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A message from the Clinic Director

This COVID-19 safety plan has been created in
consultation with DHHS, Osteopathy Australia and our

team, to help slow the spread of COVID-19 and reassure
our patients that they can safely visit our clinic. 

This safety plan will be reviewed and updated regularly in
light of the dynamic nature of changing restrictions and

advice. This plan is in line with the current COVID-19
Public Health Orders, and will help to manage risks to

staff and other people in accordance with Work Health
and Safety laws. 

 
The government has outlined that each COVID-19 Safe

Plan must set out: 
 

•Our actions to help prevent the introduction of
coronavirus (COVID-19) in the workplace.

 
•The level of face-covering or personal protective

equipment (PPE) required for the workforce.
 

•How we will prepare for, and respond to, a suspected or
confirmed case of COVID-19 in our workplace. 



Our COVID-19 Safety Plan is set out using 6 core categories and
addresses each of the 3 above dot points from the Government. 

These 6 core categories include: 
 

1.Hygiene, sanitation and PPE 
2. Social distancing 
3. Record Keeping 

4. Staff and patient communications 
5. Procedure for positive COVID-19 test 

6. Staff and patient wellness
 

After each of the core categories content is complete, the
proceeding pages show our clinic signage relevant to the

specific category. A black swan event is one that is unforeseen,
unpredictable and causes extreme consequences. COVID-19

has been just that. 
 

Historically, the challenge for leadership during black swan
events is to manage the crisis, whilst simultaneously planning

and building for the future. 
 

This is an opportunity to show and work by our core values at
Koru Natural Therapies and seizing the opportunity to connect

with and support our team and patients by visualising a
successful, thriving and healthy future and embracing trust as

a catalyst to get us there.



Current Restriction Workplace Obligations

Have a COVID-19 Safety Plan in place that is regularly updated. 
Ensure all team members are well who are working within the clinic - you

can not work if unwell or symptomatic.
Collect records of all workers, visitors and clients attending the premises
for any length of time via the QR code, a note is to be made when adults
are accompanied by minors or QR code is not working within cliniko on

the day of visit.  Please include time of visit.
There are currently no density limits, however we aim to have one person

per four square metres or enclosed workspace or in shared areas.  
All team members who are close contacts or are symptomatic must

remain offsite and isolate until they have a test result.   The eligibility for
testing differs for health professionals - please refer to DHHS website.  We
have rapid antigen tests available for when unable to obtain PCR.  All team
are requested to have 5 test kits at home as provided by Koru on standby. 

Training for testing is provided for all team by Koru.
Report any positive cases of COVID-19 to DHHS, WorkSafe, Health

and Safety Representatives, and notify the clinic director
immediately. 

Regularly clean facilities, shared spaces & provide additional cleaning
supplies. 

Undertake risk assessments for cleaning and the potential closure of your
workplace in certain situations.

There is a responsibility for all team members to remain up to
date with current COVID restrictions, mandates, health advice, 

 and clinic policy.
Clients (and accompanying support person) must be temperature

checked as close contact is likely in appointments. No patients with any
COVID symptoms, elevated temperature (37.5 for people under 65 and

37.2 over 65 years) are to be treated. This is a clinic policy.

As a workplace that remains open, we are obliged to: 



SECTION 1 - Measures for Hygiene and
Sanitation

Hand sanitiser: Provided at multiple locations throughout the workplace,
including in the hallway on entry, at the reception desk and in each treatment
room. Each consultation room has hand sanitiser present for both practitioner
and patient use. 

Hand Washing: Hand washing is undertaken on entry, exit and between each
staff or patient interaction. No shared towels are used. All hand drying is
performed with disposable paper towel and disposed of immediately into a
specified bin.



SECTION 1 - Measures for Hygiene and
Sanitation

Industrial grade cleaning disinfectant: Available to clean workstations and
equipment such as treatment tables, desks, computer tablet/monitor, phone,

keyboard and mouse. Also provided for all surfaces in the reception area (inclusive
of bench-tops, HICAPS, pens, chairs and other surfaces), treatment rooms, staff

room, bathroom and storage area of the clinics. Bathrooms are well stocked with
hand soap and paper towels, and have posters with instructions on how to wash

hands. Industrial Clean of frequently used areas at least twice daily. Maintain
disinfectant solutions at an appropriate (full) strength and use in accordance with

the manufacturer’s instructions.  Currently using Clinicare, TGA approved to kill
coronavirus in 2 minutes.  Treatment rooms will be wiped down with disinfectant on

all touched surfaces between every client and left to air dry.
 

Waste Management: Sharps waste are placed into the sharps container within
each treatment room and disposed of by independent collectors. Treatment rooms

bins are only used for gloves, empty sanitizer bottles, cleaning wipe, bagged
surgical masks to ensure easy disposal at the end of each shift. 

 
Infection Prevention: Pre-screening to assess patient's health prior to being treated

with common questions relating to patient signs/symptoms, travel or recent
contact with a symptomatic/positive COVID-19 patient. Temperature screen each
staff member and patient who enters the clinic setting. Social distancing is to be

maintained between staff and patients wherever possible.
 

To w e l s , L i n e n : Replace towels (if using) between each patient. Ensure used
towels, protective pillow case and regular pillow care are properly placed into

laundry bin in the room and used gowns are placed in the allocated basket for
washing. Bins of dirty / used laundry will be moved away from the treatment room

into the washing machine.  All washing will be washed at a minimum of 60
degrees for 1 hour + with the use of laundry detergent.  Wet washing will be

transferred into a specific clean laundry basket and transferred to the washing
dryer.  Appropriate hand washing and sanitizing procedures must be performed at

each step.
 



SECTION 1 - Measures for Hygiene and Sanitation

Staff PPE: Use of a P2/N95 mask and protective eyewear in the form of a face shield or
safety glasses at all times within the clinic (except while eating / drinking).  Prescription
glasses do not constitute appropriate safety wear. Both masks and face shields/glasses

are worn for up to four hours. We are replacing/cleaning earlier if these become
contaminated/soiled. Clean and reusable cotton gowns are to be used for each clinical
appointment for high risk patients (unvaccinated adults and children).  This reduces the

chance of accidental transmission from your clothing to the home environment.  Staff are
welcome to wash their work clothing on site if they prefer, this is currently optional. 

 Practitioners are to use clinical discretion regarding appropriate patient assessment and
temporary removal of masks (i.e. cranial nerve exam).  Please avoid high risk

assessment unless patient is urgent / significant red flag.  However please note, medical
referral may be preferable in this scenario.  Gloves are recommended for practitioner use

wherever practical.  Nitrile disposable cleaning gloves are to be worn for cleaning
procedures.

 
Patient arrival:  Patients are informed to wait in their vehicle prior to consultation.  Initial

patient questioning occurs via zoom in a private and appropriate setting or over the
phone while they remain in their vehicle.  This includes COVID-19 prescreen questions if
form has not been completed prior to appointment.  Presenting complaint and medical

history taking questions to be conducted over the phone / zoom wherever
possible.  Temperature screening will be performed while they are in their vehicle or on
entry into the clinic.  The patient will immediately be directed into the specific treatment
room to minimise interaction with other people within the building.  Discretion may be

used on high temperature days.  Patients must wear a clean surgical mask less than 4
hours old for their appointment.  We recommend school aged children under 12 years

wear a mask during their consultation. 
 

Treatment room:  Consultations are to be taken in rooms 1, 2 or 4.
 

Payment: Contactless payment is encouraged via the HICAPS machine or direct transfer
into our bank account.  Patients swipe their own private health insurance cards when

able.  The HICAPS machine is covered with cling wrap, which is removed after each use
and replaced.

Additional items: Non essential items have been removed from clinic rooms, such as
toys, reading material and most decorative items.  The water and tea station has been
removed, however patients may request a drink, which we can supply from our kitchen.

 



SECTION 1 - Measures for Hygiene and
Sanitation

Patient Education: We continue to provide useful and up to date information for our patients,
including advice on how to apply and safely remove a face mask, where to seek additional

health information from reliable sources and where to seek local testing.
Signage: We have signage on the front door, in the hallway and at the reception desk

regarding COVID-19 and important considerations.



SECTION 1 - Measures for Hygiene and
Sanitation



SECTION 2 - Social Distancing

WE ACTIVELY ENSURE PEOPLE ARE SPACED 1.5M APART AND REMIND PATIENTS,
VISITORS,  AND OUR TEAM MEMBERS WHEN THIS IS NOT BEING PRACTICED.  

IN ADDITION, WE ENSURE THERE ARE NO MORE THAN 1 PERSON FOR ANY 4m2 AT ANY
TIME WITHIN THE BUILDING.

Waiting room seating:  There are currently 3 chairs and 2 benches that are all
separated further than the social distancing guidelines.  All seating will be cleaned
as soon after a person has moved as practically possible.  Patients sitting on any
chairs in waiting room is to be reduced where ever possible by maintaining
patients waiting outside of the building.

Practitioner treatment: Practitioners and team are permitted to have treatment
within the clinic as required.  All regular and covid guidelines must be adhered to.

Patient treatment: 1 parent or guardian is able to attend the appointment of a
child.  We currently can not accommodate other family members within the clinic
at this time.  Vulnerable people may bring 1 support person with them.

Kitchen: A maximum of 2 people in the kitchen space at any time (ideally 1).  

Reception: An absolute maximum of 4 people in the reception space at any time.



SECTION 3 - Record Keeping

Plans and systems in place to monitor and control the numbers of staff and
patients on site at any given time: 

All patient appointments are logged on our cloud based software system and
departure times can be monitored by the receipts issued. 

Keep name and mobile number or email address for all staff, patients, visitors and
contractors for a period of at least 28 days: Records are only to be used for tracing
COVID-19 infections and are stored confidentially and securely at our clinic or on our
online cloud based software system when the QR code system is not working. 

COVIDSafe App: All staff are aware of the COVIDSafe app and the benefits of the app to
support contact tracing if required. 

Cooperating with DHHS: If contacted in relation to a positive case of COVID-19 at our
workplace, cooperate fully. If we identify a case prior to DHHS knowledge, notify the
dedicated COVID-19 helpline on 1800 675 398 and follow our procedure for a positive test
result on page X.

Vaccination: As health care workers, all team members are required to be vaccinated
by the DHHS.  Please provide a copy of your current covid-19 vaccination certificate to
the clinic director.  In the case of a medical exemption, this must be reviewed by the
clinic director.

***NOT CURRENT - BUT MAY BE REAPPLIED IN THE EVENT OF STAGE 4
RESTRICTIONS***
Managing the “5km rule” for patients: As we are considered “care givers,” it is considered
legal to travel outside of a 5km radius from home to receive treatment at our clinic, for
our existing clients. New patients are strongly advised to seek alternative care
arrangements within a location within the 5km radius. We are advising patients to have
proof of appointment via sms and or confirmation email and to take a receipt with them
to prove this to enforcement if questioned. We also have all appointment times and
payments recorded in our cloud based software. 

Managing the “5km rule” for staff: Workers from permitted industries are allowed outside
their homes to travel to or from work, even during the 8:00pm to 5:00am curfew.
Victorian Premier Daniel Andrews says employees will be required to carry a worker
permit when they travel to their workplace or home from work. We have provided all
employees with a work permit.



SECTION 4 - Staff & Patient
Communications

Team Communications 

Slack: Live, on the minute updates to our entire staff via our slack messaging group. 

Email and text message groups: Rapid staff updates by email or text relating to any
changes to our COVID-19 safe protocols. 

Google Drive: All staff have access to up to date documents via google drive and
koru tribe websites.

Zoom: All “group” meetings hosted on Zoom with no face to face get togethers to
limit exposure and adhere to physical/social distancing requirements. 

Patient Communications

Website: COVID-19 devoted page with all information relating to pre-screening, in
clinic/out of clinic requirements to be treated, with the most essential information for
our patients. 

Treatment confirmation and reminders (text and email): Both emailed booking
confirmation (at the time of appointment being made) and SMS appointment
reminders (24 hours prior) have an immediate link to our devoted COVID-19
webpage which outlines all important information relating to our COVID-19 safety
plan. 

CRM -  Kartra: Mass audience email to our entire staff and patient list to update and
inform them of any changes to our COVID-19 safety protocols and measures,
especially in the event of a local cluster.

Social Media: Essential information may also be provided via our social media
pages - linkedin, facebook, instagram, however these are in addition to our other
communication platforms and not in replacement of.



SECTION 5 - Procedure for POSITIVE
COVID-19 Test

Procedure if during a pre-screening process, a staff member or patient presents with risk
factors that may indicate a high COVID-19 exposure risk:

 IF NOT SHOWING SYMPTOMS, BUT MEETING RISK CRITERIA: 

The patient should not attend their appointment and be informed that in line with government
protocols they are to self-isolate at home for 7 days, if they are symptomatic at the end of
their isolation window, they may be required to isolate longer in line with DHHS.

Ensure that the patient leaves the practice as soon as practically possible and that any
contamination risks that arise as a result of their visit (surfaces touched etc) are addressed
with environmental cleaning methods immediately.  

IF SHOWING RESPIRATORY SYMPTOMS OR FEVER: 

Follow the same process as above but additionally inform them to seek further advice in
accordance with our COVID Information for Patients guideline, including phone / telehealth
screening for symptoms requiring medical referral or further assessment.  The following phone
lines may be helpful for further information as required.

Nurse on Call: 1300 60 60 24
VIC: Dedicated COVID-19 helpline on 1800 675 398 
National Coronavirus Health Information Line: 1800 020 080 

If it is confirmed that a patient has tested positive for the virus, cooperate fully with health
authorities once contacted and adhere to all relevant protocols. 

We outline our procedures if a positive COVID-19 test arises from day to day operations or
immediate family members of a staff member on the following page.

Positive in a staff member who has been attending work: All team members who have
worked with the positive team member within the exposure period are to perform a rapid
antigen test, wherever practical.  A deep clean of the practitioners treating room is required.
Patients within the exposure period are to be informed of casual contact exposure and
recommend rapid antigen test.   

Clinic patient / visitor tests positive within infectious exposure window: Team members in
contact with patient to perform Rapid Antigen test and must return a negative result.

https://docs.google.com/spreadsheets/d/1dA27CmOyYChSPCeeJ7elwpYfP7XZ8-CWBkL1uaXs_T8/edit#gid=0


SECTION 5 - Procedure for POSITIVE
COVID-19 Test

Positive test in an immediate family member of a staff member or patient: If in the same
household and been in home like setting for more than 4 hours, is considered a close contact.  .
The team member must isolate for 7 days if fully vaccinated and 14 days if not fully vaccinated.



SECTION 6 - Patient and Team Health
& Wellbeing

CURRENT 

Patient Prescreening - All patients must be pre screened prior to face to face appointments
with a practitioner, including; COVID prescreening questions, temperature check and surgical
face mask.  Unvaccinated patients will be advised that a P2/N95 mask is required and may
need to be paid for at a cost of $2.50 from the clinic (currently no charge), or alternatively
they can bring a new and unused P2/N95 to their appointment if they wish to do so.  

All team members will continue to adhere to DHHS requirements and remain up to date with
advice and recommendations, such as the Case, Contact and Outbreak policy.

Any patient who refuses to wear a face mask will be offered a telehealth consultation and
unable to attend face to face appointments under any circumstances.  Patients with medical
exemptions will be considered using clinic discretion from their treating practitioner. 
 Considerations include; urgency of appointment, risks of wearing a face mask to the patient
and risks to patient and treating practitioner of not wearing a face mask.  They will be
required to wear a surgical face mask in shared areas such as reception, toilets etc.  

NOT CURRENT - CURRENT CONTINGENCY PLAN
****STAGE 4 RESTRICTION PRESCREENING - if we are deemed essential - if non-essential, the clinic will close and
all patients postponed for face to face appointments until further notice.

Patient Prescreening: All patients must be prescreened prior to face to face appointments, with a practitioner.  This
is in 2 parts, firstly the patient must be screened to determine if their care is urgent.While the definition of urgent
has not yet been clearly determined by the DHHS.  We interpret this as the following, until further clarification has
been provided.  

If without assessment and treatment, the patient is at high risk of deterioration of the physical, mental or emotional
wellbeing, with either significant impact on ADL’s (such as not being able to care for children or themselves
adequately within the home) or would likely require assessment at an emergency department, then a face to face
appointment may proceed, as long as they are cleared by the COVID-19 pre-screening process.  

In addition, if the patient is currently being managed via the NDIS, DVA, Worksafe or TAC and there is likely to be a
significant decline in function, the appointment may be considered urgent.

The nature of the “urgent” appointment must be documented in the clinical notes.  If a patient presents for an
urgent appointment and the practitioner determines the patient does not meet the “urgent” criteria, then the patient
must be advised that they can not be seen for a face to face consultation.  Alternative arrangements should be
made in order to maintain appropriate care for this patient.  

Practitioners must use their clinical judgement in regards to face to face treatment.  It is worth noting that the
individual practitioner as well as the clinic may be liable if these restrictions are not adhered to.  This is a judicial
requirement by the public health officer under the State of Disaster declared by the Victorian Government. 
Complaints and investigations may occur by Fairwork, AHPRA, Worksafe or the Department of Health and Human
Services.This form must be completed for urgent appointments, as always, the practitioner may add additional
information in the clinical notes.

https://www.health.vic.gov.au/sites/default/files/2021-12/case-contact-and-outbreak-management-policy_1.pdf


SECTION 6 - Patient and Team Health
& Wellbeing



SECTION 6 - Patient and Team Health
& Wellbeing



SECTION 6 - Patient and Team Health
& Wellbeing - Stage 4**

Alternatively, telehealth appointments are available for non urgent cases, routine
consultations, chronic disease management and rehabilitation consultations.   

 
Patients may also be referred to GP’s, psychologist / mental health support or

other healthcare providers where appropriate and with patient consent.Secondly,
the patient must complete the COVID-19 pre appointment screening form, either

prior to or at the time of their appointment.
 

Patients may be screened thru screening templates as provided PLUS the use of
patient outcome measures where appropriate to make clinical decisions

regarding if face to face appointments are appropriate. 



SECTION 6 - Patient and Team Health
& Wellbeing -Stage 4**



Legal Notices
This COVID-19 safety plan and all its associated materials was most recently updated and

Published in May 2021. The contents of this plan constitute the Intellectual Property and Copyright
© Koru Natural Therapies Pty Ltd. All rights reserved. No part of the publication may be reproduced,

stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical,
photocopying, recording or otherwise, without the prior written permission of the owners of this

copyright.


