COVID-19 Guidance Note:
Live Music Venues
17 June 2020

Introduction

INTRODUCTION
The Music Victoria & VMDO Guidance Note for Live Music Venues, which has been prepared by live music experts
with guidance from State and Federal Government, has been produced to help commercial live music venues
navigate their business and operations while running shows during COVID-19 restrictions.
It is intended to be used as a guide and template to prepare your own bespoke COVID-19 Response Management
Plan. It is primarily intended for venue owners and staff, but it also has relevant information for musicians and
contractors.
It should be used as a guide and features current legal requirements. It is important to keep up to date with
government guidelines and restrictions as they are updated. This document will be updated on the Music Victoria
website, so we advise against printing it and sharing with staff as it could contain advice that is soon out of date.
Good luck returning to business, be cautious, and check the Music Victoria website for further COVID-19 resources.

PURPOSE
This document is intended to assist Victorian music venues in preparing to safely reopen and resume trading in
accordance with the easing of government restrictions while ensuring audience members attending music venues
feel confident that their health and safety is being protected.
Venues operate within the hospitality and the performing arts sectors. This guidance note should be read in
conjunction with government issued COVID-19 advice to the Hospitality and the Performing Arts industries below .
Additional reading materials can be found on resources page.
Creative Victoria
o
Arts & Culture Return-to-Business Guidelines
Business Victoria
o
Hospitality Industry Guidelines for Coronavirus (COVID-19)
o
Fact Sheets & Checklists for Hospitality Venues
The above guidelines have been produced by government with industry input and contain essential information and
guidance on how to reopen and operate your music venue in accordance with Victorian government directives.
The information around key topics such as the need to develop a venue specific COVID-19 Response Management
Plan, cleaning and hygiene, physical distancing and patron limits is consistent across the two guides and included in
both.
The government issued guidelines contain the minimum operating standards that your music venue should follow
and adhere to or must comply with. If you follow the guidelines you will be operating within the law.
This guidance note includes an overview of the key requirements (taken from the Hospitality Industry and Arts &
Culture Return-to-Business Guidelines) and identifies some of the unique issues and challenges faced by music
venues that may be required to be addressed/considered in your venue specific COVID-19 Response Management
Plan.
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HEALTH AND SAFETY IN THE WORKPLACE
The guidance note reaffirms the obligations venue managers have as employers in regard to managing the
occupational health and safety (OHS) risks associated with COVID-19 (infectious disease pandemic) at the
workplace.
Both guidelines and this guidance note focus on the actions that need to be taken to ensure the safety of:
• patrons and the wider public.
• staff, including employees, contractors, artists and other workers on site (throughout the document, 		
where we refer to ‘staff’ we take this broader definition).
• Venues should also note that their workplace health and safety obligations remain under the Occupational
Health and Safety Act 2004 (OHS Act) with respect to identifying hazards and eliminate or, where is not 		
possible to eliminate, reduce risks as far as reasonably applicable. For example, if the only way to get gear 		
upstairs is in a road case requiring a four person lift, it remains a four person lift with the added measures 		
of hand hygiene before and after the activity.

TOWARDS BEST PRACTICE
This guidance note and attached checklist also includes a range of recommendations that venue management
may wish to consider in addition to the minimum requirements, for example government directive requires
one person per venue to have completed the Victorian Government: COVID-19 Return to Work Training: the
minimum requirement; best practice for a venue would be requiring all workers to complete training before
working at the venue.

PAYMENT OF ARTISTS & STAFF
More than ever, venues have a responsibility to renumerate artists and production staff fairly for their work.
Lockdowns have impacted everyone in the industry and it is vital that fair payment of artists is factored into all
show budgets moving forward. Please refer to Chapter 15 of the Music Victoria Best Practice Guidelines for
Live Music Venues for more information.
Music Victoria - Best Practice Guidelines for Live Music Venues
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Resources
There is a lot of valuable information on COVID-19 available at a local, state, national and international level. In this
guidance note wherever possible we have referred to Victorian produced information if available.
Venues are advised to regularly consult the Victorian Department of Health and Human Services (DHHS) website as the
key Victorian agency for COVID-19 for the latest health related information.

Victorian Resources
Resource

Link

Department of Health and Human Services:
Coronavirus (COVID-19)

https://www.dhhs.vic.gov.au/coronavirus

Creative Victoria: Arts and Culture Return-to-Business
Guidelines

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

Business Victoria: Hospitality Industry Guidelines for
coronavirus (COVID-19) (including Factsheets and
Checklists, Templates & Signage)

https://www.business.vic.gov.au/disputes-disasters-andsuccession-planning/coronavirus-covid-19/hospitality-industryguidelines-for-coronavirus-covid-19

Business Victoria: Coronavirus (COVID-19) business
support & Hotline: 13 22 15

https://www.business.vic.gov.au/disputes-disasters-andsuccession-planning/coronavirus-covid-19/coronavirus-businesssupport

WorkSafe Victoria: Preparing for a pandemic - a guide
for employers

https://www.worksafe.vic.gov.au/resources/preparing-pandemicguide-employers

WorkSafe Victoria: Consultation – safety basics

https://www.worksafe.vic.gov.au/consultation-safety-basics

WorkSafe Victoria: Mental health

https://www.worksafe.vic.gov.au/mental-health

Victorian Government: COVID-19 Return to Work
Training

https://rtw.educationapps.vic.gov.au/

Department of Health and Human Services: Mental
health resources – coronavirus (COVID-19)

https://www.dhhs.vic.gov.au/mental-health-resourcescoronavirus-covid-19

Victorian Government: Cleaning and disinfecting to
https://www.dhhs.vic.gov.au/sites/default/files/
reduce COVID-19 transmission. Tips for non-healthcare documents/202003/Cleaning and disinfecting to reduce
settings.
COVID-19 transmission - 20 March 2020.docx

										
								
Australian Resources		
Resource

						
Link

		

Australian Government Department of Health:
COVIDSafe App Information Page

https://www.health.gov.au/resources/apps-and-tools/covidsafeapp

National COVID-19 Coordination Commission: My
business’s COVIDSafe plan

https://pmc.gov.au/sites/default/files/files/my-businesscovidsafe-plan.pdf

Australia Council for the Arts: Re-Activate Guide

https://www.australiacouncil.gov.au/programs-and-resources/
Re-activate/

Safe Work Australia - National COVID-19 safe
workplace principles

https://www.safeworkaustralia.gov.au/covid-19-informationworkplaces/other-resources/national-covid-19-safe-workplaceprinciples

Australian Government Department of Health: Good
hygiene for coronavirus (COVID-19)

https://www.health.gov.au/news/health-alerts/novelcoronavirus-2019-ncov-health-alert/how-to-protect-yourselfand-others-from-coronavirus-covid-19/good-hygiene-forcoronavirus-covid-19

Health Direct: Hand washing

https://www.healthdirect.gov.au/hand-washing

Australian Government Department of Health: How to
wash and dry hands

https://www1.health.gov.au/internet/main/publishing.nsf/
Content/how-to-wash-and-dry-hands
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CREATING A COVID-19 RESPONSE MANAGEMENT PLAN FOR YOUR VENUE
Venue management should tailor their COVID-19 Response Management Plan (plan) to address their
particular operating circumstances and venue attributes. Every venue is unique, so while some practices
are mandatory for all music venues other actions will need to be tailored to suit your venue. The below
information, checklist and resources will assist you in creating your venue’s plan that identifies and
manages the risks associated with COVID-19 to staff, artists, crew and patrons at your music venue.

What you
need to
include in
your plan and
to do to
safely to
re-open your
music venue
(from June
21, 11.59pm)

Protect staff wellbeing by ensuring safety and hygiene measures are
in place as well as ensuring workers are complying with health 		
advice and are not unwell
Provide all staff*, as well as venue hirers, with a copy of these 		
guidelines and encouraged to complete the Victorian Government:
COVID-19 Return to Work Training (available now), including 		
ensuring at least one staff member at the venue has completed the
training
Have provisions in place to record patron’s contact details on 		
booking and entry, with date/time/first name and a contact 		
number (the details of every patron should be recorded, not just
one per booking)
Undertake a deep clean of the premises and implement additional
hygiene and cleaning measures and practices
Ensure your venue is set up to adhere to physical distancing 		
requirements and capacity limits of (50) patrons per separate 		
space (not including staff or artists) subject to 1 per 4sqm rule

Venue Management

Venue Management
Staff

Venue Management
Door Staff/Security

Venue Management
Cleaners
All Staff
Venue Management
All Staff
Patrons

Density quotient of 1 patron per 4 square metres of floor space
accessible to patrons; and
Tables to have no more than 20 patrons and arranged so that 		
patrons from different tables are not closer than 1.5 metres when
seated.
Table service only
Dancefloor(s) remain closed
Ensure patron awareness of, and compliance with, requirements
(including collection of contact information)
Be ready to work with the Department of Health and Human 		
Services (DHHS) in the event of a case of coronavirus (COVID-19)
or an outbreak affecting your business
Complete and consider displaying coronavirus (COVID-19) 		
checklists provided in these guidelines.
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CLEANING & HYGIENE
(ENVIRONMENTAL MEASURES)

CLEANING
HYGIENE
(ENVIRONMENTAL
This chapter&offers
advice
on building positiveMEASURES)
relationships with
neighbours and authorities so that they can understand your business and you can
Venue
managers
should
undertake
a riskand
assessment
of those areas or equipment at their venues that are
address
potential
issues
quickly
effectively.

likely to expose workers or patrons to the virus, including high traffic areas, frequently touched areas,
equipment and surfaces.
Frequent cleaning and hand hygiene are fundamental to reducing the risks from coronavirus (COVID-19).
Additional hygiene measures are a priority. While these additional measures will vary between venues, a
person who owns, controls or operates a music venue involving the service of drinks or food and involves
members of the public entering any single undivided indoor or outdoor space, must, at a minimum:
Undertake initial pre-opening deep cleaning and implement an environmental cleaning schedule 		
(between shows and end of night) to ensure frequent cleaning and disinfection of high touch surfaces
and bathrooms. Cleaning between performances should include vocal microphones (or replace), vocal
microphone stands, shared drum kits, DJ mixers controls, etc.
Display a sign at each public entry that includes information on the maximum number of people that
can be in the space at a single time.
Display posters on good hygiene and hand washing practices in prominent places and establish hygiene
stations (with hand sanitiser) at entrances and throughout the venue to encourage hand hygiene of
staff and patrons.
Maximise ventilation (introduction of fresh air from outside) where possible. Note: Standard air
conditioners (AC) settings recycle and cool/heat internal air.
Provide physical barriers or floor markings to ensure physical distancing is maintained at cashiers, or
consider installation of sneeze guards.
Clean frequently touched areas and surfaces at least hourly or immediately when visibly spoiled or after
a spill with detergent or disinfectant (including shared equipment, ATMs, EFTPOS, cigarette machines,
equipment, door handles, handrails, benches and bar counter tops).
Signs requesting patrons to only touch what they intend to purchase (such as merchandise if relevant).
Reduce touch points where possible, such as using contact-less payments, laminated menus that can be
cleaned in between each use, keeping doors open, removing self-serve straws & water jugs.
Ensure toilets are in working condition with warm running water for the hand basin and ensure soap and
disposable hand towels/dryers are provided.
Use of disinfectant/high grade cleaning products according to manufacturer’s instructions.
Recommend that artists use own gear where possible, particularly vocal microphones, drum kits and DJ
headphones. Update any venue specifications sent out to artists, bands, agents and promoter to advise
them to bring their own vocal and horn microphones, drum hardware and headphones.
For further information on cleaning see Business Victoria: ‘Cleaning and disinfecting to reduce 		
COVID-19 transmission – Tips for non-healthcare settings’. and at the Department of Health and
Human Services’ (DHHS) Cleaning and disinfecting to reduce COVID-19 transmission document.
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This chapter
offers advice on building positive relationships with
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(from a dispenser)
and water so
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to clean
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rub you
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your business
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(where
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example,
when
hands
are
not
soiled
but
may
have
been
contaminated
from
contact
with
address potential issues quickly and effectively.

environmental surfaces). Cleaning hands also helps to reduce contamination of surfaces and objects that
may be touched by other people. Staff should avoid touching their face, especially their mouth, nose, and
eyes when cleaning. Staff should also clean hands before putting on and after removing gloves.
•
Ensure regular hand washing and/or use of alcohol-based hand sanitisers by staff – For further 		
information on hand washing refer to Australian Government Department of Health: How to wash 		
and dry hands.
•
Hand washing and/or sanitisation stations in all key areas of venue – entry/exits, bars, toilets, staff 		
rooms.
•
Staff on the floor can use gloves; however, they will need to be replaced regularly and disposed of 		
properly in waste containers/bins to minimise the risk of reusing and transmission.

FACE MASKS
Non-medical, fabric masks are being used by many people in public areas, but there has been limited
evidence on their effectiveness and the DHHS and World Health Organisation currently do not
recommend their widespread use among the public for control of COVID-19.
However while the rate of community transmission in Australia is relatively low some settings and
specific working conditions may place workers at your venue in close contact or potential close contact
with others where physical distancing cannot be achieved.
If alternative controls such as screens at ticket box etc. are not viable your COVID-19 Response
Management Plan should consider the use of non-medical masks–e.g. for security officers working at
your venue.
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Chapter 3.
PHYSICAL (SOCIAL) DISTANCING,
PATRON LIMITS AND FLOOR PLANS

PHYSICAL (SOCIAL) DISTANCING, PATRON LIMITS AND FLOOR PLANS
Physical distancing is an important element of creating a safe environment for staff and audience members
and probably one of the trickiest to achieve in a music venue. The current directions require capacity limits of
20 patrons per single enclosed space, subject to meeting the density quotient of one patron per four square
metres.
From 11.59pm on 21 June 2020, the limit will increase to 50 patrons per single space. Venues with multiple
divided spaces can have up to 50 patrons in each space as long as they comply with density requirements and
there are controls in place for shared spaces, e.g. foyers and bathrooms. Groups must be seated at a table of
no more than 20 (friends and family), with tables placed 1.5m apart. Alcohol can be served without a meal.
Patrons must be seated. Seated service only and dancefloors remain closed.
Careful consideration should be given to ensure workers and patrons of all abilities can access venues and
events safely and that physical distancing measures recognise the needs of people of all abilities.

Music venues should:
•

Undertake an assessment of their spaces and activities to identify activities where the risk of transmission
of coronavirus (COVID-19) could be heightened and understand the flow of patrons and staff and potential
areas where physical distancing might be compromised including bars, stage & backstage areas.
• Calculate the limit of people you can have in your space(s), using the density quotient of 1 person per 4
square metres and noting the Government’s restrictions at the time on the total number of people.
• Note: The density quotient or person limits apply to the number of patrons in the Patron Accessible Area(s)
of your venue and is not your redline licensed area. It does not include staff or artists and venues can have
the number of staff reasonably required to operate the venue, in addition to the limit in place for patrons.
Staff should maintain physical distancing as much as possible and you should limit the number of staff
in patron areas at all times. Staff working in the staff-only areas must practise physical distancing wherever
possible.
• Implement procedures to optimise physical distancing in a space and minimise direct contact between
patrons by:
o Marking standing areas in queues to encourage patrons to remain 1.5 metres apart.
o Taking measures or modifying venues to ensure staff and patrons can enter, exit, and move around the
		 venue safety, e.g. through one-way flow, control of bottle necks, staircases, separate entry and exit
		 points if possible e.g. installing convex mirrors in staircases etc.
o Developing procedures to manage dwell times, access to equipment and area capacities.
o Placing signage to demonstrate physical distancing on the floor and physical barriers, such as roping,
to
to manage high traffic areas e.g. queuing areas.
o Ensuring that accessibility requirements are accounted for when reconfiguring spaces and patron flow.
o Managing access to and from amenities, such as toilets, food and beverage areas and dressing rooms.
o Encouraging online and phone bookings and, where possible, limiting the number of walk-in patrons.
o Removing, or preventing access to, any unnecessary parts of the venue.
o Placing equipment, barriers, tables, and/or seating in a way that ensures patrons are at least 1.5 metres
		 apart including 1.5m separation between front of stage and audience.
o Staggering entry times, if possible, and managing dwell times to control the flow of patrons.
o Stage setups should also be adjusted to maximise physical distancing, you may need to limit the 		
		 number of artists in your performance areas to allow this and consider performance and changeover
		 times and dressing room space.
o Assigning regular work teams & limited work areas to minimise exposure between staff and patrons.
COVID-19 Guidance Note - Live Music Venues, V1: 17.06.2020
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Music venues should (continued):
•

Implement procedures to optimise physical distancing in a space and minimise direct contact between
patrons by (continued):
o Emergency evacuation procedures for your venue/spaces should be updated where applicable; noting
		 that physical distancing between people becomes secondary if there is clear and imminent danger
		 requiring an emergency evacuation.
Where situations arise that require staff to be within 1.5 metres of patrons, avoiding direct contact, minimising
face-to-face time and implementing hygiene practices and consider the installation of screens between
patrons and staff e.g. at the box office

QUEUING
Your venue will need to include in your plan and implement processes for controlling queues both externally
(waiting for entry) and within your venue (toilets, bars, smoking areas etc.) This could include:
• Where patrons queue outside your venue place x marks/signs on the footpath 1.5 metres apart. As always
venue managers to be mindful of local amenity and queues should not interfere with other businesses
operating in the area or impede members of the public from passing.
• Security or other trained staff instructing patrons to stand in patron groups (friends and family).
• Have appropriate number of security or staff to manage the length of queue and the number of places in
the queue.
• If patrons arrive and your queue is full provide them with any relevant ticket information (reassure them
they will not miss out!) and advise patrons to come back at a later time.
• Include instructions and reiterating the importance of venue entry procedures in any information sent out
prior to show informing patrons of arrival time (e.g. one hour before show, by ticket number etc.).
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COMMUNICATING TO PATRONS

COMMUNICATING TO PATRONS
The marketing and communications around reopening are vital to the successful long-term operation
of venues and events. Building trust and ensuring patron safety will ensure a positive experience and
encourage repeat attendance. To assist in building this trust, venue management could consider:
• Developing communication and marketing plans to ensure the successful reopening of the venue 		
and minimise patron dissatisfaction.
• Communicating honestly and transparently to patrons, via your website, ticketing agencies, social 		
media, e-communications etc. about:
o The extra cleaning and hygiene measures in place to ensure patron safety.
o Physical distancing measures and processes that patrons will face when they arrive.
o Health and safety expectations, such as requesting patrons to stay home if they are unwell or 		
		
have been in contact with someone who has been unwell.
o Refund options in the event that a patron becomes unwell between booking and the date of 		
		 attendance.
o Considering how partnering with promoters, ticketing companies, bands etc. might provide value
		
through a sense of community.
o Where possible, information should also be sent out directly to ticketholders/patrons, artists and
		
crew before they arrive at the venue, this will help to ensure everyone is fully informed and 		
		
prepared for COVID-19 related changes at the venue e.g. varied entry procedures, cashless 		
		
payments, queuing and capacity limits etc.
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TICKETING OR PATRON DATA
The ability of live music venues to collect data via ticketing and/or entry procedures will allow venues
to assist with contacting people in the event of an outbreak. Ticketing information, Scantech data,
attendance lists, COVID-19 tracing apps and booking details are all ways that venues are currently
collecting this information. You might choose to collect extra data during this period to ensure you
are able to contact everyone in the venue if necessary, however it’s important that privacy issues are a
priority for any patron information that is being collected.

Venues should:
•
•

Update Conditions of Entry and ticket purchase Terms & Conditions
Place prominent signage (templates for recommended signage are included on the Business Victoria
website) for patrons that outlines:
o The restrictions in place and information on cleaning, hygiene and physical distancing measures 		
		
being employed to protect patron health as per DHHS’ Staying Safe - Good Hygiene for 		
		
Coronavirus guidance.
o Encourage patrons to maintain 1.5 metres from others when entering and exiting the venue, 		
		
including when queuing prior, if necessary. Use of floor/wall markings indicating 1.5 			
		
metres distancing should be considered.
o The symptoms of coronavirus (COVID-19) and the importance of staying home when unwell.
o That patrons who ignore venue rules and instructions will be requested to leave and may be 		
		
contravening public health emergency directions for which penalties may apply.
o Patrons should also be encouraged to download the COVIDSafe app.
o The requirement to request contact details for contact tracing purposes.

TEMPERATURE CHECKING
Note: Current DHHS advice does not recommend patron temperature checks on entry. Patrons should
be encouraged to check their temperature before leaving home. Anyone with a temperature over 37.5
degrees should be advised to stay home and seek medical advice.

COVID-19 Guidance Note - Live Music Venues, V1: 17.06.2020
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Chapter 5.
STAFF EDUCATION
AND TRAINING

STAFF EDUCATION & TRAINING
Staff safety and wellbeing is paramount. Venues should ensure that adequate processes are in place to
protect staff, including pre-shift and on-site coronavirus (COVID-19) health checks and information,
reducing intermixing between staff and patrons where possible.
Employers have an obligation to consult staff on matters related to health and safety that directly affect
or are likely to directly affect them.
Keep staff informed through regular briefings on COVID-19, including updates and reminders on risk
control strategies, and communicating and enforcing coronavirus-related policies and procedures.
Distribute information from authoritative sources, such as WorkSafe and the Department of Health and
Human Services, to increase staff’s awareness of the need for preventative measures to reduce the risk
of transmission.
Consult staff on what control measures should be put in place to eliminate or minimise the risk of
transmission and the adequacy of facilities, such as for hand washing, for staff and patrons.
Ensure that your staff feel supported and heard. Take their views into account when making decisions,
advise them of those decisions, and provide means for them to their raise concerns.

It is the Government’s expectation that:
a. at least one staff member at every venue will have completed the Victorian Government online 		
coronavirus (COVID-19) training.
b. all staff should make themselves familiar with the venue’s COVID-19 Response Management Plan and
the underlying guidelines.
c. posters are displayed at the venue confirming that staff have reviewed the guidelines and completed
the training as required.

Venues should:
•
•
•
•

•
•
•
•
•

keep a register of staff training completion certificates to ensure ongoing compliance.
display information about the symptoms of coronavirus (COVID-19) and the need for staff to stay 		
home when unwell.
distribute the venue’s COVID-19 Response Management Plan to staff and ensure that they are 		
familiar with the guidance information.
recommend all staff complete the Staff Coronavirus (COVID-19) Health Questionnaire or similar 		
before each shift. A downloadable version can be found in Hospitality Industry guidelines in the 		
resources section.
direct staff to stay at home if they are sick or go home immediately if they become unwell
encourage staff to report when they have been a close contact* with a confirmed case of coronavirus
(COVID-19).
communicate with, and provide training for, staff on safety and hygiene practices to ensure they 		
understand and fulfil their duties and responsibilities.
ensure staff are aware of, and understand, the resources and support services available to them.
arrange safe staff workspace allocations to minimise staff interaction with patrons where possible.
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STAFF EDUCATION & TRAINING (cont.)
Venues should (continued):
•

ensure Responsible Service of Alcohol principles apply to venues supplying liquor under a liquor 		
licence
• provide front of house staff with additional resources and training to ensure high quality patron 		
experiences that protect health and wellbeing by supporting staff to effectively manage challenging 		
conversations or patron behaviour, including security, health and safety and privacy issues.
• encourage staff to download the COVIDSafe app.
• Implement activities to minimise direct contact between staff and crew:
o Reconfiguring work areas to maintain physical distancing between staff, crews and, where 		
		
relevant, patrons.
o Managing staff rosters to provide different “shifts” and staggering start and finish times including
		 breaks.
o Ensuring, to the extent possible, that workers do not share equipment.
o Considering using physical barriers where practical, such as sneeze guards at points with high 		
		
volume interactions with patrons.
• Venue management should also consider managing visits to the premise by delivery drivers or other 		
contractors to minimise, where practicable, physical interaction with staff.
• Considering procedures to receive contactless deliveries and e-invoicing, staggered load in etc.
• Maintaining a register of staff, contractors and volunteers on site and the dates and times they are in
the venue. This must be kept for a minimum of 28 days. This enables contact tracers to quickly 		
contact those who were potentially exposed in the event that a positive case of coronavirus 			
(COVID-19) is detected at the venue.
• Maintaining records of any work rosters to enable identification of those who have been in close 		
proximity in the event that a worker becomes unwell.
• Providing resources and support to aid the mental health and wellbeing of staff. There is a wide 		
range of information on mental health and wellbeing available (DHHS, WorkSafe Victoria and 		
WorkSafe Australia) and organisations such as Beyond Blue that can offer assistance.
* A close contact is someone who has spent greater than 15 minutes face-to-face, cumulative, or the
sharing of a closed space for more than two hours, cumulative, with a confirmed case of coronavirus
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STAFF TEMPERATURE CHECKING
There is no requirement to administer staff temperature checks. You may want to include a temperature
check (taken at home preferably or at the venue) as part of the pre shift Health Questionnaire. Please
advise your staff that if they take their temperature using a thermometer and it is 37.5 degrees or above,
they are considered to have a fever and should not come to work. Even if a staff member has only mild
symptoms like tiredness or a sore throat, they should attend a coronavirus (COVID-19) testing location.
A temperature check will not tell you whether a person has COVID-19. It will only identify symptoms. It
is possible that a person may be asymptomatic or be on medication that reduces their temperature. It is
also possible that the person may have a temperature for another reason unrelated to COVID-19.

ARTISTS & CONTRACT STAFF
Venue information should be updated and regular emails sent out informing all stakeholders of your
venue COVID-19 Response Management Plan and venue requirements. Artists, production staff, security,
crew and any other contract workers should also be required to sign in and complete a staff health check
on entry.
Show staff are not included in the density quotient or person limit for the venue. However, to assist in
maintain social distancing guidelines, they should be required to remain outside of public spaces and limit
movement between spaces where possible.

COVID-19 RESPONSE COORDINATOR
Venue management should consider appointing a COVID-19 Response Coordinator with appropriate
skills and training for the role. This person would be responsible for ensuring that your policies and
practices are being followed, that staff are trained, and records are being kept appropriately.
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Chapter 6.
CONTACT TRACING

CONTACT TRACING
Venue management must implement a process to request, record and securely store contact details of
all visitors to the venue (staff, patrons, maintenance and delivery workers) for more than 15 minutes by:
•

•
•
•
•

Recording first name, a contact phone number, date and time of attendance of each visitor. Where 		
possible also record the space (i.e. the room or theatre) where the patron was seated if a seated 		
venue.
Informing staff and patrons of requirements before collecting data that the information is being 		
requested for contact tracing purposes.
Ensuring transparency in collection, use and storage of personal data, including privacy obligations 		
and securely destroying data after 28 days.
Not using these records for any other purpose than contact tracing e.g. for marketing.
Identifying exceptions to information collection such as visits for short periods (less than 15 minutes)
and associated processes.

DHHS will liaise with venue management where someone has been at the venue while infectious. DHHS
may request information from the operator to assist with contact tracing. DHHS will contact anyone who
is determined to be a close contact of the case.

COVIDSafe App
While use of the COVIDSafe app is voluntary, venue management should strongly encourage all patrons
and staff to download the app before attending their venue.
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Chapter 7.
RESPONDING TO CONFIRMED CASES
OF COVID-19

RESPONDING TO CONFIRMED CASES OF COVID-19
Any staff member showing coronavirus (COVID-19) symptoms, however mild, should be asked not to
come into work and/or sent home immediately. Symptoms of coronavirus (COVID-19) include fever,
coughing, sore throat, fatigue and shortness of breath.
If a staff member develops symptoms while at work, they should:
• immediately notify venue management
• leave the workplace, travelling by the least public means possible; and
• ring the Department of Health and Human Services (DHHS) coronavirus (COVID-19) hotline on
1800 675 398 for advice on testing.
If a patron or staff member who is a confirmed case of coronavirus (COVID-19) has attended your
business while they are infectious, you will be contacted by DHHS and advised of the necessary steps
to follow (possible closing, deep cleaning, notifications etc) to ensure the appropriate preventative
measures are in place prior to reopening.
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Chapter 8.
CHECKLISTS, FAQS AND FURTHER INFORMATION

CHECKLISTS, FAQS AND FURTHER INFORMATION
Both the Creative Victoria Arts and Culture Return-to-Business Guidelines and the Hospitality Industry
Guidelines for coronavirus (COVID-19) referenced in this Guidance Note contain valuable information and
checklists that can be incorporated into your venue COVID-19 Response Management Plan including:
•
•
•
•

Before you are open - Checklist for owners/managers
Once you are open - Checklist for owners/managers
Once you are open - Checklist for staff
Staff Coronavirus (COVID-19) Health Questionnaire

•
•
•
•

Fact sheet – Venue set up
Fact sheet – food business cleaning and sanitising
Frequently Asked Questions (FAQs) on all topics
Signage and poster templates

The Safe Work Australia website has a COVID-19 resource kit with various fact sheets including:
• Cleaning checklist
• How to clean and disinfect your workplace
• Health, hygiene and facilities checklist

Have any questions?
The following agencies can assist businesses with COVID-19 related questions
• Business Victoria: coronavirus hotline: 13 22 15
• Victorian Commission for Gambling and Liquor Regulation: 1300 182 457
• Victorian 24-hour COVID-19 hotline: 1800 675 398
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