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This risk assessment has been prepared for Masula Compliance clients to assist with the mitigation of the risks associated with COVID-19. This risk assessment 
has been developed as a resource to develop your own risk assessment. You must consider your own operation, circumstances and potential for exposure to 
COVID-19.  
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Hazards/risks 

Risk score 

before 
Control measures 

Risk score 
after 

1.  Incorrect information about COVID-19 

Workers not understanding risk controls 

E 72 

At the beginning of each work day check official Australian Government sources for 

current information and advice. Website: https://www.health.gov.au/news/health-
alerts/novel-coronavirus-2019-ncov-health-alert 

Educate workers about risks and appropriate risk controls, including sneeze/cough 
etiquette and hand hygiene. 

Communicate promptly and regularly with workers and visitors, particularly when changes 
to the status require change in workplace requirements. 

L 40 

2.  Breaching Queensland roadmap to easing 
restrictions E 72 

Follow the Queensland Roadmap to easing restrictions stages identified 
https://www.covid19.qld.gov.au/__data/assets/pdf_file/0016/127150/DPC7309-COVID-19-
Restrictions-roadmap.pdf 

L 40 

http://www.masulacompliance.com.au/
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert
https://www.covid19.qld.gov.au/__data/assets/pdf_file/0016/127150/DPC7309-COVID-19-Restrictions-roadmap.pdf
https://www.covid19.qld.gov.au/__data/assets/pdf_file/0016/127150/DPC7309-COVID-19-Restrictions-roadmap.pdf
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Stage 2: 12 June 2020 

▪ Retail shopping 

▪ 20 people permitted at any one time for 

o dining in (with COVID SAFE Checklist) restaurants, cafés, pubs, registered 
and licensed clubs, RSL clubs, hotels and casinos – no bars or gaming  

o indoor cinemas 

o open homes and auctions 

o outdoor amusement parks, tourism experiences, zoos and arcades 

o concert venues, theatres, arenas, auditoriums and stadiums 

o beauty therapy, nail salons, tanning, tattoo parlours and spas (with COVID 
Safe Checklist)  

Stage 3: 10 July 2020 

Further easing of restriction subject to review. 

When planning work space use the 4m2 per person rule and provide clear direction as to 
how this equates to your workspaces by signposting allowable number of people on 
entry doors.  

3.  Reluctance of team members to use the 
COVID safe tracing app 

H 60 

The COVID safe app is a tool developed by the Australian government which may help 
businesses control the spread of COVID 19.  

Employers may encourage workers and other persons entering the workplace to 
download the app. Employers cannot ‘require’ someone to download the app whether by 
positive obligation or adverse consequences.  

L 40 

4.  Policies in place may not meet the needs of 
the organisation battling the COVID-19 
challenges 

H 60 

Review policies and procedures to ensure that they are appropriate for a pandemic 
situation and amend them temporarily where necessary. For example, leave policies need 
to encourage people to stay home when they are unwell and a doctor’s certificate may be 
difficult to obtain if medical services are stretched.  

Ensure workers are consulted when making any changes which may affect their health 
and safety in the workplace. Ensure any changes are clearly communicated to all workers. 

L 40 

5.  Business continuity planning E 88 Develop a business continuity plan for use in the event of an outbreak in the workplace H 60 
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Disruption to business as a result of COVID-
19 

considering all aspects of the business, including labour and sourcing of supplies i.e., 
materials.  

Key person protection 

Consideration should specifically be given to leadership arrangements 

▪ Outline the strategy in place to protect the key people within the business 

▪ Outline the alternative available to the business if key people are removed  

Workforce continuity 

▪ Outline the strategy in place to protect the workers within the business 

▪ Outline the alternative available sources of labour if workers are affected 

Supply arrangements 

▪ Outline the actions taken to protect your supply chain 

▪ Outline the alternative suppliers that have been identified to ‘fill the gap’ if a shortage 
of materials occurs 

Intellectual property (IP) and trade secret protections 

▪ Identify processes to protect IP and trade secret  

▪ Identify a strategy for IT continuity 

▪ reminding employees of their obligations under relevant IT/data protection policies; 

▪ prohibiting the use of public Wi-Fi (i.e. working in a café); 

▪ encouraging the use of VPNs; 

▪ ensuring company information is not saved on personal computers; and 

▪ limiting access to non-essential databases 

6.  Failure to report confirmed cases of COVID-
19 to government authorities 

H 60 

If there is a confirmed case of COVID-19, Queensland Health will be notified by the medical 
professional who confirms the diagnosis. WHSQ will not enforce any legislative 
requirement for workplaces to separately notify WHSQ. However, WHSQ will continue to 
respond to all information received regarding potential non-compliance in workplaces and 
where necessary secure compliance where workers are exposed to unacceptable WHS 
risks. WHSQ will continue to monitor this arrangement and liaise with Queensland Health 

L 40 
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as events unfold.  

7.  Emergency Response Plan is compromised 
due to COVID-19 restrictions 

M 48 

Review your emergency management plan to Identify if it will be impacted by the COVID-19 
restrictions. 

Consider if there will be an impact on the availability of key role holders such as emergency 
wardens and first aiders.  

Consider if staggering shifts and start times will impact the availability of key role holders. 

Determine if social distancing measures can be maintained during an emergency 
evacuation. 

Consider designating a secondary emergency evacuation point to assist with social 
distancing measures. 

L 40 

8.  Lack of planning for the return to normal 
operations 

H60 

Develop a COVID Safe Management Plan.  

As restrictions start to ease, consider the measures which will need to be in place as we 
transition to a ‘new norm’. Consider how social distancing can be maintained with full staff 
numbers. 

Consider how to manage customers and clients once normal business resumes.  

Consider how to manage work related travel once travel restrictions are lifted. 

L 40 

9.  Disputes regarding JobKeeper 
arrangements 

H60 

Employers who qualify for the JobKeeper program will be able to make JobKeeper 
enabling directions for the next six months which include : 
direct employees reduce their days/hours of work or not to attend work at all; 
alter employees’ usual duties or location of work; alter employees’ usual work days;  
or direct employees to take a period of annual leave, which request an employee must  
not unreasonably refuse. 
More information relating to the JobKeeper payment can be found by following the link 
below –  

https://www.ato.gov.au/general/jobkeeper-payment/ 

L 40 

10.  Workers needing time off for illness or to 
self-isolate 

Workers choosing to self-isolate 
E 88 

Industrial relations 

Review employment contracts/agreements and the relevant awards to confirm 
requirements relating to leave entitlements and stand-down provisions. Further 
information can be found here https://www.fairwork.gov.au/about-us/news-and-media-

H 64 

https://www.ato.gov.au/general/jobkeeper-payment/
https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
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releases/website-news/coronavirus-and-australian-workplace-laws  

Understand the leave entitlements available under the relevant awards to: 

▪ Full-time/part-time permanent employees who: 

o are sick and not able to work. These workers are entitled to paid leave if they 
have not exceeded their entitlement. They are also eligible for unpaid leave.  

o are not sick but must self-isolate. These workers are entitled to annual leave if 
they have not exceeded their entitlement. They are also eligible for unpaid 
leave. 

o Need to care for family. These workers are entitled to carers leave if they have 
not exceeded their entitlement. They are also eligible for unpaid leave. 

▪ Casual employees who 

o are sick and not able to work – they are not entitled to paid leave but may 
take leave as unpaid. 

o are not sick but must self-isolate - they are not entitled to paid leave but may 
take leave as unpaid. 

▪ Contract workers – are not entitled to paid leave.  

Make a decision as to how you will manage workers that do not have paid leave 
entitlements. 

To calculate leave entitlements based on a particular award utilise the leave calculator on 
the Fair Work Ombudsman website. This can be found here 
https://calculate.fairwork.gov.au/Leave. 

Fair Work have temporarily modified some awards. More information can be found by 
following the link below. 

https://coronavirus.fairwork.gov.au/ 

11.   

 

Employees will now be able to access to 2 weeks unpaid ‘pandemic leave’ and the ability 
to take double the amount of annual leave at half pay.  

Amendments to the Clerks – Private Sector Award provide more flexibility for remote 
working arrangements, directions around the taking of annual leave and reducing hours.  

 

https://www.fairwork.gov.au/about-us/news-and-media-releases/website-news/coronavirus-and-australian-workplace-laws
https://calculate.fairwork.gov.au/Leave
https://coronavirus.fairwork.gov.au/
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Each of the Modern Award amendments remain in place until 30 June 2020, unless 
extended. 

Qualifying employers will be able to claim a flat-rate payment of $1,500 per fortnight for 
every eligible employee on the books from 1 March 2020 until 27 September 2020. 
Employers will qualify where they expect to experience a 30% reduction in turnover (or 
50% for larger business, and 15% for registered charities) compared to a comparable 
period in the previous year.  

Eligible employees include full-time & part-time employees, and casual employees who 
have been employed on a regular and systematic basis for greater than 12 months.  

The Federal Court has also held that stood down Qantas workers are not permitted to 
access paid personal leave or compassionate leave entitlements during the current COVID 
19 stand down. 

 Impact on the well-being of workers 

E 88 

Communicate clearly to workers the plan for business continuity.  

The risk of serious illness of self and loved ones is challenging for employees and increased 
stress levels will result. Employees may feel quite isolated in this type of situation especially 
where they live alone, do not have close family nearby or already suffering from health 
issues.  

Provide employees with details of mental health services available to them. 

Details can be found at https://www.health.gov.au/health-topics/mental-health. 

Consider providing staff with time to undertake online mental health awareness training. 
Free online training resources can be found at https://headtohealth.gov.au/covid-19-
support/covid-19 

Consider a daily telephone calling tree to ensure quarantined employees are safe and 
adequately supported during the COVID-19 pandemic.  

If workers are working from home have a plan to encourage inclusivity, for example: 

▪ Daily (or more frequent) phone check-in with remote workers 

▪ Periodic team gatherings using technology e.g., phone conferencing, skype, ZOOM or 
other. 

Encourage workers to notify their supervisor if they, or someone in their household is high 

M 52 

https://headtohealth.gov.au/covid-19-support/covid-19
https://headtohealth.gov.au/covid-19-support/covid-19
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risk so that working from home arrangements can be made. 

Conduct a risk assessment for any worker deemed high risk who is not able to work from 
home. 

Consider adapting performance management policies to better fit with working from 
home. Set clear productivity expectations for staff working from home for extended 
periods. Include strategies for stress management in performance management 
conversations. 

Encourage the use of time sheets to enable the staff member to record start and finish 
time and breaks taken away from work to attend to other personal responsibilities. 

12.  Detrimental effects on the business where 
workers are performing their tasks remotely 
from home 

E 76 

Where a decision is made for workers to work from home, employers should develop a 
suitable working from home policy and procedure to cover: 

▪ WHS legislative requirements; 

▪ Privacy and confidentiality protocols; 

▪ Equipment use including the accessing of company servers and sensitive information; 

▪ Document and data control requirements; and 

▪ Any additional requirements deemed necessary at the time. 

Working from home agreements should be agreed to and signed by the employer and 
worker prior to remote work commencing. 

M 48 

13.  COVID-19 infection rate increasing in general 
population resulting in contamination of 
workspace/people 

E 88 

If you have visitors entering your premises for either meetings or sales communicate with 
them before they are scheduled, where practicable to: 

▪ arrange alternative non face-to-face arrangements, e.g., skype, phone meeting or 
other;  

▪ advise your exclusion requirements if they have recently travelled overseas or 
interstate.  

Place prominent signage requesting people with flu/cold symptoms not to enter. Provide 
alternative methods of servicing these people e.g., phone, email, online. 

Exclude visitors who are visibly showing flu like symptoms; coughing, sneezing, runny nose 

E 72 
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or fever. 

Discourage person to person contact.  

Ensure social distancing is maintained where possible 1.5 metres between workers and 
others entering the workplace. 

Spread out workers who work in open plan office areas into more segregated spaces such 
as training or meeting rooms. If your desk is within 1.5 metres of a colleague, you will need 
to move to another more isolated work area (if you cannot manage this, you should not be 
at work).  

Reconsider non-essential indoor gatherings of any number. 

Check official government advice to determine the current restrictions on indoor and 
outdoor gatherings. 

Some “essential activities” can continue, such as public transportation facilities, shopping 
centres, office buildings, factories, construction sites, and mining sites. Monitor official 
government updates before the start of each work shift. 

Work areas, e.g., construction sites or trade areas should ensure the work perimeter is 
secured to prevent access to any non-essential workers. Reschedule site visits from 
inspectors etc. to occur when no other workers are on site. Project managers to ensure 
that work is scheduled to enable the protection of each worker by minimising the number 
of workers on site at any one time.  

Increase ventilation on worksites in enclosed areas. 

14.  Workers developing flu like symptoms 

E 88 

Request workers to self-identify risk factors before presenting for work particularly if they 
have recently returned from overseas or interstate. 

People who have travelled overseas or interstate, or if they are aware that they have been 
in contact with a person who has, should be respectfully requested to self-isolate.  

H 64 

15.  Worker spreads COVID-19 to others in the 
workplace 

E 88 

Surfaces in the workplace that have potentially been contaminated by people, whether 
workers or members of the public, are to be cleaned with a disinfectant or alcohol-based 
cleaning product at the beginning and end of each shift and more frequently in areas with 
frequent touch contact. 

Ensure that alcohol-based hand sanitiser is readily available for use by workers and visitors 

E 72 
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(if possible).  

Ensure that handwashing facilities are kept adequately stocked with soap and disposable 
paper handtowel.  

Develop methods of tracking the supply of critical items such as PPE, hand sanitiser and 
disinfectant cleaning products. 

Consider splitting up work groups within a workplace to avoid any physical contact. Ensure 
all surfaces are cleaned before a new work group enters a work area. 

Ensure separate work groups have access to their own lunch room, storage area and 
amenities. If this is not possible ensure these areas are cleaned between each use. 

Eat lunch at your desk or outside rather than in the lunchroom where possible. Worker to 
clean the occupied eating space before leaving the area.  

Conduct a risk assessment on any work tasks which require close physical contact.  

Consider if mechanical lifting aids can be used rather than team lifts. 

Consider if machine controls can be moved or rearranged to avoid close physical contact.  

Consider reconfiguring work area layout to increase social distancing.  

Consider rescheduling activities such as deliveries and maintenance to facilitate social 
distancing.   

Do not shake hands as a greeting or make any unnecessary physical contact. 

If possible, hold meetings via Zoom or a phone call.  

Do not hold large meetings in person. If these meetings are essential, hold them outside in 
the open air.  

Open windows or adjust air-conditioning to provide more ventilation if possible.  

Limit food handling or sharing food at work.  

16.  Worker develops flu like symptoms at work 

E 72 

Workers with flu like symptoms must report to their supervisor and not attend the 
workplace while symptoms are present. 

Designate a quarantine room for workers to wait until they can return home. 

Immediately clean all surfaces in any area the worker has been with disinfectant solution.  

H 64 
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Workers must self-quarantine for 14 days if they have – 

▪ Travelled overseas or interstate 

▪ Been in close contact with a confirmed case of COVID-19 

▪ Meet any other relevant criteria set by the Australian Government 

If a worker develops flu like symptoms consider the option of the worker working from 
home.  

Workers to be encouraged to avoid touching the face. 

Workers are to be encouraged to cough and sneeze into a tissue or upper sleeve rather 
than hands and to wash hands after coughing or sneezing  

Worker to use paper towels and disinfectant solution to wipe down any surface which has 
frequent hand contact e.g., door handles, tables, chairs, kitchen appliances, phones, 
keyboards. 

Workers are to keep their own separate set of cups, plates and cutlery.  

Conduct ‘wipe down’ at the start and end of each shift and after each new user. 

Dispose of used paper towels immediately into a closed bin. 

Ensure tissues are available and disposed of immediately into a closed bin. 

Workers to wash hands regularly according to World Health Organisation (WHO) 
guidelines. 

At the end of the work day ensure surfaces, where there has been regular touch contact, 
are cleaned thoroughly. 

17.  Exposure to environmental pathogens from 
other workplaces 

E 8 

 

Before entering other workplaces determine if there have been any confirmed cases of 

COVID-19. 

Limit non-essential work-related travel. 

If interstate travel is deemed essential determine if there are any conditions which need to 
be met prior to travel, including applicable quarantine requirements. 

 

As of Saturday 11 April entry into Queensland is for essential travel only and restricted to 

H 64 
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people who have a Queensland Entry Pass. 

A separate application is required for each individual, including children, and all travellers in 
your party must be eligible for an exemption. 

All existing green Queensland Entry Passes and Queensland Resident Vehicle Passes are 
void at 12:01am on Saturday, 11 April 2020. 

https://www.qld.gov.au/about/newsroom/queensland-border-restrictions 

Ensure that alcohol-based hand sanitisers are made available to anyone traveling for work. 

Workers to wash hands regularly according to World Health Organisation (WHO) 
guidelines or use hand sanitiser where washing facilities are not available. 

Maintain 1.5 metre distance from other people where possible. 

Maintain at least 1.5 metres distance from people with flu like symptoms. 

Do not shake hands or make any unnecessary physical contact. 

Avoid sharing equipment where possible.  

Where possible, make arrangements for only 1 worker to travel in a vehicle at a time. 

If sharing vehicles, wipe down surfaces before and after each user.  

18.  Workers traveling to COVID-19 affected 
countries and returning to work 

E 88 

Check official government advice prior to any travel. 

If travelling on public transport maintain a high level of personal hygiene.  

People, including Australian citizens, who have been overseas and have arrived back into 
Australia are required to self-isolate for 14 days.   

H 60 

 

https://www.qld.gov.au/about/newsroom/queensland-border-restrictions

