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INTRODUCTION  
 

The Victorian Government, alongside National Government, have started a process to ease restrictions that were put in place to 
help slow the spread of COVID-19. This was is a careful and staged process with the Victorian Government working in partnership 
with industry. 

The roadmap for this process allows each jurisdiction to decide which restrictions can be eased and when, based on public health 
advice and local circumstances. To appropriately manage the opening of facilities and venues, operators will need to comply with 
a range of requirements.  

Changes to Victoria’s restrictions will be subject to the advice of the Chief Health Officer. The assessment of the Chief Health 
Officer will be based on compliance with restrictions, the rate of testing, the spread of COVID-19 in our community, including the 
numbers of cases, outbreaks and community transmission and the rate of vaccination.  

Creating a safe environment is important in stopping the spread of COVID-19 and in building confidence in the community that it 
is safe to return to venues. 

Victorians and Australians alike will be asked to play their part to keep one another safe – this includes maintaining a distance of 
1.5 metres from one another, practices good hygiene, staying home even is only slightly unwell, utilising the Service Victoria QR 
code check-in service and getting vaccinated. Testing for COVID-19 is recommended for anyone feeling unwell or with any of the 
COVID-19 symptoms, no matter how mild. The wearing of face masks within Victoria is subject to recommendations or mandates 
from the Chief Health Officer and may vary in different regions.  

The information contained within this COVIDSafe plan relates to how Frankston Arts Centre complies with current restrictions 
while enabling creative and essential services to operate. 

The COVIDSafe plan aims to assist Frankston Arts Centre’s performance venues, galleries, box office, operations, food and 
beverage service and function services to be able to resume part or all operations safely.  

As we are in a dynamic public health situation, this will by a dynamic document, updated as circumstances change. We will 
continue to be guided by the Chief Health Officer and Frankston City Council. 

At is core, this COVIDSafe plan focuses on the actions that need to be taken to ensure the safety of: 

 Everyone that visits us 
 All team members 
 Everyone who works, hires or presents with us, including employees, contractors, volunteers, presenters, hirers, 

collaborators and others who work on our sites 

This document does not replace the Occupational Health and Safety Act 2004 (OHS Act) or any regulations that seek to protect 
the health, safety and welfare of employees and other people at work. 
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LATEST UPDATES 
Current COVIDSafe settings in Victoria. 

 Customer Vaccination requirements 
o Patrons aged 18 years or older are required to show proof of their COVID-19 vaccination to enter a variety of 

businesses and to receive certain services across Victoria. These businesses must ensure customers have 
checked-in correctly and verify their customers’ vaccination status. 

 Face Masks 
o Face masks must be carried at all times and worn in specified indoor settings. 

 QR Code Requirements 
o Select businesses must use the free Victorian Government QR Code Service to check-in customers, worker and 

visitors. They must display the QR code in a prominent location at each point of entry or at the first point of 
sale, where relevant. 

o Businesses are required to provide an alternative record-keeping method for members of the public (or 
workers) that do not have a smartphone. This could include a kiosk option (via a tablet), or as a last resort, pen 
and paper. 

 Display Signage 
o A range of signs, posters and templates for your workplace are available, in various languages, to support 

COVIDSafe workplaces. 

 

Newest Industry Guidelines 

 COVIDSafe workplace – COVIDSafe workplaces – April 2022 
 COVIDSafe workplace – COVID Check-in Marshals  – February 2022 
 COVIDSafe workplace – Ventilation – April 2022 
 COVIDSafe workplace – COVIDSafe Plans – April 2022 
 COVIDSafe workplace – Cleaning Guidelines for workplaces and the general public – April 2022 
 General Business COVIDSafe settings – How we work: Victoria – April 2022 
 Business & Work - Arts and Live performance sector guidance – March 2022 
 Business & Work – Hospitality – food and beverage services sector guidance – March 2022 
 Business & Work – Office workplaces guidance – March 2022 
 Business & Work – Case in the workplace – March 2022 
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GENERAL INFORMATION 
The Victorian Government requires all business to develop a COVID-19 Safe Plan. 

This COVIDSafe Plan meets these requirements for the Frankston Arts Centre, as it outlines resources and procedures to meet 
COVID-19 safety precautions throughout the opening of venues and facilities. 

The COVIDSafe Plan had been developed in line with government advice and restrictions, and highlights key practices to mitigate 
the risk of COVID-19 transmission in our day-to-day operations and events. 

The COVIDSafe Plan will be a working document and will be adjusted as new easing of restrictions or additional restrictions and 
requirements are directed from the Victorian Government. 

Workplace health and safety obligations remain under the OHS Act with respect to identifying hazards and to eliminate or, where 
possible, to eliminate, reduce risks as far as reasonably applicable. This includes preventing, and where prevention is not possible, 
reducing, risks to health and safety associated with potential exposure to COVID-19. For more information, see 
https://www.worksafe.vic.gov.au/coronavirus-covid-19 and https://www.worksafe.vic.gov.au/resources/preparing-pandemic-
guide-employers 

Six principles of a COVIDSafe workplace 

Following the directions of Victoria’s Chief Health Officer, Department of Health and Human Services (DHHS), Business Victoria 
and Creative Victoria, these processes include strict adherence to the six (6) principles of a COVIDSafe workplace; 

1. Ensure physical distancing (minimum of 1.5 metres) 
2. Wear a face mask in required settings 
3. Practice good hygiene 
4. Keep records and act quickly  
5. Avoid interactions in enclosed spaces 
6. Create workforce bubbles 

 

PHYSICAL DISTANCING 
This section addresses Principle 1: Ensure physical distancing (minimum of 1.5 metres) 

Physical distancing 

Physical distancing and density quotients are vital to slowing the spread of COVID-19 and creating a safe environment. 

Maintaining physical distancing of people is a demonstrated strategy to ensure the safety of all, including team members and 
visitors. 

Careful consideration at the Frankston Arts Centre is given to ensure team members and people of all abilities can access venues 
and events safely and that physical distancing measures recognise the needs of people of all abilities. 

To maintain the physical distancing requirements of 1.5 metres apart and the eight/four/two square metre rule, there must be 
enough space with the business premises to meet required team members and other people. 

Four square metre and two square metre rules 

This is used to calculate the total number of people the Frankston Arts Centre can have in any of our workspaces or venues at any 
one time. The size of the space may limit the number of people we can allow to enter at once. Which rule is applied is as per the 
current restrictions. 

Remember also the importance of ensuring people stay a minimum of 1.5 metres apart whenever possible and safe, so team 
members and others must not be grouped or clustered together wherever possible. 

The DHHS website provides information about monitoring compliance of the directions at 
https://www.coronavirus.vic.gov.au/four-and-two-square-metre-rules 



 

   

Frankston Arts Centre  Frankston Arts Centre COVIDSafe Plan 6 

  

Separate areas and density 

 At the Frankston Arts Centre each separate area is to be separated by permanent structures or be a clearly divisible and 
signed area that is sufficiently separated. 

 Walls separating areas are either 2.1 Metres high from floor to ceiling or at least for the space to be considered 
sufficiently separate. Temporary structures are not to be installed to create separate areas. 

 In publicly accessible spaces, signs need to be displayed in each space that specifies the maximum number of members 
of the public that may be present in the space at a single time. 

 Each separate enclosed area must not have a density of people greater than the current restrictions allow. 
 Team members and performers should maintain physical distancing (minimum of 1.5 metres) as much as possible. 

Where this is not safe or possible, they should limit the duration of close contact and wear a face mask. 
 In the case of an emergency situation physical distancing between people becomes secondary if there is a clear and 

imminent danger.  

Carpooling 

Under current restrictions, workers must reconsider carpooling to and from work with someone they do not live with, unless it is 
otherwise reasonable and practical for either person to get to work (e.g. they do not have a licence or access to a car) 

 Where possible, other arrangements (such as being driven to and from work by another household member) should be 
made 

 Carrying passengers in a car should be avoided where possible, unless they live in the same household 
 The enclosed space of a car presents a heightened risk of transmission of COVID-19 
 If travelling in a vehicle with people who are not from the same household, keep your distance and it is recommended 

you wear a face mask 
 Increase ventilation by opening windows and do not have the air condition on recirculate 
 Shared vehicles should be thoroughly cleaned after each passenger or driver. More information about cleaning and 

disinfecting to prevent the spread of COVID-19 is available on the DHHS website 
 There is no carpooling to occur in Frankston City Council work vehicles 

 

WEARING OF FACE MASKS AND OTHER PPE 
This section addresses Principle 2: Wear a face mask 

The following Personal Protective Equipment (PPE) information and its use will ensure that the Frankston Arts Centre is meeting 
its obligations under the OHS Act, which includes, so far as is reasonably practicable, providing and maintaining a working 
environment that is safe and without risks to health. 

The wearing of masks and other PPE within Victoria is subject to recommendations or mandates from the Chief Health Officer 
and may vary in different regions or settings. 

Current directions require all team members to carry a mask with them at all times and wear a mask when performing Hospitality 
operations, or when the centre is operating for a performance. 

It is strongly recommended that a face mask is worn when you cannot maintain 1.5 metre distance from other people. 

Face masks and team members 

 Currently face masks are required at indoor workplaces for hospitality workers. 
 Team members at a Frankston Arts Centre worksite are required to carry a mask with them at all times, wear a mask 

when working in hospitality operations and when the centre is operating for a performance. Also if you cannot maintain 
a safe 1.5 metre physical distance while working. 

 It is recommended that individuals carry a spare face mask in a plastic zip lock bag and change their mask when required 
– such as when it is wet or dirty. Always wash hands before and after changing a face mask. 
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 A face mask may be removed where a team member is communicating with another person who is deaf or hard of 
hearing, and the ability to see the mouth is essential for communication. You should maintain physical distancing of at 
least 1.5 metres 

 Disposable paper/surgical face masks should only be used once and then disposed of. Disposable masks can be disposed 
of with the general waste. 

 Any mask should be replaced if it becomes soiled or damp 
 Team Members are welcome to use their own face masks as long as they meet the face mask requirements from DHHS 

and the printing/design is appropriate. Front of House staff will be asked to change into fresh, disposable masks at the 
beginning of their customer facing role, as it provides the maximum barrier from customers and maintains a look of 
uniformity.  

Other PPE 

 Gloves are recommended when cleaning or disinfecting. Disposable gloves can be disposed of with general waste. 
 If team members were previously required to wear PPE to control risks other than COVID-19 infections, then they should 

continue to do so. 
 Use of eye protection, masks and gowns is generally not required when undertaking routine cleaning unless the 

manufacturer’s advice for a disinfectant product requires it. 
 Gloves, eye protection, hand sanitiser and other PPE is available if and as required. If you feel more comfortable wearing 

a particular form pf PPE, please let your manager know so training and resources can be supplied. 

 

ENVIRONMENTAL MEASURES INCLUDING CLEANING AND HYGIENE 
This section addresses Principle 3: Practise good hygiene 

Frankston Arts Centre has a responsibility to ensure that we frequently and regularly clean and disinfect shared spaces and 
encourage good hygiene practices for all team members and others in the Frankston Arts Centre worksite/s 

Practising good hygiene 

The most important measure is proper handwashing. To reduce the risk of cross-contamination, practise good hand hygiene 
before all contact with other people and after any activity or contact that could result in hands becoming contaminated. 

Team members have access to several handwashing facilities and should follow these DHHS guidelines: 

1. Handwashing should take at least 20 to 30 seconds. Wash the whole of each hand, covering all areas with soap before 
washing with water. 

2. If handwashing is not practical, alcohol-based hand sanitiser containing at least 60% ethanol or 70% iso-propanol is 
recommended. 

3. Cleaning hands also helps to reduce contamination of surfaces and objects that may be touched by other people. Team 
members should also clean hands before putting on and after removing gloves 

4. Handwashing should occur; 
a. On arrival to work 
b. Before handling food 
c. After smoking, coughing, sneezing, blowing their nose, eating or drinking and using the toilet 
d. After touching hair, scalp, mouth, nose or ear canal 
e. After handling rubbish and other waste 
f. After handling money and bank cards 
g. Before and after cleaning 
h. Before leaving work 
i. Before and after removing gloves 

5. Cover your mouth and nose with a flexed elbow or tissue when coughing and sneezing. Remember to throw away the 
used tissue immediately in a bin and wash your hands. 
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The following practices have been implemented at the Frankston Arts Centre to ensure we encourage team members and visitors 
to practise good hygiene; 

 Displaying posters on good hygiene and handwashing practices in prominent places and establishing hygiene stations 
(with sanitiser) at entrances. 

 All toilets in use are supplied with hands free hand soap and drying facilities 
 All toilets in use have hands free tap facilities 
 Where handwashing is not practical, alcohol-based hand sanitiser stations have been positioned around the venues to 

for team members and visitors to use. 
 Reduction of touch points where possible have been implemented 
 Avoiding sharing of equipment including phones, desks, offices, tools and other equipment. If an item must be shared, 

cleaning equipment is available to and be used to eliminate any cross contamination. 
 Where possible Frankston Arts Centre will assign team members with their own personal equipment. 

Cleaning and disinfection 

Cleaning and disinfecting common contact surfaces will help slow the spread of COVID-19. 

 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. 

 Transmission or spread of coronavirus occurs much more commonly through direct contact with respiratory droplets 
than through contaminated objects and surfaces. The risk of catching coronavirus when cleaning is substantially lower 
than any risk from being face-to-face without appropriate personal protective equipment with a confirmed case of 
COVID-19 who may be coughing or sneezing. 

High-touch surfaces should be cleaned and disinfected regularly, at least twice daily. 

CONTACT TRACING AND RECORD KEEPING 
This section addresses Principle 4: Keep records and act quickly if workers become unwell. 

Distancing, accessibility and tracing is important in slowing the spread of COVID-19. This is a requirement of anyone entering the 
Frankston Arts Centre. 

Frankston Arts Centre had implemented a process to request, record and securely store contact details of all visitors, contractors 
and team members to any of our sites and services that require record keeping for contact tracing purposes. 

Team members (Artists/hirers/presenters, contractors and volunteers) 

Team members are required to complete the check in via the Services Victoria QR code (electronic) system, which is accessed via 
a mobile phone or tablet.  

Customers 

Customers that enter the Frankston Arts Centre will be asked to use the Services Victoria QR code (electronic) system to enable 
collection of the date and time at which the person attended. This is accessed via a mobile phone or tablet.  
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WORKING IN ENCLOSED SPACES 
This section addresses Principle 5: Avoid interactions in enclosed spaces. 

Avoiding interactions in enclosed spaces and enhancing airflow will help minimise the spread of COVID-19 and create a safe 
environment. 

Wherever possible, team members should move as much activity outside, including meetings, tearooms/breakrooms, lunch 
breaks and serving customers. 

The Frankston Arts Centre has implemented the following processes: 

 All windows and doors in enclose spaces that can be opened will be opened during operating times. 
 Air conditioning has been set for optimum airflow where doors are unable to be opened. 
 Signage and traffic flow signage has been deployed so that team members and customers can enter, exit and move 

around the venue safely. 

Encouraging separation 

The Frankston Arts Centre has implemented the following strategies to encourage separation between tem members and/or 
others on any site: 

 Training for team members returning to site with the Return to Work module. This includes raising awareness of 
situations that they may encounter, emphasising to keep 1.5 metres from other team members, avoiding direct contact, 
minimising face-to-face time, wearing face masks and keeping up correct hygiene practices. 

 People have been encouraged to remain 1.5 metres apart across the centre and in work areas 
 Monitoring of compliance with physical distancing measures will be reviewed for each event 

 

TEAM MEMBERS AND WORK TEAMS 
This section addresses Principle 6: Create workforce bubbles. 

Having a strategy in place to reduce the number of individuals a team member comes into contact with minimises the risk of 
infection and allows a level of ease in the support of contact tracing initiatives. 

Should a team member test positive or have symptoms of COVID-19, workforce bubbles will help contain the spread to a 
minimum number of people, rather than requiring the entire workforce to quarantine. 

Across the Frankston Arts Centre, teams have implemented strategies to minimise possible exposure and contacts using some of 
the following actions, dependant of the work team area: 

 Modifying work processes/shift needs to minimise interactions between team members during shift, breaks or 
transitioning into or out of work periods 

 Working from home when possible 
 Reviewing shifts to create smaller teams and avoid mixing team members across shifts, where possible. 
 Setting up ‘pools’ of rostered team members to avoid mixing team members across shifts, where possible. 
 Stagger and/or increase the time between shifts to eliminate team members crossing over/avoiding intermingling 

between teams/pools 
 Encouraging defined work areas/workstations to minimise the need to go into other spaces. Also limit the need to share 

workstations, or keep them shared by the smallest possible number of team members. 
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COMMUNICATION 

Team member communication 

Team members employed by the Frankston Arts Centre will be able to access information via Frankston City Councils Grapevine 
Intranet, Frankston City Council CEO updates, Frankston City Council Future Ready Frankston (COVID-19) team updates, 
Frankston Arts Centre COVID Compliance Coordinator and Frankston Arts Centre management/coordinators/team leaders. 

 Contractors have specific communications provided to them through Frankston City Council Facilities department. Any 
Frankston Arts Centre engaged contractor will need to be provided with our COVIDSafe plan. 

 All photography and imagery needs to demonstrate physical distancing and face mask wearing where applicable for all 
team members, unless the images were prior to restrictions and this is highlighted. 

 The Frankston Arts Centre COVID Compliance Coordinator has actively consulted with team members, health and safety 
representatives, peers, facilities and OH&S on matters related to the health and safety that directly affect them. This 
includes, but not limited to, what control measures should be in place to eliminate or minimise the risk of transmission, 
the adequacy of facilities, procurement of materials and PPE, training etc. 

 Team member are encouraged to raise any concerns/any ideas and improvements they have at any time via their team 
leaders/coordinators and health and safety representatives. 

For further help, information is available on the DHHS website and WorkSafe Victoria website. 

Visitors, contractors, presenters, hirers and artists communication 

Communication for this diverse audience will be developed in conjunction with the Frankston Arts Centre Marketing team and 
other business units. Common information will be: 

 Where/how to access out COVIDSafe plan 
 How we will be ensuring their safety during their time at the Frankston Arts Centre 
 Obligations we require from them to keep them and all at the Frankston Arts Centre safe. 

 

COVID SAFE RESPONSE TEAM – MONITORING COMPLIANCE 
The COVID Compliance Coordinator, FAC Re-Opening working group and COVID-Safe Marshals assist with implementing and 
monitoring risk assessments for an event or activation. 

It is important to note that a COVID-Safe Marshal is not: 

 And occupational health and safety expert, unless they have the appropriate qualifications and experience 
 A health and safety representative 
 Exercising a disciplinary or punitive role 

COVID-Safe Marshals should focus on educating and encouraging co-workers. Non-compliance would be dealt with in the usual 
way. 

The COVID Compliance Coordinator and COVID-Safe Marshal roles are defined in more detail in the respective role descriptions. 

COVID-Safe Marshal – Duties Summary 

The following is a summary of the duties performed by a COVID-Safe Marshal. These can change and will adapt to the risk 
assessments of events. 

 Be highly visible by wearing a COVID Marshal high-vis vest 
 Be the go-to person for customers and team members in anything relating to COVID-19 
 Promote a positive culture and encourage COVIDSafe practices across the workforce. 
 Monitor the application of physical distancing measures, ensure that congestion is minimised and that shared areas are 

used safely. 
 Monitor the application of hygiene measures (as per Infection Control Awareness Training) 
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 Monitor that workers are using PPE and understand how to don it and use it correctly 
 Monitor and perform regular cleaning and that it is being recorded 
 Complete COVID Marshal Checklist 
 Record all instances of observed non-compliance with COVIDSafe requirements 
 Report all risks/hazards via the Frankston City Council Risk and Safety management system 

 

OUR TEAMS SAFETY 
Our overarching guidance for all our team members is ‘Safety First’. This is the main focus when any decision, policy or plan is 
made. 

The Frankston Arts Centre will implement the requirements and recommendations in line with federal and state government 
needs.  

Health Declarations 

 Unwell team members must stay away from the workplace until they are deemed safe to return 
 Any team member showing COVID-19 symptoms, however mild, must be asked not to come into work and/or sent home 

immediately 
o Fever  
o Sore throat 
o Chills or sweats 
o Shortness of breath 
o Cough runny nose 
o Loss or change in sense of smell or taste 

 If a team member develops symptoms while at work, they should: 
o Immediately notify their supervisor 
o Leave the workplace, travelling by the least public means possible 
o Get tested at a COVID-19 testing facility or use an at home RAT test 
o Then stay at home until they received a negative test result and symptoms have resolved 

 Team members will be provided with appropriate wellbeing support 

Team member site entry requirements 

As per the advice for all Victorians, a team member or visitor will not be able to enter a site even if they only have mild 
symptoms. These include; 

 Fever      
 Chills or sweats 
 Cough  
 Sore throat 
 Shortness of breath 

 Runny nose 
 Loss or change of smell or taste 

 

Any person presenting with any of these symptoms will be encourages to attend a COVID-19 testing location as soon as possible. 

 

RISK ASSESSMENTS 
A risk assessment is required for any activation, event or performance at the Frankston Arts Centre.  

To assist with complying with COVID-19 requirements a generic starting document – FAC Risk Assessment COVID-19 General – 
has been developed, is available at any time and is regularly reviewed and updated as required. 

Pre-shift briefings or tool box talks are to be held in larger areas, such as foyers, so supervisors meet all density quotients, 
physical distancing and airflow requirements. 
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As requirements/restrictions and best practice change, this document will be updated. It should be accessed each time a risk 
assessment is required to ensure the most up to date information. 

Returning to site 

When team members are returning to a worksite or space that has been closed due to lockdown, a risk assessment of the work 
areas are to be completed. The risk assessment should consider the following: 

 Return to work procedures 
 Shift work and rostering 
 Cleaning requirements 
 Physical distancing and quotient designation 
 Defined space and use of area 
 Signage 
 Check-in & vaccination status requirements 

 

PRESENTERS, HIRERS, VISITORS, CONTRACTORS AND ARTISTS 
As part of keeping everyone safe, the Frankston Arts Centre will ensure that everyone has access to our COVIDSafe Plan. It will be 
available: 

 On the Frankston Arts Centre Website under ‘Plan your visit’ and ‘Covid Safety’ 
 By requesting it from your event coordinator 

Other companies/organisations/presenters/hirers COVIDSafe Plans 

To ensure consistency of practice, we request a copy of the COVIDSafe Plan of visiting companies, hirers and organisations. 
Should these plans be contradictory, the Frankston Arts Centre COVIDSafe Plan will prevail. 

Where an artist is not part of an organisation/company they will be required to submit their own COVIDSafe Plan and comply 
with all requirements as outlined in their contract and Frankston Arts Centre’s COVIDSafe Plan. 

Subcontractors COVIDSafe Plans 

Subcontractors must complete their own COVIDSafe Plan for the space they are working on, even is that worksite is shared. 

There may be come site-specific elements of a COVDSafe Plan that a subcontractor is not able to fill out themselves if they do not 
manage the site. In such instances, it is recommended that the subcontractor adopt the site-specific elements of the main 
employer or operator of the worksite to ensure that they are consistent. 

Conditions of entry to maintain safety 

In line with our standard conditions of entry, the Frankston Arts Centre will implement additional health and safety measures to 
ensure client and visitor welfare is provided in a safe and secure venue. 

 Please note that these additional conditions of entry apply to all entrants (including visitors, customers, contractors, 
presents, staff and artists) attending the venue and are subject to change without notice and at the discretion of the 
Frankston Arts Centre. 

 If you have the following symptoms, however mild: fever, chills or sweats, cough, sore throat, shortness of breath, runny 
nose and/or loss of sense of smell or taste, please do not enter the venue. Get tested and isolate at home until you 
receive your test results 

 All presenters, hirers, contractors and artists will be required to scan a QR Code and show their vaccination status on 
arrival to the venue.  
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Egress, exit and flow 

Guiding the flow of people with our building assists with physical distancing 

 QR codes are placed at entrances, inside and outside, to ensure physical distancing is maintained 
 Frankston Arts Centre has various navigation markers, including signage and decals, throughout the venues to direct the 

flow of people. There are staff available to assist guide anyone requiring assistance 

Staggered entry times 

The Frankston Arts Centre will request that presenters, hirers, visitor, contractors and artists arrive at specified times, as required, 
to help with physical distancing and avoid increased wait times upon entry and/or exit. 

Activations, venues and event requirements 

Risk assessments for all activations are required to be done to understand the flow of team members and customers enabling us 
to identify potential risk, and our mitigation strategies, so we can minimise the potential spread of COVID-19. 

We calculate the number of people in each of our designated spaces using the density quotient of one person per four square 
metres/one person per two square metres, dependant on restrictions levels at each given time. This density quotient is displayed 
at the entrance to rooms or venues/areas as required. The total number of people allowed will abide by all government 
guidelines. 

At the Frankston Arts Centre we optimise physical distancing in our spaces and minimise direct contact between team members 
by doing the following: 

 Marking standing areas via decal markings in queues to encourage people to remain 1.5 metres apart 
 Return to work training modules that emphasises team members to not only manage their own movements but to help 

manage others dwell time 
 Frankston Arts Centre has placed signage throughout our venues demonstrating physical distancing on the floor and 

physical barriers, such as roping, to manage high traffic locations and congregation points, such as queuing areas 
 We have provided physical barriers and floor markings to ensure physical distancing is maintained at cashier points or 

installed sneeze barriers 
 Frankston Arts Centre had online booking systems 
 Removing, or preventing access to, any unnecessary communal touch points and facilities, or making hand sanitiser 

available nearby. 

 

BACK OF HOUSE (BOH) 
Your mental and physical health is vital to being performance ready. There are many great resources available at 
www.artswellbeingcollective.com.au  

Activations 

The following provides requirements for back of house (BOH) team members during activations: Back of house includes behind-
the-scenes activities that ensure the smooth and safe operation of a venue or organisation. Team members, contractors, 
volunteers and artists safety and wellbeing is paramount. 

As hygiene measures and safe work practices are a priority in creating a safe environment and slowing the spread of COVID-19 
our BOH team will: 

 Undertake a risk assessment of back of house activities and spaces to identify those activities where the risk of 
transmission of COVID-19 could be heightened 

 Ensure safety and compliance by team members, contractors, volunteers and creative practitioners by: 
o Displaying information about the symptoms of COVID-19 
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o Directing them to stay at home if they are sick or go home immediately if they become unwell 
o Encourage team members to report whether they may have been potentially exposed to a person diagnosed 

with, or suspected to have, COVID-19 
o Consulting and communicating with team members on safety and hygiene practices to ensure they understand 

their duties and responsibilities 
o Ensuring team members are aware of, and understand, the resources and support services available to them 

 Implement activities to minimise direct contact between team members, volunteers and contractors by: 
o Reconfiguring work areas to maintain physical distancing between team members, volunteers and contractors 

and, where relevant, customers 
o Managing team members’ rosters to provide different ‘shifts’ and staggering start and finish times including 

breaks 
o Conducting team or shift briefings in larger areas such as foyers, where possible 
o Ensuring, to the best extent possible, that team members do not share equipment 
o Ensuring communal or shared equipment is disinfected between sessions and not shared within a group during 

a session  

Cast/performers 

 Require cast to perform own set, costume and properties checks and to dress themselves, where possible 
 Require cast to handle handheld properties out of a sanitised bag and return them to the same bag when finished 
 Sharing of microphones, equipment or instruments should be avoided, even between asymptomatic individuals 
 Colour code equipment to identify when equipment has been used and needs to be cleaned before next use. 
 Swapping of radio microphone belts and pouches between cast members is to be prevented 
 Radio microphone transmitters to be cleaned with disinfectant wipes 
 Cast and performers to apply and remove their own lapel microphones, where their use is unavoidable 
 Provide additional time at the end of the day to ensure cleaning and sanitisation of equipment used 
 Performers are recommended to be at least 5 metres from the audience where practical 
 BOH team members to maintain 1.5 metre distance from each other where practical  
 Ensure only the required performers/musicians are onsite and staggered arrival and departure times are agreed 
 Where performers/musicians cannot adhere to physical distancing requirements, try to limit the duration of close 

contact and ensure good hygiene practices, such as hand washing 
 Limit block-throughs and rehearsals to essential personnel only 
 Limit direct person-to-person contact 

Rehearsals 

 Ensure rehearsal spaces are set up to facilitate physical distancing and avoid direct contact where possible 
 Minimise attendances at on-site rehearsals to essential personnel only and seek opportunities to rehearse separately or 

via digital means 
 Where cast cannot adhere to physical distancing requirements, try to limit the duration of close contact and ensure 

good hygiene practices, such as handwashing 
 Hand hygiene practices should be strictly followed and promoted throughout and between rehearsals 
 Rehearsal and performance areas should be cleaned with increased frequency 
 Minimise the length of rehearsals and performance where possible 
 Ensure during any breaks appropriate separation is maintained 
 Consider reduced numbers of performers/musicians and/or staggered arrival and departures 
 Adhere to physical distancing requirements during rehearsals where possible 
 Limit direct person-to-person contact 

Hair and makeup 

 Ensure all practices are in compliance with requirements under the Victorian Government’s Beauty and Personal Care 
guidelines for coronavirus (COVID-19) regarding infection prevention and control 
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 Ensure all clients are provided with handwashing facilities or appropriate alcohol-based hand sanitisers and request 
them to clean and sanitise their hands. 

 Maintain at least 1.5 metre distance between hair and makeup stations 
 Provide cast and performers with the option to do their own hair and makeup (including touch-ups and removal), 

including through virtual tutorials with hair and makeup personnel 
 Wipe down makeup chairs with disinfectant wipes between uses by different performers/cast members 
 Remove books, magazines and shared devices from waiting areas 
 Wash hands prior to beginning any work on a cast member or performer, during as needed, and immediately after 
 Ensure clients are not barefoot between treatments. Clients should use their own shoes/footwear 
 Communicate with and provide training for team members on safety and hygiene practices to ensure they understand 

and can fulfil their duties and responsibilities 

Makeup 

 Provide hygiene stations near the entrance of the makeup area 
 Do not apply makeup if the person has an open sore 
 Purchase separate makeup kits for each cast member 
 Sanitise and bag makeup kits, ensuring they are tagged 
 Refrain from using product testers or samples on more than one client 
 Prevent makeup supplies from being handled by anyone outside of the makeup department 
 Ensure makeup applicators, sponges and removal supplies are single use and disposed of 
 Dispense products from larger multi-use containers into smaller single-use containers 
 Require cast and performers to touch up and remove their own make up 
 Make sure you thoroughly clean all makeup brushes and applicators between uses 
 Clean eyelash curlers and face brushes for makeup, eyebrow and eyelashes after use by rinsing them free of lotions, 

creams or makeup. Wash in warm water and detergent, then rinse in hot running water. Dry thoroughly before next use. 

Hair and wigs 

 Require wigs and hair extensions to be thoroughly cleaned before being applied 
 Sanitise and bag hair kits, ensuring they are tagged 
 Razors should be single-use only. Do not use electric razors 
 Make sure you thoroughly clean all hair brushes, combs, neck brushes, rollers and hair pins/clips after use by using a lint-

free cloth to remove hair. Wash in warm water and detergent then rinse in hot running water. Dry thoroughly with a 
lint-free cloth 

 Note: if scissors or clippers are contaminated with blood, dispose of them into a sharps container, or clean and sterilise. 

Wardrobe 

 Conduct costume fittings remotely or virtually where possible or with only one stylist/designer 
 Clean and sanitise high touch surfaces between fittings 
 Ensure costume fitters and cast members wash hands before/after fitting or dressing cast. 
 Equip each individual with their own supply of an alcohol-based disinfectant and hand sanitiser 
 Prevent costume pieces from being shared 
 Colour code costume pieces to identify when a costume/piece has been used and needs to be cleaned before next use 

Art Department 

 Minimise number of crew who will work in groups or pairs to install or move items (where safe to do so ) 
 Implement permanent separate teams to minimise cross-contamination 
 Minimise the use of shared properties and wipe down shared props between rehearsals 
 Colour code properties/equipment to identify when equipment has been used and needs to be cleaned before next use 
 Wipe down and disinfect goods in the properties area 
 Maintain an inventory trail of properties for the purposes of contact tracing if there is a confirmed case 
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VISTING US 

The venue 

Each of our spaces have been set up as a COVIDSafe, following the directions of the Chief Health Officer. 

Before arriving  

As per the advice for all Victorians, all customers will be asked to make a reasonable assessment of their health before turning up. 

Their ticket conditions will advise them not to turn up even if they only have mild symptoms. 

 Fever 
 Chills or sweats 
 Cough 
 Loss or change in sense of smell or taste 
 Sore throat 
 Shortness of breath 
 Runny nose 

Customer/visitor obligations 

 All customers/visitors must carry a mask at all times 
 Check in with the QR code and show vaccination status for each location attended 
 By entering the Frankston Arts Centre, they have agreed to abide by the health and safety measures outlined in the 

Frankston Arts Centre COVIDSafe plan. This can include, but not limited to, physical distancing, sanitisation and 
restricted public access. 

 Frankston Arts Centre retains the right to refuse entry to any person who refuses to adhere to health and safety 
measures 

AT THE VENUE 

Front of House (FOH) 

Customers will be greeted by FOH team members wearing masks to: 

 Help them access the event via entry points 
 Check their bookings/tickets 
 Help them sign into the Vic Services QR Code system 
 Help confirm their vaccination status 

Lifts 

Avoid overcrowding of lifts to limit exposure to others 

Foyers 

 We will open up additional foyer areas, where possible to assist in the people in each foyer area 
 We will ensure that our performances are scheduled so that our foyers do not get overcrowded 

Washroom facilities 

 All washrooms are cleaned regularly 
 Customers to continue to practise good hand hygiene after using the washrooms 
 Customers to maintain distancing while using the washrooms 
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Cashless venues 

Frankston Arts centre is a cashless preferred venue so that we can minimise the risk of infection through cash handling. All points 
of payment in all areas accept all card payments 

 

TICKETED EXPERIENCES 
Securing tickets in advance is the best way to ensure customers do not miss out on experiencing all that we have to offer, 
especially at this time as capacity can be limited at times. 

Our website https://artscentre.frankston.vic.gov.au/ is the quickest and easiest way to secure tickets and will provide access to 
available tickets for all events and activities.  

When customers purchase their tickets from the Frankston Arts Centre, our Terms and Conditions of Purchase will include 
accepting compliance with what is expected of them under this plan. Restrictions and specific requirements in response to 
COVID-19 may change between the time they secure their tickets and the time they attend. Current information is always 
available on our website. 

 

SEATING ARRANGEMENTS 
 To assist patrons to and from their seats while maintaining distancing, we will be asking patrons to arrive on time to 

allow sufficient time to be seated. This may also include asking patrons to arrive at staggered times to assist in density 
quotients. 

 There will be hand sanitiser available throughout the foyer spaces so patrons can sanitise before holding hand rails 
 Face masks will be recommended in venues during performances 
 After performances, patrons closest to exits should leave first, by row or section where possible, in order to clear space 

for patrons further inside to follow 
 Clear signage or announcements will be made, when necessary, to ensure that patrons understand exit procedures 

before and after the performance and comply with physical distancing requirements 

 

FOOD AND BEVERAGE – HOSPITALITY 
The Frankston Arts Centre has several food and beverage outlets that add value to the customer experience and support 
operational sustainability 

Requirements for all food and beverage outlets 

All areas are cleaned & sanitised before opening. The following has been also implemented to ensure our patrons safety: 

 Tables to be cleaned after every service 
 Surfaces are cleaned when visibly soiled 
 Surfaces are cleaned immediately after a spill on a surface 
 Menus are displayed on screens and available in laminated form as well – which is cleaned after being handled – and 

cashless payments encouraged  
 Strict hand hygiene is conducted whenever a face mask is removed and replaced, such as washing hands with soap and 

water for 20 seconds or using hand sanitiser before and after removing the mask 
 Plexiglass screens are at our counters where interactions with patrons frequently occur. 
 Signage on hygiene, physical distancing and wayfinding/directional are used to emphasise the expectation of everyone 

onsite to keep us safe 
 Service Victoria QR code sign-ins available at entry points for contact tracing and vaccination status compliance 
 The use of, where possible, environmentally friendly, single use food and beverage containers 
 Buffet styled food service areas and communal drink stations are limited, or with adequate staff to assist in service 
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Kitchens 

 Continue to adhere to food safety program requirements 
 Additional thorough cleaning and sanitising 
 Single use face mask usage 
 As is usual practice, team members who handle food must have access to appropriate handwashing facilities and must 

wash and dry their hands: 
o Before Handling food 
o Between handling raw food and food that is ready to eat, such as pre-cooked food and salads 
o After smoking, coughing, sneezing, blowing their nose, eating or drinking and the use of toilet/bathroom 

facilities 
o After touching hair, scalp, mouth, nose or ear canal 
o After handling money or bank cards 
o Before and after cleaning 
o After removing gloves 

 The density quotient of one person per four square metres does not apply to team members in kitchens that are 
workplaces, but team members working in the kitchen must practice physical distancing where possible 

 The use of the kitchen is exclusive to kitchen staff only. 

Cleaning of food and packaging 

 All perishable food such as fresh fruit and vegetables should be cleaned as usual. Do not use soap, disinfectants or 
detergents to wash your food. These cleaning products are not designed for human consumption and may be unsafe to 
use with food. 

 Food packaging has not presented any specific risk of COVID-19 transmission. If required, food packaging can be 
sanitised with common household disinfectants such as alcohol-based sanitiser 

 Further information is available via Food Safety Standards. 

FRONT OF HOUSE (FOH) 
FOH activities include managing customers and patrons inside venues and spaces. Customer awareness and compliance is 
essential to ensuring a safe environment and slowing the spread of COVID-19. Your mental and physical health is vital to being 
performance ready. There are many great resources available at www.artswellbeingcollective.com.au  

At all times FOH team members are to: 

 Adhere to the FAC risk assessment and any additional risk assessments for each event, as applicable, which identifies 
activities where the risk of hazards, including the transmission of COVID-19, is reduced 

 Attend pre-shift briefings, to be held in larger areas such as foyers, so physical distancing and airflow requirements are 
maintained during briefings 

FOH Training 

The Frankston Arts Centre has developed on-site training for all team members to ensure high-quality patron experiences that 
protect health and wellbeing which include: 

 Team members returning after a significant absence, such as a centre closure, will complete a re-induction training 
program 

 Team members commencing in the FOH team will complete an induction training program 
 Training to support team members to effectively manage challenging conversations or customer behaviour, including 

privacy issues 
 Training to provide awareness of additional resources and support for team members mental health and wellbeing 
 Briefings before each event will remind FOH team members on good hygiene practices and physical distancing  



 

   

Frankston Arts Centre  Frankston Arts Centre COVIDSafe Plan 19 

  

Shift Management 

 The Frankston Arts Centre will request that team members arrive at a specified time, as per roster, to help with physical 
distancing requirements 

 Where necessary, implement team member work bubbles to reduce cross-infection 

Egress, exit and flow  

Guiding the flow of people within our buildings and venues assists with physical distancing 

 Entrances to venues will be signed to bring people to a staff member to confirm all patrons have signed in via either the 
Service Victoria QR code on their personal device or with the staff member on the Services Victoria Kiosk and that all 
patrons vaccination status is checked 

 Patrons may need to enter and exit via designated doors, depending on activation and density 
 Entrances and exits will be marked indicating the flow of movement. Additional flow signage will be indicated at 

potential pinch points to assist in the flow of traffic and prevention of congregation. 

INCIDENT MANAGEMENT – CLOSE CONTACT, SUSPECTED OR CONFIRMED CASE 
This section addresses principle 4: Keep records and act quickly if workers become unwell 

Responding to a team member, visitor or customer who is suspected of having or had tested positive for 
COVID-19 

The Frankston Arts Centre has a response plan ready for the possibility of a confirmed case of COVID-19 at any of our spaces. The 
COVID-19 Response Plan – Confirmed and Suspected case response and COVID-19 Emergency Contact List are available in all 
COVID Marshal folders, break rooms and from your supervisor. This outlines what happens if a customer, contractor, hirer or 
team member who is a close contact, suspected or confirmed case of COVID-19 has attended our venues or spaces while 
infectious. 

The Frankston Arts Centre has considered many steps when developing this procedure and the following are included: 

 Consulting with DHHS on whether the centre is required to close for a short period to facilitate cleaning and enable 
contact tracing 

 Determining what areas of the organisation were visited, used or impacted by the potential infectious person/s 
 Cleaning and disinfecting all areas visited by the confirmed case  
 Opening outside doors and windows to increase air circulation and then commence cleaning and disinfection 
 Closing off the affected areas before cleaning and disinfecting 
 Fully sanitising all areas of the site, paying particular attention to high touch areas while remaining closed until this is 

complete 
 Liaising with DHHS as it may request information with the operator to assist in contact tracing as required. 
 Confirming that any team member who tests positive for COVID-19 must remain in home isolation for 7 days. The team 

member should follow any and all DHHS guidance. 
 Confirming that any team member who are determined to be close contacts of a person with COVID-19 should not come 

to work for 7 days after their last close contact and must self-isolate. During isolation, they should watch for symptoms 
and seek medical assessment and testing if they become symptomatic. 

 The Frankston Arts Centre respects the privacy of people with a confirmed case of COVID-19 and treats their condition 
with understanding and compassion. We will check in on their wellbeing regularly during self-isolation and monitor their 
mental health  

 The Frankston Arts Centre will communicate with our team members when we are able to re-open, once agreed by 
DHHS, and when they can return to work should we have had to close for a suspected or confirmed COVID-19 case 
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CONSIDERATIONS 
The Frankston Arts Centre has an obligation to ensure that our venues are prepared and safe prior to opening day to day for any 
of our operations. In developing this plan we have referenced several sources including, but not limited to: 

 COVIDSafe Plan – Information and resources to help your business prepare a COVIDSafe Plan from 
http://www.coronavirus.vic.gov.au 

 Live Performance Australia – Guidelines for COVIDSafe Auditions, Rehearsals and Performances 
 Arts and Cultural Guidelines for Coronavirus (COVID-19), including Open Premises Directions 

Our commitment to our team, our artists and presenters and everyone who enters our doors is to provide an environment that is 
inclusive and meets the needs and expectations of people of all abilities. Whilst our COVIDSafe Plan highlights key practices to 
ensure our communities of interest feel safe and welcomed with equity and dignity, the reimagining of our experience delivery is 
dedicated to providing an exceptional experience with inclusion at its heart. 

Our legislative context 

The OHS Act is the main workplace health and safety law in Victoria. It sets out key principles, duties and rights about 
occupational health and safety. The OHS Act seeks to protect the health, safety and welfare of employees and other people at 
work. It also aims to ensure that the health, safety of the public is not put at risk by work activities. 

The Frankston Arts Centre’s COVIDSafe Plan has been developed having regard to the principles and obligations under the OHS 
Act and in conjunction with recommendations from DHHS and the World Health Organisation (WHO). Organisations that may 
audit us against our compliance obligations are: 

 Victoria Police is able to conduct spot checks of venues to ensure compliance with the directions of the Chief Health 
Officer and check COVIDSafe Plans 

 WorkSafe Victoria will continue compliance and enforcement action under the OHS Act 
 Other authorities such as council, may conduct spot checks to ensure compliance with the directions of the Chief Health 

Officer 
 DHHS and WorkSafe Victoria will coordinate intelligence and information on businesses that are non-compliant 
 WorkSafe Victoria will continue compliance and enforcements action under the OHS Act. For information on health and 

safety requirements under the OHS Act 
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DEFINITIONS 

 

 

 
 

 

 

 

 

Key Term Definition 

Frankston Arts Centre The Frankston Arts Centre trading as a business unit of Frankston City Council 

Client Any person or business organising an event at The Frankston Arts Centre. 

Using a corporate/private specific event. 

Also can be notated and referred to as ‘Hirer’ 

Contractor Any person or business engaged by a client, hirer, presenter, Frankston City Council or 
Frankston Arts Centre to perform a service or to provide labour to an event or job 

Customer Any person or organisation that is visiting the venue, space, food and beverage outlet or 
using the car park. 

Also can be notated and referred to as ‘Patron’ 

Hirer Any person or business organising an event at The Frankston Arts Centre 

Also can be notated and referred to as ‘Client’ 

Manager A senior employee who directs work of other Frankston Arts Centre team members 
within a specific segment or unit of the business/operation 

Patron Any person or organisation that is visiting the venue, space, food and beverage outlet or 
using the car park. 

Also can be notated and referred to as ‘Customer’ 

Presenter Any person or business that is engaged in organising and delivering an event at the 
Frankston Arts Centre. Usually a performing arts specific event. 

Supplier Any person or business that is engaged in delivering or collecting items on behalf of the 
client, hirer, presenter or the Frankston Arts Centre 

Team Member An individual who is: 

A) Employed directly by Frankston City Council as a Frankston 
Arts Centre employee 

B) Indirectly employed through Frankston Arts Centre 
(including by way of consultancy, agreement or contract) 
such as through funds administered by the Frankston Arts 
Centre 

C) A temporary employee, volunteer or, at times, work 
experience student 

Visitor Any person visiting our venues/spaces to attend or participate in an event at the 
Frankston Arts Centre or anyone that utilises the Arts Precinct car park and venue 
thoroughfare 


