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Our COVID Safe Plan 

Business name:   ALLENS FREIGHT 

Site location:    20 COGHLANS RD, WARRNAMBOOL  VIC  3280 

Contact person:   David Gass 

Contact person phone:   5561 2000 

Date prepared:    17 AUGUST 2020 

 

Guidance Action to mitigate the introduction and spread of COVID-19 

Hygiene 

Provide and promote hand 
sanitiser stations for use on 
entering a building or other 
location at the worksite and 
ensure adequate supplies of hand 
soap and paper towels are 
available for staff.  

Hand sanitiser supplied to each office including warehouse office and 
vehicles. 
Adequate supply of hand sanitiser refill is available from the back office. 
Hand washing facilities with soap and paper towel available in toilets.  

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

Warehouse is a naturally ventilated environment. 
Office spaces ventilated by open windows and doors. 

In all areas or workplaces ensure 
employees wear a face covering 
and/or required PPE, unless a 
lawful exception applies. Ensure 
adequate face coverings and PPE 
are available to employees that do 
not have their own.  

Wearing of a face covering is mandatory. 
Supply of masks and gloves is provided with resupply available from 
Warrnambool back office. 
Supervisors monitor correct use of PPE. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

Provide training to employees on 
the correct use and disposal of 
face coverings, other PPE, on 
good hygiene practices and 
slowing the spread of coronavirus 
(COVID-19). 

Guidance and signage provided. 
Linehaul drivers were briefed by Paul Angus OHS representative. 
Employees advised not to attend the workplace if unwell. 

Replace high-touch communal 
items with alternatives. 

Use of freight scanners limited to primary user, customers no longer use 
them to sign for deliveries. 
 

 

 

Guidance Action to mitigate the introduction and spread of COVID-19 

Cleaning 

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

Disinfectant wipes provided and encouraged to be used regularly on 
photocopiers, keyboards, mouse, phones, filing cabinets and EFTPOS 
machine. 
Disinfectant used on forklifts, vehicles and loads prior to use. 
Use of hand sanitiser encouraged after using any of these items. 

 

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

Single point of storage and distribution of PPE, cleaning and sanitising 
products to ensure adequate supply. 

Freely available at all times. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

Physical distancing and limiting workplace attendance 

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

Limited opportunity for work from home options given the industry. 
Office staff work from home when achievable. 

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

No employees work across multiple sites unless absolutely necessary to 
maintain productivity or due to long term absences. 
Workers identified as having a necessary requirement to work across 
multiple sites listed in Annex 1. 
These employees required to isolate from staff at site that Is not their home 
base. 
Details sought from those employees that have other employment for use if 
required. 

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

Visitor access controlled and recorded, and minimised as much as possible. 
Employees advised not to attend if unwell and follow up with communication 
of testing processes and results. 

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

Office layout allows for adequate spacing between workspaces. 
Only two people allowed in warehouse office at any one time. 
Social distancing maintained between employees in the offices and 
warehouse spaces. 

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

Provided in the office space along with signage. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

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

N/A 

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

Different starting and finishing times avoids this situation. 

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

Staff advised of expectations and to familiarize themselves and follow DHHS 
guidelines. 

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

Contactless delivery protocols instigated. 
Drivers and freight companies advised of social distancing requirements. 

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

Shift and work rosters managed to maintain productivity and minimal contact 
between employees. 
Team plans developed to cover potential reduction in staffing or outbreaks. 

Where relevant, ensure clear and 
visible signage in areas that are 
open to the general public that 
specifies maximum occupancy of 
that space, as determined by the 
‘four square metre’ rule.  

Signage provided, general public access limited and directed by staff. 

 

https://www.dhhs.vic.gov.au/preventing-infection-workplace-covid-19#what-is-the-four-square-metre-rule
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Guidance Action to ensure effective record keeping 

Record keeping 

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

DHHS Compliant visitor registers established for each worksite. 
Storage requirements established to ensure quick access if required by 
appropriate staff. 

Provide guidance to employees 
on the effective use of the 
workplace OHS reporting system. 

Normal WHS reporting processes apply. 

 

 

Guidance Action to prepare for response 

Preparing 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. 

Contingency plans established and constantly updated by Operations 
Managers. 
Team plans available if further restrictions are required. 
Communication with customers is maintained verbally and electronically in 
regard to changes to business or positive cases. 

Prepare to assist DHHS by 
providing employee and visitor 
records to support contact 
tracing. 

Visitor records available in hard copy and electronic format. Staff records 
available through Accrivia. 
Details will be provided by accounts officer or Administration Manager as 
required. 
Operations Managers to provide updated detail regarding freight operations 
and staff requirements. 
Accounts officer and office staff to engage with DHHS and undertake visitor 
advice. 



 

 

- 6 - COVID Safe Plan_v1.0_05/08/2020 

Guidance Action to prepare for response 

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

Current general cleaners Westcoast Wilcleen have been consulted and 
have the equipment to undertake a professional disinfection clean if 
required. 

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

Operations Manager and/or Depot Supervisor to be notified immediately. 
All operations to cease immediately and not resume until authorized by 
management. 
All employees and visitors to leave the site ASAP, isolate and remain 
contactable by phone for further instruction. 
 

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

All employees and visitors to be notified by Director and/or Operation 
Managers.  

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

Director and accounts officer to contact DHHS and Worksafe Victoria and any other 
affected stakeholders. 

Confirm that your workplace can 
safely re-open and workers can 
return to work. 

Employees/visitors suspected or known to have tested positive to COVID-19 
not permitted back on site until certified by health authorities to be able to do 
so. 
DHHS and Worksafe Victoria to be advised of site reopening by Director 
and/or accounts officer. 

 

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

 

Leigh Allen 

Director 

17 August 2020 
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Annex 1     

MULTIPLE SITE STAFF 

 

Leigh Allen   Warrnambool, Portland, Hamilton and Colac 

Rob Arnel   Hamilton and Mt Gambier 

Tom Brady   Warrnambool, Melbourne and Colac 

Paul Cannon   Hamilton and Portland 

Warwick Chinn   Warrnambool, Portland and Melbourne 

Robert Cox   Warrnambool and Melbourne 

Jamie Cutts   Warrnambool and Melbourne 

Matthew Gay   Warrnambool, Portland and Melbourne 

Dale Griffiths   Warrnambool, Portland, Mt Gambier and Melbourne 

Scott Grose   Warrnambool, Melbourne and Colac 

Nick Katsaros   Warrnambool and Melbourne 

Shane Spencer   Warrnambool and Mt Gambier 

Andrew Templeton  Warrnambool and Hamilton 

Ben Wallis   Warrnambool and Portland 

Jesse Welsford   Warrnambool, Melbourne and Colac 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


