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Prepare For The Session
Step 1. Watch the videos
Step 2. Review the content in the workbook (contained on the following pages)
Step 3. Consider purchase of hygiene kit for staff (specific to trade). E.g. hand 

sanitiser, disinfectant, PPE
Step 4. Prepare and print documents (Memorandum, Coronavirus Policy, 

Agenda, COVID-19 Toolbox Meeting Attendees, and Infectious 
Disease Response Plan)

Step 5. Prepare additional discussion topics
Step 6. Schedule the meeting

Post-Session
Step 1. De-brief with owners and/or managers
Step 2. Create a plan for anything discussed that requires action
Step 3. Implement any ideas discussed or areas for improvement

Conducting The Session
Step 1. Download the presentation slide deck (Powerpoint or Keynote) 

for direction (or follow the agenda & Facilitators Guide)
Step 2. Introduction. Explain to the team why the COVID-19 meeting 

was called and generally what the focus is today. (Follow slides & 
video from Andy as to discussion points/questions).

Step 3. Hand out Infectious Disease Response Plan and review as a team
Step 4. Hand out Memorandum and Policy  documents and instruct 

team to read (separately or as a group)
Step 5. Have team sign individual Memorandum and return
Step 6. Hand out hygiene kit
Step 7. Have team sign COVID-19 Toolbox Meeting Attendee List
Step 8. Wrap up the session
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Why we are here & what are 
we going to discuss today

Your health & wellbeing is of 
utmost importance

General economic situation

Stay calm/confident

There is a handout about this (come 
back to this when we provide handouts)

Symptoms are 1. Fever 2. Cough 3. 
Shortness of breath

Take check of your 
emotional state.

Stay calm & confident.

Header slide to introduce what 
action steps to look after you.
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NOTES:

NOTES:

NOTES:

NOTES:
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Wash your hands properly and 
often, especially when you have 
been out in public, and always 
before eating or touching your face.

If can not wash hands, use hand 
disinfectant

The kit we have provided you Gloves, 
Dettol wipes, Face mask, Safety goggles, 
Hand sanitiser, Full suit (blocked drains)
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NOTES:

NOTES:

NOTES:

NOTES:
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What has the business done to 
communicate with customers 
to ensure both tradesmen and 
customers are safe?

Importance of the little things - 
clean boots, inspection reports, 
calling quotes for conversion
Don’t spend unnecessarily
Come with ideas
Together we can get through 
this. Stick together.
Ensure sign attendance form

What would you like to ask/share/
thoughts?

Ask each team member 
individually to share their feelings/
concerns/address each individually
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NOTES:

NOTES:

NOTES:
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Novel 
Coronavirus and 
Your Safety
The Novel (meaning New) Coronavirus is a previously 
unidentified virus from the coronavirus family which 
cause illnesses ranging from the common cold to 
Severe Acute Respiratory Syndrome (SARS) and 
Middle East Respiratory Syndrome (MERS).

The virus is also called SARS-CoV-2, and when 
someone gets sick with this virus, it is called 
COVID-19.

Symptoms of COVID-19:
• Fever

• A cough

• Sore throat

• Fatigue

• Shortness of breath

How can you catch it?
You might catch the Novel Coronavirus if someone 
who has the virus, sneezes or coughs onto you, or if 
someone sneezes or coughs onto a surface that you 
touch, and then you touch your face or eat.

How can you best prevent yourself 
from catching it?
Wash your hands properly and often, especially when 
you have been out in public, and always before eating 
of touching your face.
Take note of the 6 steps to washing your hands 
properly on the picture below and do your best to 
follow the steps each time you wash your hands.
If you don’t have the facilities to wash your hands, use 
a hand disinfectant. Whilst this is not as effective as 
washing your hands, it is better than nothing.

Try to keep 1.5 metres distance from people, 
especially if they are coughing or sneezing. Even if 
they don’t have the Novel Coronavirus, you don’t 
want to risk catching whatever they do have. 

Stay fit and healthy. Get enough sleep each night, 
increase your water intake and eat well to avoid 
getting run down.

What to do if you get sick?
If you feel unwell, it’s always best to stay home, but at 
the moment, it’s particularly important that you do - 
to ensure the health and safety of everyone.

If you have travelled overseas, or been in contact 
with a person known to have contracted the novel 
coronavirus, then you should immediately contact 
your doctor to let them know you may have the virus, 
and take their advice, or call the Coronavirus Health 
Information Line 1800 020 080 for advice. You 
will need to isolate/quarantine yourself for 14 days 
from when you returned from overseas, or your last 
contact with a person known to have the virus.

Make sure you all cover your mouth when coughing 
or sneezing, but don’t use your hand to do so.

If you get sick, then it’s best to wear a facemask 
if you have one when you go to the doctors to try 
and prevent yourself from passing the disease on to 
others.
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Should you feel scared or worried 
about the Novel Coronavirus?
It’s completely normal to have concerns when 
something like this happens. The best way to stay 
grounded is to stick to the information provided by 
reputable sources such as the Department of Health 
and the World Health Organisation. 

At times like this, it is important to take time for 
yourself and focus on the things within your control. 
This includes, practicing proper hygiene to protect 
your health. To protect others health, it is best to 
stay at home if you’re feeling unwell.

If your feelings regarding the situation are distracting 
you from your normal routine or you are feeling 
anxious or worried for more than two weeks, it 
is worth speaking to a close friend or family or a 
medical professional about it.

What are we doing to protect 
our employees from the Novel 
Coronavirus?
We are monitoring the situation on a daily 
basis and are taking direction from the 
Department of Health and the World Health 
Organisation. We are implementing steps in 
our daily processes to protect the health and 
well-being of our employees including:

• Providing hand sanitiser and disinfectant to all 
staff

• Implementing the Novel Coronavirus into our 
sickness and illness workplace policy

• Asking all customers upon booking if they are 
feeling unwell, if they have travelled overseas or 
been exposed to someone diagnosed with Novel 
Coronavirus in the last 14 days

• Implementing a social distancing policy. All 
handshakes will be replaced with elbow taps 
or smiles, and keep a 1.5metre distance from 
customers and other staff where possible.



HOW TO FACILITATE A COVID-19 TOOLBOX MEETING

lifestyletradie.com.au12

Below are images of the Memorandum, Coronavirus Policy, COVID-19 Toolbox Meeting 
Attendees, and Infectious Disease Response Plan templates available for your use. Download 
the full documents of these found on www.lifestyletradie.com.au/toolbox, add your letterhead, 

and print one for each of your employees.

Memorandum  
 
To:     All Employees 
 
Re:  Coronavirus policy 
 
Date:  Wednesday 18th March 2020 

 
 
As a business, we are aware that you may have some concerns about the ongoing 
outbreak of the coronavirus and how it may impact your employment. 
 
We would like to take the opportunity to reassure all employees that as a business, 
we are committed to ensuring the health and safety of all those in the workplace, and 
are actively taking steps to minimise any potential impact of coronavirus on our 
employees and operations. 
 
In line with this, we are introducing the attached ‘Dealing with coronavirus in the 
workplace’ policy (the Policy) which outlines our approach in detail. 
 
The Policy covers the below: 
 
• General infection control measures 
• Guidance for what your obligations are if you contract or are exposed to 

coronavirus 
• Guidance on your workplace obligations when travelling internationally  
• Business continuity measures that are, or may be, necessary 
 
The Policy comes into effect immediately.  
 
To protect everyone in the workplace, we ask that you cooperate with all measures 
outlined in the Policy. Given the potential health implications of breaches, please be 
aware that any breach of the Policy will be taken seriously and may result in 
disciplinary action. 
 
Please sign the acknowledgement section attached and return this to the Employer 
to indicate you have read and understood this memorandum and the Policy.  
 
If you have any questions or concerns in relation to this matter, please contact 
Andrew Smith on 0421 631 631.   

ACKNOWLEDGEMENT 
 
I __________________________________________ (please print name) hereby acknowledge 
that I have received, read and understand the details confirmed in this memorandum and the 
Policy. I also understand that all contents of this letter are private and confidential. 

 

Signed: _____________________ 

Dated: _____________________ 

 

1. DEALING WITH CORONAVIRUS IN THE WORKPLACE POLICY 

1.1 INTRODUCTION 

The Organisation is committed to ensuring the health and safety of all those in the workplace. To this end, this 
policy sets out steps that the Organisation is taking in order to tackle the coronavirus outbreak, alongside 
expectations that are placed upon you.  

For the safety of yourself and others in the workplace, this policy must be followed at all times. 

1.2 INFECTION CONTROL MEASURES 

We strongly encourage you to follow guidelines from the World Health Organisation on infection control, both 
whilst at work and in your daily life. These include: 

• frequently cleaning your hands by using alcohol-based hand sanitiser or soap and water 

• when coughing and sneezing, covering your mouth and nose with flexed elbow or tissue, throwing this 
tissue away immediately and washing your hands, and 

• avoiding close contact with anyone who has fever and cough. 

1.3 CORONAVIRUS DIAGNOSIS OR EXPOSURE 

i) If you contract the virus  

If you begin to display symptoms of the virus, you must follow Government guidance to find out what to do 
next. You must seek medical attention and notify your manager at the earliest opportunity. 

In order to protect your fellow colleagues, you are required to remain absent from the workplace on 
personal leave and provide us with a medical certificate. You are required to get a medical clearance from 
your doctor prior to returning to the workplace.  

ii) If you have contact with a confirmed case of the coronavirus 

If you have been in contact with someone who has a confirmed case of the coronavirus, you are required 
to notify management immediately.  

In order to protect your fellow colleagues, we ask you to seek medical attention and remain absent from 
the workplace on personal leave and provide us with a medical certificate. You are required to get a 
medical clearance from your doctor prior to returning to the workplace.  

iii) If you have contact with a suspected case of the coronavirus 

If you have been in contact with someone who has a suspected case of the coronavirus, you are required 
to notify management immediately. 

Even if you are not displaying any symptoms, we may take the decision to send you home and require 
you not to attend work as a safety precaution.  

• Provide hand washing facilities and make sure these are kept clean, properly
stocked and in good working order.

• Provide alcohol-based hand sanitiser, tissues and cleaning supplies.
• Promote good hygiene practices, e.g. display posters on handwashing and

respiratory hygiene.
• Keep the workplace clean and hygienic. Regularly cleaning high-touch surfaces

such as door handles and workstations helps prevent contamination.
• Visit the Smartraveller website before arranging business travel to destinations

with cases of COVID-19. Workers who become sick while travelling or after
returning from affected areas should seek immediate medical advice and notify
their employer.

• Encourage workers who are sick with respiratory illness to stay home until they
are recovered.

• If someone becomes ill with respiratory symptoms at work, isolate them by
placing them in a room or an area away from others.

• Arrange for the person to be sent home and advise them to seek medical advice.
If they are very unwell, call an ambulance.

• If a worker is confirmed to have COVID-19, call Coronavirus Health Information
Line 1800 020 080 for advice. Inform co-workers about possible exposure to
COVID-19 but maintain confidentiality. Advise workers to seek immediate
medical advice if they develop symptoms or are concerned about their health.

Workers 
• Washing hands often, with soap and water, or carrying hand sanitiser and using

it as needed.
• Cover your nose and mouth with a tissue or flexed elbow when coughing or

sneezing, dispose of tissues immediately after use and wash your hands or apply
hand sanitiser.

• Avoid close contact with anyone who has cold or flu-like symptoms.
• See a health care professional if feeling unwell.
• If unwell, avoiding contact with others (including shaking hands or other touching,

such as hugging).

Overview 
A novel (new) strain of coronavirus which originated in Hubei Province, China 
in 2019 can cause a respiratory disease called COVID-19. 

Infectious Disease Preparedness and 
Response Plan [Coronavirus] 
Purpose  
This procedure is designed to ensure all <BUSINESS NAME> employees are 
aware of the practices required to control the risks associated with 
Coronavirus (COVID-19). 
Scope 
This procedure applies to all <BUSINESS NAME> workers, visitors and 
clients, both on our own premises and on third party and client sites.  

Responsibilities 
Managers and Supervisors 

 

 
   

TOOLBOX (CONSULTATION) MEETING 
(Record of safety meetings with employers, managers, supervisors, staff & contractors) 

 
ATTENDANCE RECORD 

 

COMPANY NAME:  DATE &  TIME:  

ADDRESS:  PROJECT NAME:  

CHAIRPERSON:    REVIEW DATE & TIME: 

SUBJECT:  

ATTENDEE POSITION EMPLOYER SIGNATURE 

    

    

    

    

    

    

    

    
 
ISSUES RAISED (Attach any extra documentation or drawings relevant to this meeting) 
 
 
 
 
 
 
 
RESOLUTION / OUTCOME / DECISIONS  (Detail any responsibilities to correct issues and date for review) 
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Discussion Topics
Suggested Discussion Questions

 ? How has everyone been affected by the virus? (E.g Mentally, known someone who 
has contracted it etc.)

 ? Is there anything else we can do to help you feel protected from the virus at work?

Additional Discussion Questions
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WHAT NOW?
Write notes/action steps below that need to be addressed as an outcome of the meeting.

Ensure you allocate someone to be responsible for the execution of your agreed plan.

Agree on the day/date for your next owners/managers meeting to report on actions 
taken and outcomes.

Report back to the team at the next Toolbox Meeting as required.


