
Please use the following form to document your plan  
for how your staff and patrons will be kept safe during 
the COVID-19 pandemic.

WA.gov.au

Safety Plan

A strict limit of a minimum 
of 2sqm per person

Maintain physical distancing

Maintain hygiene standards and 
conduct frequent cleaning

Carefully manage shared spaces  
to ensure physical distancing

1

2

3

4

Refer to the COVID Safety Guidelines for information on the  
expectations for COVID Safety Plans and to assist you in  
completing this plan. These are available at wa.gov.au

Discuss and share relevant details of your plan with staff,  
contractors and suppliers so everyone is aware of what to  
do and what to expect.

The COVID-19 pandemic is an evolving situation –  
review your plan regularly and make changes as required.

Print and display the COVID Safety Plan Certificate  
available at the end of this form. 

has a maximum capacity of                       patrons and agrees to the  
following Phase 4 safety requirements:

Premises name:

 Number:

COVID Safety Plan



Premises details 

Premises name: Prepared by:

Type of premises: Position title:

Street address: Completion date:

Contact no: Revision date:

Email:

1. Physical distancing
• What will be done to implement physical distancing guidelines?

Consider: physical distancing for staff and patrons; occupancy limits based on  
2sqm requirements; management of waiting areas etc.

2. Hygiene 
• How will you ensure required hygiene standards are maintained?

Consider: hygiene protocols and practices; supply of cleaning and sanitiser products etc.
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* For the sections below, please complete the form and attach additional pages  
or information as required.



3. Training and education
• How will you ensure all your workers know how to keep themselves and others safe  

from exposure to COVID-19?

Consider: staff training; records of training; additional education; signage;  
guidance material etc.

5. Response planning
• How will you respond to an exposure or suspected exposure to COVID-19 within  

your premises?

Consider: records of patrons; cleaning procedures; referrals to relevant authorities; regular 
review of procedures etc.

Comments:

Western Australian Government - COVID Safety Plan

4. Compliance
• I am aware that in addition to the legal obligations arising from the Emergency 

Management Act 2005 and the Directions made under that Act, I must continue to comply 
with relevant existing legislation and regulations, including WorkSafe legislation.

Yes         No



We’re doing our part to help keep you safe. 
Please respect the rules and our staff.

WA.gov.au

Prepared by:

Premises name:

Date:

COVID Safety Plan Certificate

2sqm per person

Frequent cleaning  
and disinfection

Safety Plan

Welcome.  
We can accommodate                     patrons and agree to 
maintain the WA Government’s safety measures

Number:
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	Text Field 29: Cnr Knutsford St, Hampton Rd 
	Text Field 30: 08 9430 6869
	Text Field 31: info@thelitcentre.org.au
	Text Field 20: To protect staff and visitors, The Literature Centre will:
* keep the Centre's gate shut, opening only for schools and visitors as per normal practice.
* limit total number of visitors for larger events.
* promote/recommend cashless payments in the bookshop.
* setup smaller chair rows for students in main gallery, or seated on the floor, with separate seating rows for teachers.
* require all visitors (over 10 minutes) to register for contact tracing. Records held for 28 days.

Note: 114 people is the combination of Main Gallery, Small Gallery and Bookshop internal visitor spaces. Outdoor areas can accommodate more.
	Text Field 22:  To protect staff and visitors, The Literature Centre will:
* provide sanitiser at entry and exit points, sales points, staff offices and other high use areas.
* provision of cleaning supplies to stafff to wipe high touch items/area in public and staff spaces.
* ensures all visitors to site, including staff and contractors, sanitise on arrival.
* staff remain/use their own desks, phone and equipment daily and sanitise regularly.
* provide tongs, plates and napkins for any catering ordered for events to avoid hand contact.
* provide plastic cups for drinks at Events and no water bottle refills from Centre water fountains. Students will be requested to bring their own.
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	Text Field 23: A staff member has completed COVID 19 online training course.
COVID 19 guidance material provided to staff regular.
COVID 19 guidelines discussed at staff meetings prior to events held.
Signage in certain Centre areas reinforces COVID related requirements.
Ensure all staff and visitors show proof of vaccination.
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* Ring the COVID-19 Public Hotline on 13 COVID (13 268 43) and follow the advice of Chief Health Officer.
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* Conduct a risk assessment, and if required:
   * close the Centre with staff in home quarantine for two weeks.
   * conduct a full clean of the Centre.
* Review procedures to determine required improvements.
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