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COVID-19 SAFE WORKPLACE PLAN 
The objective of this document is to provide employees, volunteers and contractors with clear guidelines and 
expectations while working at the Nature Parks. The advice within this document is in line with current 
Government guidelines and will be updated as advice changes.  

The objective is to: 

 Ensure a safe workplace is provided to Nature Parks employees, volunteers, and contractors. 

 Facilitate accurate, timely and helpful communications to staff and key stakeholders. 

 Adapt and modify the current operational set-up to cater for restrictions  

 Provide a clean safe venue for our visitors. 

 Ensure compliance with current health directions. 
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1. Safe Workplace 

State Government health advice from the Premier, Department of Health (DH), Department of Environment 
Land Water and Planning (DELWP) and Safe Work Australia has been followed and communicated to the 
workforce via email, staff meetings, text messages, Yammer, intranet, and Safety Focus bulletins.  

Current directions have been implemented in line with the advice of the Victorian Chief Health Officer. 
Hierarchy of controls utilised included elimination, isolation engineering, substitution, administration, and PPE. 
The rostered COVID-19 Incident Controller monitors Federal and State Government advice daily and provides 
updates to the CEO and Management Team as new advice arises. 

Nature Parks will continue working with DELWP, the Department of Jobs, Precincts and Regions (DJPR) and 
the Victorian Tourism Industry Council to provide the relevant detail to support safe business operation. We 
will follow all the detail provided by Department of Health that is relevant to the Nature Parks’ circumstances. 

2. Business Resumption 

It is the responsibility of the rostered COVID-19 Incident Controller from the Phillip Island Nature Parks to keep 
a watching brief on the situation until the pandemic has been resolved.  This role is responsible for: 

 Monitoring for outbreaks and changes in health directions. 

 Communicating advice to the Nature Parks Management Team. 
 Reviewing and revising plans to align with changing advice. 

3. Communications 

Throughout this phase, communication with staff, the Board and external stakeholders is paramount. The 
COVID-19 pandemic is proving to be a situation that is changing daily and is likely to be years in duration.  

All COVID-19 internal & external comms must be approved by the DELWP communications team before 
distribution & must be sent to nhill@penguins.org.au to send to DELWP for approval prior to distribution.  

The Department of Health is the control agency for Pandemics. All information needs to be in line with their 
messaging to ensure consistent and up to date messaging. It is important to ensure information is in line with 
state and federal governments to ensure consistency. Information sources are listed below: 

 

Source  Website 

Victorian State Government  https://www.dhhs.vic.gov.au/coronavirus 

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

https://www.premier.vic.gov.au 

https://www.coronavirus.vic.gov.au/signs-posters-and-templates  

Chief Health Officer (CHO) Health Alerts https://www2.health.vic.gov.au/newsletters   

Australian Department of Health 

(Health alerts, situations & case numbers) 

https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-
ncov-health-alert/coronavirus-covid-19-current-situation-and-
casenumbers  

Safe Work Australia https://www.safeworkaustralia.gov.au/covid-19-information-workplaces   
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4. COVID-19 Mandatory Vaccination Directions 

Effective from Friday 29 October, all Nature Parks visitor attractions will be only open to visitors who can 
demonstrate they are fully vaccinated for COVID-19, or have a medical exemption. This requirement will apply 
to our staff, students, interns, volunteers, and contractors working across our sites.  

Effective from 6pm on Friday 29 October, all Nature Parks offices will only be open to staff, students, interns, 
volunteers and contractors who are fully vaccinated. 

In addition to these requirements, all Nature Parks workers (employees, students, interns, volunteers, and 
contractors) who work on site in other areas of the Nature Parks, must be able to provide evidence they are: 

 Fully vaccinated, or  
 Have received at least one dose of a COVID-19 vaccine and have a booking to receive a final dose by 

the  26th of November 2021, or 

 have a medical exemption from an authorised medical practitioner. 

Should Nature Parks employees, students, interns, volunteers, and/or contractors not be able to provide 
evidence of the above, or do not wish to comply with Mandatory Vaccination Directions, they will not be 
permitted to attend or visit any Nature Parks venues and a discussion must be had with their supervisor 
regarding future employment.  

Please visit the Coronavirus website for more information regarding industry and workers regarding vaccination 
requirements. The below posters are also available at https://www.coronavirus.vic.gov.au/signs-posters-and-
templates & demonstrate what is required and how you can validate a vaccination status.  
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5. Working From Home 

In accordance with Regional Victoria’s Roadmap directions, you may work from home if you can, or go to work 
if you are fully vaccinated. The Nature Parks acknowledge its support for flexible work to continue for those 
roles that can be undertaken remotely.  This was documented as an extension to the Nature Parks Activity 
Based Working protocols which have been documented in the Workplace Handbook found on the intranet - 
http://pdac/general/General%20Documents/Office%20Handbook.pdf.  

Working from home ergonomic assessments are complete for all staff who are permitted to work from home.  

The Nature Parks has an Employee Assistance Program (EAP) in place to support the mental health of all 
staff, volunteers, and their families, including those requiring support whilst working at home. 

6. Site Operation Plan – No Density and Capacity Limits for Public and Staff 

In line with Victoria’s Roadmap or Phase D, on the 19th of November 2021 there will be no capacity limits, no 
density limits and no gathering limits at Nature Parks. COVID Safe measures will still apply, including 
enabling entry for vaccinated patrons only, wearing of masks in high density indoor areas where you cannot 
socially distance, COVID cleaning, signage, record keeping and other requirements outlined in State-wide 
Settings (see https://www.premier.vic.gov.au/sites/default/files/2021-11/211118%20-%20Restrictions.pdf).  
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A maximum of 2,400 tickets will be eventually available at the PPVC to manage the influx of domestic and 
international visitors to the venue and support staff during a ‘COVID Normal,’ transition phase. All other 
venues will not have maximum ticket sales, unless required in future.  

6.1. Penguin Parade  

The Penguin Parade is open 7-days a week, and from Friday the 19th of November 2021 a capacity of 1,000 
people will apply (excluding Ultimate Tours) and will gradually increase to 2,400 people in the following 
weeks, with no group limits.  

The Penguin Parade will only be open to visitors who can demonstrate they are fully vaccinated for COVID-
19, or have a medical exemption.  

Indoor areas will be monitored by trained COVID marshals to ensure all visitors check-in via the Service 
Victoria App or a manual sign in sheet and are fully vaccinated. Should a visitor arrive at the venue and not 
be fully vaccinated, COVID-19 marshals must refuse them entry.  

Ticketing – Tickets are recommended to be purchased online, however tickets are available onsite. A desk 
will be set up just inside the front doors to check tickets and ensure the visitors have checked in via the 
Service Victoria app. This is fitted with a Perspex screen to allow staff to check tickets and confirm 
vaccination status from behind the screen. A hand sanitising station is beside the tour desk to allow all 
visitors to sanitise prior to entry. All adult visitors who enter the visitor centre with a paper copy of their 
vaccination status need to be able to provide ID to confirm who they are. 

If a child under 4 arrives without a ticket, the site supervisor has the discretion to allow the child to attend site 
with their guardian but must add them to the visitor manifest.  

Evacuation to the PPVC - If an evacuation to the Penguin Parade visitor centre is required due to severe 
weather or another type of emergency, the visitors should be spread throughout the building. Visitors can 
leave to go home, evacuate to their cars, or can be distributed throughout the building until the emergency is 
over, depending on the safest action to take at the time. This event could result in a large number of people 
within the Visitor Centre; however, visitors could be distributed comfortably within the building capacity.  

Carpark – All visitors will park in the carpark. The bus park will only be opened when demand requires. 

Contact Tracing - To assist in capturing our visitors’ details for the purpose of contact tracing we have 
introduced the Victorian Government’s QR Code Registration Portal (Service Victoria App) and be able to 
prove their vaccination status. These records help contact tracers in the event a positive case of coronavirus 
(COVID-19) is identified. The ticket purchasers’ details are also maintained on the Nature Parks ticketing 
system.  
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Meet and Greet/ Covid Check-in Marshals (also trained as COVID Marshals) are positioned at the entrance 
of the Penguin Parade to ensure guest details are captured and record keeping of every person that attends 
the venue is obtained. Staff explain to visitors how to scan the QR code, via a smartphone camera or QR 
code scanner app and help those who may be unfamiliar with QR code technology.  
 

 
If staff can’t register someone’s attendance via QR code, they write down their contact name, phone number, 
time, and date of visit on the paper-based site manifest and email to reception@penguins.org.au at the end 
of the shift. This is retained for 28 days in accordance with Record Keeping for Contact Tracing Information 
for Business (coronavirus.vic.gov.au).  
 
Café & Restaurant – The Shearwater Restaurant will be open for a la carte dining to a minimal menu and a 
café style grab and go offering. The Litte Penguin Café will only open if demand and staffing levels enable 
this additional service. A basic food and beverage offering will also be available in Retail, including cold 
drinks, ice-creams, confectionary, and other basic non-perishables.  

The coffee cart will remain closed. Staff and volunteer meals will be available.  

Toilets – Toilets are open to the public in the Penguin Parade visitor centre, bus park and beach toilets. The 
Nature Parks Ground Services Team have a cleaner rostered on each night to ensure regular cleaning. 

Cleaning - Ground Services Team have a cleaner rostered on each night. From 5pm the focus for this 
cleaner will be toilets and high touch points. It is expected that all staff will be spot cleaning and equipment 
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cleaning in their work area. Especially items that come into regular contact. Cleaning will be conducted as 
per the Nature Parks Coronavirus (COVID-19) Cleaning Guidelines PRO-OHS-006. 

Retail – The main retail store will be open nightly. Perspex screens have been installed on counters, and 
direction arrows and 1.5m markers placed on the floor. All transaction will be contactless. Additional PPE 
and sanitiser will be available for staff as or if required. Masks MUST be worn by visitors and staff in the retail 
areas in line with current directions.  

Theatre – The theatre will be open.  

Interpretive Space and Activities – Interpretive and interactive activities will be open. COVID marshals and 
Site Supervisors will monitor the area to encourage social distancing. Hand sanitiser will be readily available 
at all touch points.  

Security – Security staff will be rostered each night. They will be onsite from 6pm daily and conduct patrols 
across the entire site.  

Buggy and Wheelchairs – The buggy and wheelchairs are available for visitor use as per normal process. It 
is recommended that visitors sit in the back seat. Cleaning of seats, handles and other touch points must be 
undertaken after every visitor use.  

Back Doors and Stand / Sand Setup – Front and back doors will be staggered in opening to manage the 
flow of visitors through the building from 6pm. When low tide permits access, staff will be required to set up 
the sand (beach) for visitors to observe the penguins.  

Stands and Boardwalks – Staff will ensure visitors only attend the viewing area they are ticketed for. Visitor 
Engagement Rangers will read a script about encouraging mask wearing when close to others to visitors 
prior to penguin arrival time. Groups visiting together will be permitted to sit together but distancing between 
groups will be encouraged by staff.  

6.2. Koala Conservation Reserve  

The Koala Conservation Reserve is open 7-days a week with no capacity limits 

The Koala Conservation Reserve will only be open to visitors who can demonstrate they are fully vaccinated 
for COVID-19, or have a medical exemption.  

Indoor areas will be monitored by trained COVID marshals to ensure all visitors check-in via the Service 
Victoria App or a manual sign in sheet and are fully vaccinated. Should a visitor arrive at the venue and not 
be fully vaccinated, COVID-19 marshals must refuse them entry.  

Ticketing – Tickets are recommended to be purchased online, however tickets are available onsite. A desk 
will be set up just inside the front doors to check tickets and ensure the visitors have checked in via the 
Service Victoria app. This is fitted with a Perspex screen to allow staff to check tickets and confirm 
vaccination status from behind the screen. A hand sanitising station is beside the tour desk to allow all 
visitors to sanitise prior to entry. All adult visitors who enter the visitor centre with a paper copy of their 
vaccination status need to be able to provide ID to confirm who they are. 
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If a child under 4 arrives without a ticket, the site supervisor has the discretion to allow the child to attend site 
with their guardian but must add them to the visitor manifest.  

Contact Tracing – The Koala Conservation Reserve has a unique QR code, and every visitor, contractor or 
delivery driver must sign in using the Service Victoria App and be able to prove their vaccination status. Meet 
and Greet/ Covid Check-in Marshalls staff (also trained as COVID Marshals) are positioned at the entrance 
to ensure guest details are captured and record keeping of every person that attends the venue is obtained. 
Staff explain to visitors how to scan the QR code, via a smartphone camera or QR code scanner app and 
help those who may be unfamiliar with QR code technology.  
 
If staff can’t register someone’s attendance via QR code, they write down their contact name, phone number, 
time, and date of visit on the paper-based site manifest and email to reception@penguins.org.au at the end 
of the shift. This is retained for 28 days in accordance with Record Keeping for Contact Tracing Information 
for Business (coronavirus.vic.gov.au).  
 
Carpark – The carpark will be open between 10am and 4.30pm. If the carpark become overly congested the 
front gates can be shut as a traffic control measure.  

Toilets – Toilets are open to the public. The Ground Services Team have a cleaner rostered on each day to 
ensure regular cleaning. 

Cafe – Café will open from the 26th of November 2021 7-days a week from 10am - 2:30pm. Hot beverage, 
ice-creams and grab and go takeaway will be available. A basic food and beverage offering will continue to 
be available in Retail, including cold drinks, confectionary, and other basic non-perishables. Staff and 
volunteer meals will also be available from this time onwards.   

Bush Bank – The Bush Bank will be open to visitors between 9am and 3pm on Saturdays. On the 19th of 
November, all visitors MUST be fully vaccinated in line with all other mandatory vaccination directions 
(including Phase D) and staff will be required to check vaccination status, only allowing fully vaccinated 
customers or visitors to enter the Bush Bank.   

Cleaning – The Ground Services Team have a cleaner rostered on each day from 6am to 2.30pm. The 
focus for this cleaner will be toilets and high touch points. It is expected that all staff will be spot cleaning in 
their work area and the Admissions and Retail staff clean the high touch areas in the retail store and 
interpretive area. Cleaning will be conducted as per the Nature Parks Coronavirus (COVID-19) Cleaning 
Guidelines PRO-OHS-006. 

Retail – The retail store will be open daily. Perspex screens have been installed on counters, and direction 
arrows and 1.5m markers placed on the floor. All transaction will be contactless. Additional PPE and sanitiser 
will be available for staff as or if required. Masks MUST be worn by visitors in the retail area in line with 
current directions. 

Wheelchair – The wheelchair is available for visitor use as per normal process. Cleaning of seats, handles 
and other touch points must be undertaken after every visitor use. 

Tracks and Boardwalks – Tracks and boardwalks are open via the Visitor Centre.  
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6.3. Churchill Island  

Churchill Island will be open 7-days a week with no capacity limits.  

Churchill Island will only be open to visitors who can demonstrate they are fully vaccinated for COVID-19, or 
have a medical exemption.  

Indoor areas will be monitored by trained COVID marshals to ensure all visitors check-in via the Service 
Victoria App or a manual sign in sheet and are fully vaccinated. Should a visitor arrive at the venue and not 
be fully vaccinated, COVID-19 marshals must refuse them entry.  

Ticketing – Tickets are recommended to be purchased online, however tickets are available onsite. A desk 
will be set up just inside the front doors to check tickets and ensure the visitors have checked in via the 
Service Victoria app. This is fitted with a Perspex screen to allow staff to check tickets and confirm 
vaccination status from behind the screen. A hand sanitising station is beside the tour desk to allow all 
visitors to sanitise prior to entry. All adult visitors who enter the visitor centre with a paper copy of their 
vaccination status need to be able to provide ID to confirm who they are. 

If a child under 4 arrives without a ticket, the site supervisor has the discretion to allow the child to attend site 
with their guardian but must add them to the visitor manifest.  

Contact Tracing – Churchill Island has a unique QR code, and every visitor, contractor or delivery driver 
must sign in using the Service Victoria App and be able to prove their vaccination status. Meet and Greet/ 
Covid Check-in Marshalls staff (also trained as COVID Marshals) are positioned at the entrance to ensure 
guest details are captured and record keeping of every person that attends the venue is obtained. Staff 
explain to visitors how to scan the QR code, via a smartphone camera or QR code scanner app and help 
those who may be unfamiliar with QR code technology.  
 
If staff can’t register someone’s attendance via QR code, they write down their contact name, phone number, 
time, and date of visit on the paper-based site manifest and email to reception@penguins.org.au at the end 
of the shift. This is retained for 28 days in accordance with Record Keeping for Contact Tracing Information 
for Business (coronavirus.vic.gov.au).  
 
Carpark – The carpark will be open between 10am and 4pm. If the carpark becomes overly congested, the 
gates can be shut as a traffic control measure. 

Café – From Monday to Friday the café will operate from 10am – 4pm, and on the weekends, the café will be 
open from 9am – 4pm. Dine in and take away will be available all week until 3pm. There will be cabinet food 
available. Staff and volunteer meals will also be available.  

Toilets – Toilets are open to the public. Ground Services have a cleaner rostered on each day to ensure 
regular cleaning. 

Cleaning – The Ground Services Team have a cleaner rostered on each day from 6am to 2.30pm. The 
focus for this cleaner will be toilets, café, and high touch points. It is expected that all staff will be spot 
cleaning in their work area and the Admissions and Retail staff members will clean the high touch areas in 
the retail store. Especially items that come into regular contact. Cleaning will be conducted as per the Nature 
Parks Coronavirus (COVID-19) Cleaning Guidelines PRO-OHS-006. 
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Retail – The retail store will be open daily. Perspex screens have been installed on counters and direction 
arrow and 1.5m markers placed on the floor. All transaction will be contactless. Additional PPE and sanitiser 
will be available for staff as or if required. Masks MUST be worn by visitors in the retail area in line with 
current directions. 

Farm Precinct – The farm precinct will operate daily between 10am and 4pm. The exit to farm will be via the 
visitor centre.  

6.4. Nobbies Centre  

The Nobbies Centre will be open from Friday the 19th of November 2021 with no capacity limits.  

The Nobbies will only be open to visitors who can demonstrate they are fully vaccinated for COVID-19, or 
have a medical exemption. 

Indoor areas will be monitored by trained COVID marshals to ensure all visitors check-in via the Service 
Victoria App or a manual sign in sheet and are fully vaccinated. Should a visitor arrive at the venue and not 
be fully vaccinated, COVID-19 marshals must refuse them entry.  

Ticketing – Tickets are recommended to be purchased online, however tickets are available onsite. A desk 
will be set up just inside the front doors to check tickets and ensure the visitors have checked in via the 
Service Victoria app. This is fitted with a Perspex screen to allow staff to check tickets and confirm 
vaccination status from behind the screen. A hand sanitising station is beside the tour desk to allow all 
visitors to sanitise prior to entry. All adult visitors who enter the visitor centre with a paper copy of their 
vaccination status need to be able to provide ID to confirm who they are. 

If a child under 4 arrives without a ticket, the site supervisor has the discretion to allow the child to attend site 
with their guardian but must add them to the visitor manifest.  

Contact Tracing – The Nobbies has a unique QR code, and every visitor, contractor or delivery driver must 
sign in using the Service Victoria App and be able to prove their vaccination status. Meet and Greet/ Covid 
Check-in Marshalls staff (also trained as COVID Marshals) are positioned at the entrance to ensure guest 
details are captured and record keeping of every person that attends the venue is obtained. Staff explain to 
visitors how to scan the QR code, via a smartphone camera or QR code scanner app and help those who 
may be unfamiliar with QR code technology.  
 
If staff can’t register someone’s attendance via QR code, they write down their contact name, phone number, 
time, and date of visit on the paper-based site manifest and email to reception@penguins.org.au at the end 
of the shift. This is retained for 28 days in accordance with Record Keeping for Contact Tracing Information 
for Business (coronavirus.vic.gov.au).  
 
Carpark – The carpark will be open for visitors and staff.  

Cafe - The Café will be open 7-days a week from 10am – 5pm. A limited a la carte takeaway menu will be 
available between 11am and 3pm. Staff and volunteer meals will be available. 
 
Kiosk - The Kiosk will remain closed until further notice.  
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Toilets – Toilets are open the public and staff.  

Cleaning – The Ground Services Team have a cleaner rostered on each day. The focus for this cleaner will 
be toilets, café, and high touch points. It is expected that all staff will be spot cleaning in their work area and 
the Admissions and Retail staff members will clean the high touch areas in the retail store. Especially items 
that come into regular contact. Cleaning will be conducted as per the Nature Parks Coronavirus (COVID-19) 
Cleaning Guidelines PRO-OHS-006. 

Retail – The retail store will be open daily from the 9th of November 2021. Perspex screens have been 
installed on counters and direction arrow and 1.5m markers placed on the floor. All transaction will be 
contactless. Additional PPE and sanitiser will be available for staff as or if required. Masks MUST be worn by 
visitors in the retail area in line with current directions. 

Boardwalks – The boardwalks in the Nobbies area are public spaces that are free to access and do not 
require check in processes. Physical distancing signage has been installed at the head of the boardwalk 
advising to maintain 1.5m between visitors.  

7. Physical Distancing Messaging 

All Nature Parks venues and offices have: 

 All staff are encouraged to maintain physical and social distancing requirements and if unable, to wear 
masks as an additional control to reduce exposure.  

 Consistent theme in all correspondence reminding workers to practice physical distancing.  

 Zoom, MS Teams, Outlook Calendar, intranet, and phones are being used to enable work planning 
and instruction.  

8. Customer Service Staff 

 Each venue has Perspex barriers installed on the counters in admissions, retail and food and 
beverage.  

 Floor spacing stickers have been installed to remind visitors to maintain 1.5m between each guest.  

 It is preferred that tickets will be purchased online. 

 Cowes Office reception is open to visitors and the public  

 All transactions will be cashless and be contact free.  

 Items requiring cash (i.e., binoculars etc) have been removed from service until the situation changes 
or an alternate can be found.  

 Penny presses have been modified to accept debit/credit card.  

 Hand sanitiser is available for staff and visitors at all counters and service points.  

 Delaware provide their own alcohol gel sanitiser in various locations around their F&B areas.  

 Staff will be positioned at retail areas to ensure physical distancing is maintained and that visitors flow 
through the area in line with current directions.  

 Masks must be worn in high density indoor areas where you cannot socially distance unless a lawful 
exception applies.  

 All customer service staff (and Delaware) have undertaken COIVD-19 infection control training. 

 Cleaning checklist – food safety folder refers to cleaning processes specifically for COVID cleaning, 
door handles fridges, high touch surfaces (café tables and the kitchen area / back of house / servery) 
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9. Field Work  

Field staff activities will no longer have limits on group numbers. Staff will be rostered and QR code check-in 
using the Service Victoria App at an Office, or where staff/volunteers do not start at an office site, a manual 
contract tracing form must be used and then sent to reception@penguins.org.au at the end of the shift to be 
file (as per guest manual contract tracing).  

10. Office Spaces 

Office spaces have been set up to maximise spacing between users. In accordance with Regional Victoria’s 
Roadmap directions, you can go to work if you are fully vaccinated.  

 
To ensure a hygienic workplace: 

 All staff are required to sign in using the QR code for each office site (mandatory) 

 Send proof of full vaccination to People and Culture (if not done so already) 

 Cleaning and sanitising of all touch points, workstations, and desks. 

 Additional sanitiser and wipes available in office spaces for individual cleaning of equipment. 

 Heating/Cooling set to fresh air mode where possible, not recirculate. 
 Masks must be worn in high density indoor areas where you cannot socially distance unless a lawful 

exception applies.  

There is no longer any capacity, density or gathering limits for indoor areas, however social distancing is 
encouraged. Where you cannot socially distance, masks must be worn to reduce exposure.  

11. Handwashing and Hygiene 

Hygiene will be managed to the standards recommended by Safe Work Australia. 

Key elements will be: 

 Hand washing facilities will be available to everyone at all venues. 

 Hand sanitiser will be available at key locations for staff and visitors. 

 Physical contact will be discouraged. 

 Cash handling has ceased. Electronic touch free transactions only. 

 Hygiene messages will be communicated through posters, signage, and verbally at appropriate 
locations (e.g., toilets, staff rooms, admissions areas) 

 Social distancing indicators within the visitor queuing area. 

 Sanitiser and usage signage available in visitor spaces. 

 Sanitisers located at all site entries and all food areas. 

 Limit number of people in enclosed spaces, including retail and Delaware in food and beverage areas.  
 Additional cleaning staff for disinfection of public area touch areas. 
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12. Face Masks 

Nature Parks employees, delivery drivers, contractors, volunteers, and visitors must wear a face mask when 
in high density indoor areas where you cannot socially distance, unless a lawful exception applies in addition 
to other critical Personal Protective Equipment (PPE) required to complete the work (see infographic below).  

 

 

 

For the purposes of this guidance, the term face covering generally refers to reusable cloth masks, single-use 
face masks and face shields.  

Nature Parks have supplied reusable face masks for each employee and food and beverage contractors that 
is approved/authorised to be in a Nature Parks workplace. 

The requirement to wear a face covering does not apply to the following employees or other workplace 
participants: 

(A) with breathing difficulties; or  

(B) who is affected by a relevant medical condition, including problems with their breathing, a serious skin 
condition on the face, a disability, or a mental health condition.  

In instances where a Nature Parks employee falls within the categories listed above, they must notify their 
manager and consult with the COVID-19 Incident Controller prior to entering a work location. Note – Employees 
who cannot wear a face mask and cannot work remotely (i.e., must work from a Nature Parks location) may 
be asked to provide a medical certificate to their manager prior to entering a work location.   

  

 
 for workers serving the public at hospitality venues 
 for workers & customers at indoor retail 
 for workers in corrections   
 for workers in meat, poultry, & seafood processing 
 for visitors / select workers in hospitals or care facilities 
 for people using public transport, taxis, rideshare or planes 
 for primary school staff, visitors & students in Years 3 to 6 
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13. Vehicle Use 

Travel requirements:  

Required: For all trips that require more than one occupant (no matter the length), the air conditioning must be 
set to external airflow (fresh air) rather than to recirculation and/or windows should be opened for the duration 
of the trip. No maximum occupant COVID limits exist, e.g., a five-person vehicle may have 5 people travel in 
the vehicle at one time. Masks are no longer required to be worn in vehicles unless social distancing cannot 
be maintained E.g., When the vehicle has the maximum number of occupants.  

 

☒        ☑      

 

Recommended: when travelling alone, set external airflow (fresh air) rather than to recirculation and/or 
windows opened for the duration of the trip.  

14. Cleaning 

Cleaning of all areas is in line with Safe Work Australia guidelines. A Nature Parks COVID-19 Cleaning 
Guideline document has been developed and must be referenced for all cleaning tasks (PRO-OHS-006). 
Increased cleaning frequency continues with regular scheduled cleaning of frequently touched areas and 
surfaces several times a day with a detergent or disinfectant solution or wipe. This includes all areas including 
equipment, computers, door handles, handrails, tables, counter tops, sinks and keyboards. 

Rapid response cleaning kits including PPE and cleaning products have been created to respond to a 
suspected or confirmed case of coronavirus.  

Should any of Nature Parks sites be confirmed by the Department of Health as an exposure site, a preventative 
deep clean will be complete to ensure all surfaces are sanitised and cleaned in line with government guidelines.  

15. Contractors 

All contractors and their subcontractors are required to complete an induction program before starting works 
at the Nature Parks, this includes confirming their vaccination status, completion of COVID Safe modules and 
outlines the requirements for wearing a face covering when restrictions require, in addition to other task specific 
PPE to complete their task safely.  

The Nature Parks have contractors that work nightly at the Penguin Parade site.  

Food and Beverage (Delaware) comply with this plan and align with the hospitality guidance in the current 
Open Premises Directions and Public Events Framework. They only accept contactless payment and physical 
distancing messaging stickers are placed on the floor in queuing area.  

Security also comply with this plan.  
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16. Monitoring Symptoms & Isolation Instructions 

All staff are to monitor their own health and self-isolate for a period of 10 – 14 days (as advised by a healthcare 
professional), if they are: 

 Diagnosed with COVID, 
 Living with a diagnosed person,  

o Diagnosed person = someone who has been informed by a health professional that they have 
a positive test result. They are considered a ‘diagnosed,’ person until they have been given a 
clearance or have completed a 10-day isolation from the date the person was informed they 
had COVID.  

 Have been in close contact with a diagnosed person  
o Close contact = a person spent more than 4 hours in an indoor space at a private residence, 

accommodation premises, or care facility during the infected person’s infectious period or if 
the person was present during an outbreak  

The diagnosed person is then responsible to immediately notify the Victorian Health Department of their 
diagnosis and anyone else that may be residing in the location they chose to isolate. They are also responsible 
for notifying the operator of any indoor work premises at which the diagnosed person ordinarily works or the 
education facility the diagnosed person attended indoors, during their infectious period.  

Infectious period meaning: 

 If the diagnosed person presented with symptoms, 48 hours prior to first experiencing symptoms until 
they have been given a clearance or have completed a 10-day isolation from the date the person was 
informed they had COVID.  

 If the diagnosed person presented with-out symptoms, 48 hours prior to a confirmed diagnosis until 
they have been given a clearance or have completed a 10-day isolation from the date the person was 
informed they had COVID.  

 
People who have been exposed to a secondary contact of COVID are not required to self-isolate, but monitor 
their symptoms and if diagnosed, follow the above.    

If Nature Parks is advised by an employee that they have a suspected case of COVID-19 or are a confirmed 
case, they should enquire as to when the employee first developed symptoms. The infectious period is taken 
to be from 48 hours prior to symptom onset up until the point at which the person isolates. Nature Parks should 
determine whether they attended work during this period. This document sets out to provide the workplace 
with the information needed to perform these actions before contact is made by DH.  

The response actions required may include:  

 Directing the employee(s) to return home and isolate 
 Conduct a risk assessment considering all workplace contacts in the past 48 hours  

 Close part or the entire workplace (in consultation with the CEO) 

 Undertake a comprehensive clean of part or the entire workplace 

 Identify and notify workplace related close contacts (in consultation with People and Culture Team).  

 Liaise with DH or their nominee to determine further actions. 

Should a guest present with symptoms, signs at all entry points request they do not attend and where 
appropriate, staff will request guests leave the premises. Should staff require an isolation area, a First Aid 
room is available at Penguin Parage with appropriate PPE, however in most circumstances we request guests 
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immediately leave the premises, isolate, and get tested as per DH requirements. At Churchill Island, Koala 
Conservation Reserve and The Nobbies Centre, due to lack of isolation areas, we would encourage guests to 
immediately leave premises. 

A scenario workflow (below) has been provided by the Department of Health to process diagnosed cases of 
coronavirus. This will assist in contact tracing, isolation, and communication if a staff member is impacted. 

 

 

17. Contacting Visitors 

A review of the ticket sale terms, and conditions and your privacy policy has been undertaken so we can 
request contact details to aid government contact tracing should it be necessary. 

Contact details are captured for all ticket holders through the ticket booking system and DH QR code or site 
manifest. Any visitors to café spaces who are not ticketed visitors will be registered upon entry via QR code or 
site manifest.  

We will continue to encourage staff and visitors to download the Australian Government’s COVID Safe app, 
should they not have it already. Workforce Management Software such as Kronos for Nature Parks Staff and 
Time Target for Delaware staff can also be accessed to confirm shift times and location the of staff for contact 
tracing.  
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18. Staff Training and Information 

Staff will continue to receive regular updates via staff meetings, email, Safety Alerts, COVID-19 intranet page 
and Yammer.  

All customer service staff (including Delaware) have undertaken COVID-19 infection control training and First 
AID training as required. This includes Victorian Government online course for Hospitality & Local Government 
employees “Working in COVID environment training” or Commonwealth Department of Health online course 
COVID “Infectious Control Training”.  

19. COVID Marshals 

It is the responsibility of the rostered COVID-19 Incident Controller from the Phillip Island Nature Parks to keep 
up to date with current government guidelines and update documentation and management.  

The majority of Nature Parks tourism operations staff are first aid trained and are all responsible to be COVID 
Marshals. At the start of each shift the Site Supervisor briefs staff on COVID requirements for the night, 
including any changes or areas of focus. The Nature Parks COVID-19 Incident Control and Chief Warden are 
on call and available to respond or provide advice 24/7. 

All Customer Service, Ground Services & Food and Beverage team members have completed the Department 
of Health COVID-19 Infectious Control Training module.  

COVID Marshalls are to ensure the following:  

 Promote a positive culture and encourage COVID Safe practices  

 Monitor compliance as per COVID Safe workplan and report non-compliance  

 Consult with COVID-19 Incident Controller about COVID-19 issues or measures 

 Notify management and Incident Controller about systemic behaviours or workplace practices that are 
non-compliant.   

Any COVID-19 related incidents or near misses are also captured in our risk management system – RiskCloud.  

20. Exposure Sites 

All staff are advised to stay up to date with COVID-19 exposure sites across the state and notify their leader 
and follow State Government advice if they have visited any of these sites. For further information and specific 
instructions, please visit the following DH website regarding exposure sites: 
https://www.coronavirus.vic.gov.au/exposure-sites   
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Nature Parks previous exposure sites previously advised and managed are listed below.  All site cleaning 
and staff testing/isolations requirements have been undertaken and sites were cleared to reopen on 27 July 
2021.  

Date Time Location / Details Tier Existing Direction 

13/07/2021 3:32pm – 4:06pm The Nobbies, Phillip Island. 
Case attended venue.  

Tier 2 Get tested immediately 
and isolate until you 
have a negative result.  

14/07/2021 3:48pm – 4:08pm Churchill Island. Case attended 
venue. 

Tier 3 Monitor for symptoms.  

21. Further Information 

Additional information on this document can be sought from: 

Nature Parks Chief Warden  0427 070 268  ohs@penguins.org.au 

Related Documents 

Legislation/Regulations OH&S Act 2004 and OH&S Regulations 2017 

Policies Occupational Health and Safety Policy POL-OPS-001 

Procedures Nature Parks Influenza Pandemic Plan 

Nature Parks Recovery Plan 

Scenario Guidance – Coronavirus Workflow 

Coronavirus (COVID-19) Cleaning Guidelines PRO-OHS-006 

Forms Incident, Injury, Near Miss and Hazard Form DOC-OHS-034 

Document reviewed by: 
• General Manger Tourism Operations 
• People and Culture Manager 
• Occupational Health and Safety Coordinator  
• OHS Project Officer 

22. Attachments 

1. State-wide Settings – Phase D: 90% of 12+ fully vaccinated, from 11:59pm 18th November 2021 
2. Open Premises Directions No. 5 – 19th November 2021  
3. Regional Victoria Roadmap - 24th October 2021 


