exposure to COVID-19 if
reasonably practicable.

If employers are not able to eliminate the risk of exposure to
COVID-19, they must minimise that risk, as far as is reasonably
practicable.
Protect workers from the risk of exposure to COVID-19 by, for
example …
•
•
•
•
•

implementing working from home arrangements
requiring workers to practice physical distancing
requiring workers to practice good hygiene (e.g., through
workplace policies and ensuring access to adequate and well
stocked hygiene facilities)
requiring workers to stay home when sick, and
cleaning the workplace regularly and thoroughly.

Team member / worker responsibilities
Team members /workers must take reasonable care of
themselves and not do anything that would affect the health and
safety of others at work (e.g. coming to work when you are
unwell).
You must follow any reasonable health and safety instructions
from your employer.
To prevent the spread of COVID-19 it is important that you:
•
•
•
•

•

work safely and observe any new requirements for physical
distancing (even if it means performing tasks in a different
way to what you are used to)
follow instructions (e.g. read signage, wash hands, don’t have
face to face meetings)
ask if you’re not sure how to safely perform work
use personal protective equipment (PPE) such as gloves in the
way you were trained and instructed to use it, and
report any unsafe or unhealthy situations (e.g. a lack of soap
in the bathroom) and safety hazards.

WHAT ARE THE SYMPTOMS OF COVID-19
THAT WE ALL NEED TO LOOK OUT FOR?
Covid-19 symptoms
•
•
•
•

Cough
Fever (high temperature – 37.5 degrees Celsius or above)
Shortness of breath or breathing difficulties
Runny nose or loss of sense of smell.

The vast majority of COVID-19 cases (about 80 percent) appear to be mild,
causing a spate of cold-like symptoms like coughing, shortness of breath
and fever.
As many people are suspected to carry the virus without presenting any
symptoms it is important we practise good hygiene and physical
distancing always.

This illustration, created by the
Centers for Disease Control
and Prevention (CDC), shows
the virus' spiky, crown-like
fringe that shrouds each viral
particle—giving it a
“coronated” appearance.

HOW IS COVID-19 SPREAD?
•

The most likely way you’ll catch the virus is by breathing in microdroplets a person close to you has released by sneezing, coughing –or
just breathing out

•

You can, however, also catch it via the hand-to-face pathway: touching
a surface where live virus material is present, then touching your
mouth, nose or eyes.

•

Spread of COVID-19 is highest from people with symptoms

•

Spread of COVID-19 before symptoms appear is less common

WHO IS MORE AT RISK FOR THE CORONAVIRUS DISEASE?
People of all ages can be infected by the Coronavirus (COVID-19)
Team members that fall within a vulnerable worker category include…
•
•
•

People with pre-existing medical conditions (such as asthma, diabetes, kidney conditions, heart disease)
Aboriginal and Torres Strait Islander people 50 years and older with one or more chronic medical conditions.
People 65 years and older with chronic medical conditions; people 70 years and older; and people with
compromised immune systems.

The World Health Organisation advises people of all ages
to take steps to protect themselves from the virus, for
example by following GOOD HAND HYGIENE AND GOOD
RESPIRATORY HYGIENE.

If you identify as one of the above please discuss with your employer / manager or Safety team. All information about a worker’s
medical condition is to be kept strictly confidential as per privacy and confidentiality policy.

WORKING FROM HOME
The Prime Minister, (the Hon Scott Morrison MP) has advised that workers
should work from home wherever and whenever they can. You should also
check the latest advice from official sources in your state or territory
regarding working from home in response to COVID-19.
Whether working from home is a reasonably practicable measure at your
workplace will depend on the specifics of the work you do, the facilities
available for you to work remotely and the ability for you to do your work
effectively and safely from home.
If work can be completed at home, and the risks that arise from working
remotely can be effectively managed, your employer may determine that
encouraging or directing you to work from home is the best way to minimise
the risk of exposure to COVID-19.
As public health conditions change, any working from home arrangement
your employer put in place in response to COVID-19 may also vary.
As with all work health and safety matters, employers must consult with you
and any elected HSRs in relation to returning to the normal workplace.
“You are not working from home, you are at
your home during a crisis trying to work”
Quote / author unknown

WORKING FROM HOME
When working from home it is important team members are able to perform
expected tasks with the same levels of safety and security as being in the
workplace under usual circumstances.
It is important that if you are working from home as a team member that you are
not negatively affected by an entirely whole new set of risks that can be a result
of..
• Hazardous workspace / environment (environment, electrical, noise, poor
lighting etc.)
• Loneliness, combined lack of social interactions and work networks
• Lack of communication between you and your managers, supervisors &
coworkers
• Less support than usually received
• Inability to access information to support mental health & wellbeing
• Changes to the work demand & long and / or less working hours
• Poor organisational change management (less consultation about changes to
work etc.)
• Increased pressures from family demands (home schooling, relationship strain
or family and domestic violence)
If team members have any of these (or similar) concerns regarding working from home contact your
employer /manager, HR or safety team and arrange a time to discuss your concerns in complete
confidentiality.

STAYING HEALTHY AT WORK
•
•
•
•
•
•
•
•
•
•
•
•

Do not come to work if you are unwell
Follow physical distancing guidelines
Practice good hygiene at all times
Washing hands & using hand sanitizer
Wear PPE when / if required
Covering mouth when sneezing & coughing
Disinfecting shared control surfaces
Avoid hugs & shaking hands
Keeping shared areas clean
Eating well
Taking breaks
Discuss concerns & review practices
It is everyone’s DUTY OF CARE to take the
necessary precautions to help stop the spread
of COVID-19 in the workplace.

PPE / PERSONAL PROTECTIVE EQUIPMENT
Depending on the role you play at work you may be required to wear PPE to ‘Personally Protect’
yourself and others.
From 11.59pm Wednesday 22 July Victorian Government is
mandating wearing face masks for people both living and working in
Metro Melbourne or the Mitchell Shire. For those living outside
these areas the recommendation is to wear a face mask where you
are unable to physical distance.
A face mask is not a substitute for these other precautions to
prevent spread of COVID-19:
• staying at home when unwell, with even mild respiratory
symptoms
• physical distancing (staying >1.5 m away from others)
• hand hygiene (and avoidance of touching potentially
contaminated surfaces) cough etiquette and respiratory hygiene
Other common PPE that can be used to protect against COVID-19 include:
•
Gloves
•
Eye protection, and screens
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If workers are required to wear PPE for work it is the duty of care for
employers to provide appropriate PPE, and information and training on
how and why to use it. It is the duty of care of employees to wear it and
follow all reasonable instructions.
There is more detailed information contained at the rear of this guide
regarding the proper fitting, use and removal of masks.
While masks must be worn if you are feeling unwell to help stop the
spread of germs and infections between yourself & others the message is
very simple:
STAY HOME if you are feeling unwell and get tested!
Do not come to work

Discuss with your employer, team supervisor or manager if
you are concerned or uncertain about the PPE you should
be wearing for your work.
(Pic right) correct fitting should ensure snug fitting, not too
tight but so the entire mouth & nose are well covered.
Further information for the correct use of masks is
contained at the rear of this guide.

It is also important to ensure that adding PPE to stop the risk
of spreading COVID-19 does not cause additional risk to
regular work activities such as using tools, plant or machinery.
Crew fitting radio microphones to performers and similar tasks
may be required to encroach on physical distancing in order to
undertake their work.
An example of applying effective hierarchy of control
measures for this would be- ‘elimination’ > ask the performer
to fit mics themselves before considering use of PPE / masks

Gloves are not a substitute for regular hand washing.
Gloves made of non-absorbent material that allow fine motor function
without possibility of contaminating the wearer’s hands should be
worn when handling food, tickets, or any items on which infection can
be transmitted, and when using cleaning or disinfecting products.
Workers should be trained on the proper use of gloves, including
frequency of disposal and hand-washing based on the worker’s specific
duties, to avoid spreading the virus in high-touch areas. Gloves should
be worn in the following situations:
•
•
•
•
•

Money or other transaction handling.
Food service
Bar service
Emptying foyer bins / other front of house clean up duties
Cleaning duties / general

The type of PPE your employer might provide
will depend on your workplace and outcomes
of their risk assessment and consultation.
Eye protection, in the form of safety glasses,
goggles or a face shield, can be used as PPE for
protecting against the risks of COVID-19.
Eye protection can assist to act as a physical barrier from droplet spray and prevent
unintentional rubbing of eyes between hand washing. Eye protection may be necessary
for workers who are in close proximity to droplet spray, for example health workers,
police, corrections and security work. However, for many workplaces, eye protection
will not be a required control measure.
Good hygiene practices should be followed if eye protection is used.

WHAT IS GOOD RESPIRATORY HYGIENE?
Good hygiene requires washing your hands regularly with soap and
water for at least 20 to 30 seconds and drying them with clean paper
towel.
You must wash your hands…
• On arrival at work
• Before handling food and after eating
• After coughing or sneezing or touching hair, scalp, mouth, nose or
ear canal
• After handling money or bank cards
• Before & after cleaning
• After going to the toilet
• When changing tasks and after touching potentially contaminated
surfaces
• Before leaving work
• Before & after fitting & removing masks & gloves (if used)
When it is not possible to wash hands, an alcohol-based hand sanitiser
with at least 60% ethanol or 70% isopropanol as the active ingredient
must be used as per the manufacturer’s instructions.

WHAT IS GOOD RESPIRATORY HYGIENE?
Cover your mouth
Always cover your mouth while
you sneeze or cough. The best
way to cough or sneeze is by
covering your mouth with your
bent elbow.
Avoid using a handkerchief as it
becomes a place for breeding
bacteria and virus. COVID-19
spreads through droplets and
thus, it is the best to cover your
nose and mouth whenever you
sneeze or cough.

WHAT IS GOOD RESPIRATORY HYGIENE?
Use tissues
Using tissues is a better option than handkerchiefs, as
tissues can be used and thrown in a bin, thus
preventing the bacteria/virus to spread.

Sneeze or cough in the tissue and dispose in a bin
immediately.
After throwing away used tissues, you must always
wash your hands with soap or use a sanitiser to
eliminate germs.

WHAT IS GOOD RESPIRATORY HYGIENE?
Keep Your Distance!
Whenever someone cough or sneezes, a few droplets escapes their
mouth or nose which might contain the virus. If you are standing
close to that person, you might contract the virus as the droplets
might fall on you, making you sick later.
As with other public places the best way to avoid this situation is to
maintain a distance of at least 1.5 metres from anyone in a shared
workplace environment.
If you are suffering from cough or cold, you shouldn’t be at work.

WHAT IS GOOD RESPIRATORY HYGIENE?
Avoid touching your mouth and nose
Our hands touch a number of surfaces throughout the
day. We unknowingly touch our face, rub our eyes and
touch our nose with those dirty hands. These three
openings are the easiest way for the virus to enter your
body.
In order to protect yourself from COVID-19, you should
consciously avoid touching your mouth, nose or eyes.
Wash your hands at regular intervals throughout the
day.

TRAVELLING TO WORK
To cut down on the number of commuters using public transport systems on mass it is important workers are able to
commute outside of usual peak times whenever possible (after 9 am and before 4-6pm weekdays)

For more information see the Public Transport Victoria website ptv.vic.gov.au

Requirements of Entry at work
During lockdown in many venues only janitorial staff and critical staff have been permitted
onsite. This hazard control measure is still in place until further notice.
There are a number of control measures that can be put in place to control risk of potential
exposure to people or environments with COVID-19 infection onsite or in transit to site.
For example:
•
•
•
•
•
•
•
•
•
•
•
•

Only team members with approvals can be on-site
Team members are required to complete an induction such as this / and /or a return to
work plan and checklist.
Sign-in each day & complete declaration
Observation of condition / temperature screening
Washing hands / use hand sanitiser on arrival
Briefing of what to look for COVID-19 symptoms
Briefing of distancing requirements & consideration to use spotters
Cleaning protocol using hospital grade disinfectant of touch points & bathrooms
Tool box talk on good hygiene
Reminding workers of Employer Assistance Program (if in place )for support
The need for staggered meal breaks
Briefing on appropriate PPE (Personal Protective Equipment) to be worn

WORKING OFF-SITE / ENTRY POINTS (General)
Just as there are requirements of entry & procedures involved at the primary place of work, the
below listed points are common to a range of places based on advice from the Chief Medical Health
Officer. Team members may encounter some or all of these if working off-site.

•
•

Designated points of entry with sign-in & out procedures
Visitors or new workers or contractors may need to be escorted by security or
a supervisor to and from work areas.

Workplaces may require workers to undertake temperature testing on entry,
complete screening questions and sign a declaration upon entry to site to
identify those in risk of previous exposure.
Workers may be required to confirm that they …
•
•
•
•
•

Have not been overseas within last 14 days.
Haven’t contracted or are not in contact
with anyone who has COVID-19.
Can confirm they are feeling well with no
symptoms compatible with COVID-19.
Workers may also be required to participate
in toolbox talks covering COVID-19 procedures
together with any specific work instructions.
Have the COVIDSafe app (if required)

HELPING KEEP PEOPLE SAFE
The number one priority of all plans for returning to work
across the board is SAFETY FOR ALL.
Risk Assessments are used to identify
workplace hazards and risks with the aim of
putting appropriate control measures in
place to reduce the likelihood of accidents &
injuries occurring.
Risk Assessments play a vital
part of daily operations
within the Live Performance
Industry to keep our teams
and audiences safe at all
times.

HELPING KEEP PEOPLE SAFE
In Risk Assessments, a HAZARD is defined as ‘the thing that can hurt
you’. (Like a fall from height, or manual handling etc.)
Risk is determined by looking at Likelihood and Consequences should
the hazard be untreated or uncontrolled.
At every level of our operations we must collectively factor-in COVID19 as the HAZARD. The risk is that team members & visitors contract
COVID-19 in the workplace resulting in serious illness or death.
Each part of our work with require specific treatment & controls
mechanisms to be put in place to minimize the likelihood and
consequences of COVID-19 (The Hazard) occurring at work.
The following slides aim to address these treatment & control measures.
Everyone has a part to play in implementing them and monitoring their
effectiveness to keep ourselves and others safe.

RETURNING TO WORK SAFELY – With Confidence
Mental health and wellbeing

We all respond to change in our own ways: it can be unsettling,
overwhelming or even exciting depending on how we are
feeling on a given day or on our current circumstances.
Some of us may feel eager to head back to the workplace,
while others may feel concerned, anxious or stressed when
considering a return to duties in a work environment.
We are all different. It is important to respect
and accommodate our differences as
well as our own changeable moods as
we gradually return to working
together.

“I heard that we are in the same boat.
But it’s not like that.
We are in the same storm, but not in the same boat”.
Excerpt from: Seeking Safe Harbour amidst Coronavirus
Damian Barr

RETURNING TO WORK SAFELY – With Confidence
Kindness always matters
The COVID-19 shutdown period has been a different experience for each person. We do
not know the full details of anyone else’s life or private circumstances. This means we need
to practice compassion: to make space for our own and other peoples realities and to
support each other to get help when we need it.
Remember that a person’s behaviour is just the visible tip of the iceberg.
Underneath the surface they may be struggling with:
•
•
•
•
•
•
•
•
•
•
•

Chronic health conditions or illnesses, including personal experience with
COVID-19
Recent loss of a loved one
Relationship breakdown or stress
Increased caring, parenting or other responsibilities
Prolonged social isolation
Job insecurity or loss of income
Thwarted plans and missed opportunities
Difficulty adjusting to change
Changes to working roles and responsibilities
Fears about re-entering public spaces or public
transport
Uncertainty about the future

… (To name just a few)

LOOKING AFTER YOURSELF AND OTHERS
Everybody needs help sometimes
As we return to work following the COVID-19 shutdown, unexpected feelings or concerns may arise.
Remember, you are not alone – please connect with someone if you are experiencing difficulties.
If you are specifically worried about returning to a work environment, please contact your employer,
manager, HR or safety team to confidentially discuss your concerns. We are here to support you
Looking after yourself is not selfish:

To be well:
•
•
•

Prioritise sleep, nutrition and exercise
Regularly connect with people you care about, and
Engage in activities you enjoy

If you need help:
•
•
•

Pay attention – don’t ignore significant
or prolonged changes to your mood
Speak up – it’s okay to let someone know
you’re not okay
Reach out – to trusted people and
appropriate support services

LOOKING AFTER YOURSELF AND OTHERS
Looking after each other is everyone’s job:
To be supportive:
•
•
•

Promote positive mental health and wellbeing through your words and actions
Know who you can refer people to for support inside your organisation
Learn about support services so you feel confident to talk about them with others

If someone you know needs help:

•

Pay attention – notice when people are acting differently or
struggling

•

Don’t assume, ask – ask the person about what’s
going on and listen non-judgementally

•

Help them to get help – support the person
to reach out to appropriate support services

WHERE TO GET HELP
Help is there for you
Seeking professional help is a sign of strength. Reach out.
Employee Assistance Programs (EAP)
Many organisations offer Employee Assistance Programs. If your employer offers EAP, you and sometimes your immediate family - have access to free, confidential counselling and
support from psychologists and counsellors who can speak with you about any aspect of your
mental health and wellbeing.
For more information about your organisation’s EAP, speak with your manager or HR.

Free, confidential helplines
If your organisation does not offer EAP, or if you have any troubles
accessing it, there are a number of 24/7 free, confidential helplines
you can call, such as:
Lifeline
(13 11 14)
Beyond Blue (1300 224 636)
Support Act Wellbeing Helpline (1800 959 500)
GP Mental Health Plan
Speak with your GP to be referred to professional
support services as part of a GP Mental Health Plan.
Under this plan you may be entitled to Medicare rebates
for mental health allied services.
Contact your doctor to find out more.

WORKING TOGETHER- Control Measures at Work
There are many places we find ourselves sharing on a daily basis as we work across our
organisations. Regardless of if we work in an office, on stage, in any of our service areas
or offsite it is important that as a team we all follow Physical Distancing Guidelines
CONTROL MEASURES FOR PHYSICAL DISTANCING
Minimising the number of people within an area at one time
(Wherever possible provide each person with 4 square meters of space per person or 1.5 M between people)

Communicate (other than face to face)
Wearing Personal Protective Equipment
Moving work tasks to another location
Postponing non-essential work
Practicing good hygiene methods
Signage & 1.5M marks on floors
Placing physical barriers
Limiting physical interactions
Changes to regular work spaces
Staggering meal breaks
Not sharing tools / items / PPE

DISTANCING
In the current context, Social Distancing refers to staying at least 1.5 metres
from people to help avoid getting sick and “flatten the curve” in the spread of
COVID-19. The main concern is that social distancing comes with negative
connotations that makes people believe they must cut out all social aspects of
their lives and completely separate or isolate themselves from others.
While Social Distancing is still widely used, it may be sending the wrong
message and contributing to social isolation.
Physical Distancing involves physically keeping yourself away from other
people, but staying socially connected.
As the pandemic continues, distinctions such as this will likely continue to
emerge. It can seem overwhelming, but each person has a small part they can
play to help slow the spread of illness. By practicing physical distancing you can
help protect your own health and the health of others in your workplace and
community.

Working Together in Shared Areas

What is the ‘four square metre’ rule?
In an enclosed public facilities there should be on average
no more than one person per four square metres of floor
space. (Whilst also noting Government’s restrictions on the
total number of people)

Clear planning of shared work areas is
required to ensure appropriate separation of
team members at a minimum 1.5 metres.
Performers should maintain 1.5 metres
distance between themselves and other
performers, audience members and from staff
who work backstage. Where this is not
possible, they should limit the duration of
close contact.

The physical distancing requirement of one person per four
square metres does not apply to staff (including
volunteers and contractors) in areas that are workplaces.
Staff working in the staff-only areas must practise
physical distancing (1.5m) as much as possible.

What is the ‘four square metre’ rule? (…continued)

As a way to limit the number of people who may gather in a public facility area at
any one time we must allow entry to no more than one person per four square
metres of available floor space.

For example, if an indoor space is 8 metres long and 2 metres wide, its total area is 16 square
metres. Its density quotient is 4, so no more than 4 people would be permitted to be in the
indoor space at the same time.

The ‘Four Square Metre Density quotient or person limits apply to the number of
patrons/visitors in a space and not the number of workers.
Venues and facilities can have the number of staff reasonably required to operate the venue, in addition
to the limit in place for patrons. Staff need to maintain physical distancing as much as possible and where
staff can work from home, they must work from home.

•

Minimise the number of person-to-person interactions that need to be completed within 1.5 metres.

•

Minimise the number of individuals involved in activities that need to occur within 1.5 metres of each
other. eg. Essential work in loading docks, bio-boxes, wings, fly floors, grids, box offices.

•

Put in place control measures to limit close contact between workers/ other people for longer than
15mins face-to-face cumulative over the course of a week or more than 2 hours in a shared closed space.
If this is not possible, utilise PPE.

•

Provide personal protective equipment (PPE) where necessary (e.g. gloves, masks, glasses).

•

Consider forming “work teams” in which people routinely work together, but they keep their distance
from everyone else.

WORKING TOGETHER – SHARED AREAS
So physical distancing can be achieved in a shared work
environment this may result in a number of changes to how
we work such as:
•

Simply keeping your distance (spread out- give way-use your
judgement when approaching others in shared areas)

•

Calculating work & shared area sizes and re-organising office desks
and furniture

•

Placing (and adhering to) markings on the floors or using physical
barriers.

•

Displaying signage or posters in common areas such as offices,
hallways, kitchens & restrooms to inform team members on the

numbers of people permitted to share spaces at any given time.
Shared work areas should be cleaned and re-organised where
required together with floor markings and signage in place to allow
for correct physical distancing and to remind all team members of
requirements prior to any approved returns to the office
environment.

CHANGES TO THE WAY WE COMMUNICATE
In contrast to the way we have become use to communicating with
one another pre-COVID-19 we now need to make significant adjustments if/when
we are working in the same area as each other.
These methods are now not so new to many of us, during the closure we have
demonstrated we can keep in touch with our colleagues and families here and all
around the world.
Whenever possible we MUST continue to communicate with each other in this way
to maintain our physical distancing. In particular…
•
•
•

No personal staff meetings – use Teams, Zoom, Skype, phone etc. instead of
meeting in person
If / when there is a need to be in the same place physically aim to keep it brief
and adhere to physical distancing requirements.
Consider outside tables where well ventilated if you must meet up but
you must keep your distance.

CHANGES TO THE WAY WE GATHER & MOVE AROUND
When moving through our common & public areas such as lifts, stairwells and
narrow passageways we must be mindful of others at all times.
Avoid…
• Blocking egress points (doorways, corridors, main exits and entry points)
• Stopping off for quick chats in tight spaces & on staircases
• Overcrowding lifts (1.5 m rule /observe signage displaying requirements wherever displayed)
Staggering our breaks is the best method to ensure our popular green rooms, cafes, bars kitchens and
restrooms are not overcrowded at peak times.
Team members are encouraged to…
•
•
•
•
•

Bring ‘ready to eat’ lunch that does not require congregation in kitchen areas preparing and
heating items.
Bring own cutlery, water bottles & cups, and don’t leave them in shared kitchens/areas
and take then home each day.
Remain vigilant on physical distancing requirements when collecting favorite local
take-away meals from public outlets.
Avoid the need for cash transactions
Wash /sanitise hands before and after meal breaks

WORKING TOGETHER – Team Manual Handling
Its no secret to those who work in production across the live entertainment industry that the very
nature of the work can be extremely physical at times.
To allow for correct physical distancing in this environment Production Risk Assessments
need to identify specific control measures for team manual handling tasks.
All team members (and visiting crew) will need to be aware controls and
continually assess equipment/items requiring team manual handling.

All crew need to consider using practical (& safe) alternatives
when required to allow for suitable physical distancing
such as…
•

Rethink the work

•

(eliminate, replace, redesign, spread-out!)

•
•

Postponing non-essential tasks
Lightening the load
(Pack items into smaller-more manageable loads)

•

Use mechanical assistance /advantage
(trolleys / lifting devices)

BACK OF HOUSE AREAS
As mentioned earlier in this guide, the Four Square Meter Rule does not apply to workplaces/
spaces that do not have public access, although all workplaces are encouraged to apply the rule
wherever possible and encourage staff to remain 1.5m apart.
Work must be undertaken in line with overarching venue Risk Assessments with COVID-Safe updates and those
specific to productions and BOH work. Venues and crew will need to work together to maintain safe distancing
& minimise time spent in close proximity.
•
•
•
•
•
•
•
•
•
•
•

Identify ways to modify work requiring close contact to increase physical distancing. Where teams may absolutely need to
work in shared closed spaces (such as bio boxes or trucks etc) utilise PPE.
Wherever possible do not allow touring company personnel access to closed spaces & increase airflow
Form a “work team” in which people routinely work together, but they keep their distance from everyone else.
Keep stage & BOH areas clean and free of excess cases & equipment to maximize space for distancing
Leave doors & cases locked open (wherever possible) to minimise touching surfaces
Allow extra time for all elements to allow for added safety precautions
Inform touring companies & hirers of COVID safe plan & WH&S requirements of the venue pre-arrival
Ensure touring companies & hirers have their own COVID safe plans for review with any issues discussed prior to arrival
Induct new crew and visitors on arrival to familiarise with the workspace & procedures
Post clear signage detailing COVID Safe protocols in access points and work areas
Continue to review tasks & control measures

WORKING TOGETHER – Safe Operating Procedures
Safe Operating Procedures (SOP’s) must outline how to perform certain
work tasks and the use of specific equipment safely to restrict the
spread of COVID-19. These may be updated from earlier versions or
purposely created when & where necessary.
SOP’s must also include information about any cleaning that needs to
take place before, during and/or after use. For example:
•
•
•
•
•
•

•

Shared workspaces (Computers, keyboards etc.)
Hand held & radio mics & IEM’s (In-ear monitoring systems)
Talkback / comms systems (Handsets / headsets, Stage
Management & FOH announcement mics)
Wardrobe / Dressing Room requirements
Using shared control equipment such as lighting & audio consoles,
flying systems, stage automation & AV control surfaces,
followspots, motor controllers etc.
Operation controls in loading docks, plant & equipment, walkiestackers, EWP’s (and so on)
Any tools (if they really must be shared)

CLEANING & DISINFECTION
During COVID 19 all workplaces are required to ensure high standards of routine
environmental cleaning. There are also requirements to:
• Ensure there are adequate amounts of appropriately graded hygiene and sanitation supplies
such as bleach, alcohol sanitisers and hand soap for the tasks required in each area.
• Provide and encourage the use of hand sanitisers for use when entering & exiting buildings.
• Clean and disinfect high touch surfaces regularly, including desks and keyboards
• Open windows (when possible/practical) to enhance airflow, adjust air conditioning

Cleaning means physically removing germs, dirt and organic matter from surfaces.
Cleaning alone does not kill germs, but by reducing the numbers of germs on surfaces,
cleaning helps to reduce the risk of spreading infection.
Disinfection means using chemicals to kill germs on surfaces. This process does not
necessarily clean dirty surfaces or remove germs, but by killing germs that remain on
surfaces after cleaning, disinfection further reduces the risk of spreading infection.
Cleaning before disinfection is very important as organic matter and dirt can reduce the
ability of disinfectants to kill germs.

Which areas should be cleaned and disinfected, and how often?
Any surfaces that are frequently touched should be prioritised for cleaning,
such as door handles, counters, kiosks, service areas, appliances, shared
work stations, phones, EFTPOS machines, registers and workplace
amenities, such as toilets.
Any surfaces that are visibly dirty, or have a spill, should be cleaned as soon
as they are identified, regardless of when they were last cleaned.
Surfaces that many people touch should regularly cleaned and disinfected.
At a minimum, workplaces should be cleaned at least once daily. If your
workplace has many customers or others entering each day, more frequent
cleaning and disinfection is recommended.
If your workplace is only attended by the same small work crew each day
and involves little interaction with other people, routine disinfection in
addition to daily cleaning may not be needed.

KNOWING THE ‘RIGHT’ MESSAGES TO SEND
With new and ever-changing guidelines in play for how many people can be in any
one place at a certain time it is important that customer facing team members are
kept up to date with all current venue requirements regarding public & shared spaces.
Patron Screening measures are NOT mandated by the Government or Health
authorities at this time with self-disclosure & patron tracking considered adequate for
many venues. Customer service team members must be properly informed on
current venue requirements regarding self disclosure & tracking in order to assist
patrons if/when required (such as self-service counters/devices & contactless
temperature screening devices) and the correct and safe use of any PPE required for
assistance roles.
Now, more than ever during these times of uncertainty for patrons & visitors, venue
customer service teams need to provide timely information and maintain high levels
of effective communication.
Together with the appropriate signage, physical distancing markings & foyer
announcements being used to inform and guide patrons as to requirements there
may also be times that customer service team members will need to reinforce
restriction requirements during their regular course of duties.

KNOWING THE ‘RIGHT’ MESSAGES TO SEND
Focus areas in this regard include:
• Quality customer care & attention
• Keeping up to date with protocols, distancing requirements & number of patrons
permitted in areas
• Remaining vigilant & alert and knowing when to reinforce boundaries using the right
language when required
• Remaining calm and confident during conflict situations
Ensuring customer service teams are regularly informed on current guidelines and
protocols will help to provide them with the strength of knowledge to handle potentially
difficult situations.
Collectively, we must ensure to maintain our delivery of quality customer experiences to
patrons remains high during these periods of uncertainty.
If you are uncertain about the current restrictions that are in place while you are
working in a customer service area it is vital that you request the information you need
from your supervisor / manager or contact your safety team.

Evacuation Points & Procedures
With less team members in our buildings during this period, designated /trained
Wardens may not be available in areas at all times. It is important that all team
members are prepared to respond to any emergency that may arise.
Emergency Evacuation. The need for physical distancing creates significant challenges
when planning to evacuate a crowd during an emergency. External emergency evacuation
assembly points will need to be able to accommodate the patrons / performers while
maintaining distancing between unrelated groups.
NB: The goal of maintaining distancing between people becomes a secondary
consideration if there is a clear and imminent danger requiring an emergency evacuation.
Emergency exit plans should reflect that moving patrons away from the most urgent
hazard is the priority.

WHAT IF?... Suspected or Confirmed Covid-19 Case Procedures
The information contained in the following slides has been
included in this guide for example purposes. RESPONDING TO
SUSPECTED OR CONFIRMED CASE OF COVID-19
It is a requirement that all workplaces ensure that they have
appropriate procedures in place regarding handling and reporting
cases of COVID-19.
Any procedures such as these in use in the workplace should be
easily accessed by all team members at all times.
If a person is displaying any serious symptoms (such as difficulty of
breathing) call for urgent medical assistance (ACM Internal SSO-8222/
External call 000)

RESPONDING TO SUSPECTED OR CONFIRMED CASE OF COVID-19

RESPONDING TO SUSPECTED OR CONFIRMED CASE OF COVID-19

ADDITIONAL CONTROLS
While not mandatory, it is recommended that all team members and
visitors to our workplaces download and use the Australian Government
Department of Health COVIDSafe App.
The COVIDSafe app will not stop you from catching COVID-19 but will
speed up contacting people exposed to coronavirus and has been
designed to help support and protect you, your friends and family.

For more information
https://www.health.gov.au/resources/apps-and-tools/covidsafe-app

Together, we’re on our road
to recovery
There is much to do. Each of us have a role to play.
If collectively we remain focused on what is required now
and for the future, hopefully we can all return to doing
what it is we love to do best, as soon as possible…

THANK
YOU

Written & Compiled by: Arts Industry Learning / Arts Centre Melbourne
Sources / references for information forming this guide include:
•
•
•
•
•

World Health Organisation
Victorian Chief Health Officer
Department of Health and Human Services (DHHS)
Arts Centre Melbourne
Creative Victoria
(Arts and Culture Return-to-Business Guidelines)

https://creative.vic.gov.au/coronavirus/return-to-business

•
SafeWork Australia https://www.safeworkaustralia.gov.au/covid-19-information-workplaces
•
WorkSafe Victoria
•
Live Performance Australia
•
VAPAC (Guide for reopening PAC Venues)
•
Industry Sector
Legislative Requirements: Victorian OHS Act 2004 - Victorian OHS Regulations
2017-Victorian Public Health and Wellbeing Act 2008
For any concerns regarding immediate response contact COVID hotline 1800 675 398

USING MASKS
From 11.59pm Wednesday 22 July Victorian Government is mandating wearing face masks for people both living
and working in Metro Melbourne or the Mitchell Shire. For those living outside these areas the recommendation
is to wear a face mask where you are unable to physical distance.
Masks are an effective control measure for people to wear with increased risk of severe illness if infected (e.g.
because of their age or a chronic medical condition).

People who are symptomatic should self-isolate at home and use a mask, if available, when going to and
from testing.

A face mask is not a substitute for other precautions to prevent spread of COVID-19:





staying at home when unwell, with even mild respiratory symptoms
physical distancing (staying >1.5 m away from others)
hand hygiene (and avoidance of touching potentially contaminated surfaces)
cough etiquette and respiratory hygiene

Inappropriate use of masks is associated with
risk
• They provide a false sense of security and
may result in neglect of more important
measures
• The use of a mask, alone, will not prevent
infection
• Touching the mask during use or when
removing it can contaminate the hands
Risks are compounded if masks are pulled
down or removed to consume food or drink
Single-use masks should not be reused, but
discarded immediately after use

Surgical Mask

N95 Mask

Experts have called for non front-line health care
workers to opt for surgical masks instead of N95
masks due to supply and ease of fitting

Masks help block large particle droplets from
reaching the wearer’s mouth & nose and reduce
exposure from the wearer to others.

If you choose to wear a mask it is important to do so safely to avoid increasing
the risk of infection to yourself and others

Putting on
Step 1. Perform hand hygiene
Wash hands with soap and water (20-30
secs) or use an alcohol-based hand rub.

Putting on a mask
• Inspect condition of the mask
• Coloured masks- the colour is front facing
• Secure ties or elastic bands at the middle of
the head and neck. Do not criss-cross
• If loops at side of mask, secure over ears
• Ensure mask is fitted snug and not too tight to
face and below chin
Always refer to the manufacturers’ instructions
for fit checking of individual brands and any types
of respirators.

Proper use of masks
•

DO NOT TOUCH THE MASK WHILE IT IS BEING
WORN

•

DO NOT REUSE THE MASK AFTER IT HAS BEEN
REMOVED

•

DO NOT LEAVE THE MASK DANGLING AROUND
YOUR NECK OR HANGING OFF ONE EAR

•

DO NOT CRISSCROSS TIES

•

CHANGE THE MASK WHEN IT BECOMES MOIST OR
AFTER 4 HOURS OF CONTINUOUS WEAR

The mask should always cover the wearer’s mouth,
nose & chin.
The thin metal wire along the upper edge of the
mask should be pressed gently against the bridge of
your nose to ensure proper fitting.

How to remove mask
Step 1. Perform hand hygiene
Wash hands with soap and water (20-30 secs) or
use an alcohol-based hand rub.
Step 2. Remove mask
Front of mask is contaminated- DO NOT TOUCH
• Grasp bottom ties or elastic band of the mask,
then the ones at the top
• Remove without touching face
• Dispose of mask into waste bin or receptacle
Step 3. Perform hand hygiene (Repeat step 1)

Adapted from dhhs.vic.gov.au and CDC Guideline for isolation precautions <www.cdc.gov/infectioncontrol/guidelines/isolation>

Homemade cloth face masks / FAQ’s
What sort of materials should I use if making a mask?- You’ll want to make your mask out of something that will hold
up to a lot of washing. Some materials, like flannel, denim and heavyweight cotton are likely better at stopping the
droplets than others. The thicker it is, the denser it is, the more likely it’s going to filter better. (tip): hold it up to the
light-if you can see light through the fabric, that’s probably not as good a something you can’t see light pass through.
How often should you clean your mask? -Recommended washing daily
What temperature kills the virus? - A minimum of 132.8 degrees F

What should you clean it with? -Regular detergents or soap
When should I replace my mask? - When it has been contaminated, if moist, after 4 hours of use, if you start seeing
holes
How should I wash my mask?
•
•
•

Machine washing with detergent on sanitizing cycle-or hottest setting
Handwashing with soap and hot water
Boiling in a large pot for several minutes swirling around occasionally

