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COVID-19 has 
changed the 
world we live in. 
COVID-19 is in the world to stay. This session will cover guidelines on how to 
operate businesses and services with best practices to safeguard staff and 
customers during the ongoing COVID-19 pandemic What will I learn?  

• Health sector preparedness plan including Vanuatu Alert Outbreak System 

• Key messaging from the Ministry of health 

• Safe business operations  

• Business guidelines for enhanced health and safety 

• Workplace Health & Safety plan for COVID-19 

• Certification and compliance  

• What to do if a business encounters COVID-19 case  

Containment Phase  
Is focused on stopping the virus from 
coming into Vanuatu; and isolating 
any people found in the country who 
have introduced the COVID-19 virus, to 
prevent them from spreading it to other 
people or other areas of Vanuatu.

Mitigation Phase  
This phase will be required later, should 
COVID-19 make its way to Vanuatu. It 
Is focused on maintaining prevention 
activities and strengthening other 
actions to lessen the impact and 
spread of the virus. E.g. making sure 
communities have the information they 
need; assisting health care workers 
to follow-up on any people sick with 
COVID-19; providing proper medical 
care including isolation and infection 
prevention control measures.

Health Sector Preparedness Plan 
Guiding Principles:  
The Two Phases
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Vanuatu Outbreak Alert 
System for COVID-19
The MoH recommended list of essential services & businesses includes  
(but is not limited to): 

Air traffic control, fire & rescue services, health and sanitary services, 
meteorological services, postal & communication services, transportation, public 
utilities & sewerage, accommodation providers with guests, supermarkets, banks, 
markets, animal husbandry & petrol stations. 
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What are the COVID-19 
alert levels?

NO COVID-19
CASES

CASES AT THE
 BORDER

SPORADIC OR
CLUSTER CASES

COMMUNITY
TRANSMISSION

Scenario 2b:

HIGH

LEVEL

3

Scenario 3:

VERY HIGH

LEVEL

2

Scenario 2a:

MEDIUM

LEVEL

1

Scenario 1:

Alert Level

Scenario

Where the
Alert is

implemented
Nationally NationallyAffected islandsIn quarantine 

facilities

LOW

LEVEL

0
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Level 0: Yumi Pripea 
What does this mean? 
Consider what we now know and have learned about how outbreaks have 
occurred in New Caledonia & Fiji. What can we learn from this?

Many people in New Caledonia were not prepared for the September outbreak and 
the following lockdown, even though they had had previous cases.

Many of us don’t like to think about what an outbreak means or what it would look 
like for Vanuatu, but to be prepared, we must think, and we must plan.  

We’ve already discussed that COVID-19 is in the world to stay. It is simply not 
possible to keep it out forever. All we can do is plan and prepare to protect 
ourselves. 

Preparing is where we imagine a situation, ask questions about what we might 
experience or what we would need do to be ready, find & record the answers and 
undertake any necessary actions. 

Question:  
If we went into Alert Level 2 with a 7-day lockdown, how would 
this impact you and your family? 

Being prepared could avoid: 
Feelings of 
insecurity

Community 
fear

Panic 
buying 
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Key messaging from 
the Ministry of Health
All staff in the workplace should be made aware of the 
key things to know and what to do with COVID-19 .
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5 things to know

What is COVID-19?11      

22

33

What are the symptoms of COVID-19?

How does COVID-19 spread?  

Who is most at risk? 

What is the treatment for COVID-19?

COVID-19 is a disease caused by a new coronavirus, which has not been previously 
identified in humans. Coronaviruses are a large family of viruses found in both 
animals and humans. The common cold can be a coronavirus, and like the cold, 
COVID 19 is not going away. 

In many cases, COVID-19 causes mild symptoms including a runny nose, sore throat, 
cough and fever. It can be more severe for some people and can lead to pneumonia 
or breathing difficulties. In some cases, an infection can lead to death.  

COVID-19 appears to spread most easily through close 
contact with an infected person. When someone who 
has COVID-19 talks, coughs or sneezes, small droplets are 
released and, if you are too close, you can breathe in the virus.  

We still need to learn more about how COVID-19 affects 
people. Older people, pregnant women, and people with 
other medical conditions, such as diabetes and heart disease, 
appear to be more at risk of developing severe disease. 
However, COVID can make people of any age quite ill.

Currently, there is no approved treatment for patients with COVID-19. There is a 
vaccine that will reduce the likelihood of catching it or reduce the severity if you do 
catch it.  VCH with its limited medical facilities (compared to some other countries) 
can only treat the symptoms and there is no capacity to treat many ill people. The 
isolation ward can take less than 100 people. What will happen if more than 100 
people have COVID-19?   In Vanuatu, the Ministry of Health, with the provincial 
health teams, are administering two different vaccines for COVID-19.  To protect 
family, friends & community, eligible people should get vaccinated.  

44

55

!! The best way to mitigate the risk of infection is to get vaccinated, wear a 
mask when there is an outbreak and maintain personal hygiene. 
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5 things to do

Wash your hands frequently  11      

22

33

Cover your mouth and nose with a flexed elbow 
or tissue when coughing and sneezing. 

If possible, keep a distance of at least 1 metre 
between yourself and other people.

Avoid touching your eyes, nose and mouth.  

If you have fever, cough AND difficulty breathing, 
stay home, contact your nearest health facility, or 
call 119.

Wash your hands with soap and water, or if your hands 
are not dirty, you can use an alcohol-based hand rub 
(hand sanitiser).  

This way you protect others from any virus released through coughs and sneezes.  

COVID-19 appears to spread most easily through close contact with an infected 
person. 

Hands touch many surfaces which can be contaminated with the virus. If you touch 
your eyes, nose or mouth with your unclean hands, you can transfer the virus from 
the surface to yourself.  

Always follow the guidance of your health care professional or the national health 
advisories.  

44

55

Wash your 
hands often

Avoid Touching Clean & Disinfect

Cover your nose 
and mouth

Stay home Avoid spitting 
in public

Avoid Close 
Contact
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Safe Business Operation
The Vanuatu Government wants to ensure that essential health protocols 
and measures are in place and that all Businesses and Service Providers are 
competently prepared to receive international visitors during the COVID-19 
pandemic, once vaccination numbers are high enough and border restrictions 
begin to ease. 

The following criteria are the minimum standards and actions for safe business 
operations in Vanuatu throughout the different transmission scenarios.

Criteria 1: 
Preparation

Criteria 2: 
Enhanced 
Hygiene 
Measures

Criteria 3: 
Cleaning & 
Disinfection 
Practices

Criteria 4: 
Workplace 
Health & Safety

Identify a covid 
safety officer

Conduct risk 
assessment

Develop Workplace 
COVID-19 Safety 
Plan

Handwashing 
stations

Use pandemic-
relevant cleaning 
processes & 
equipment

Understand 
cleaning & 
disinfection

Promote workplace 
safety measures



13

Risk mitigation measures  
The Ministry of Health has identified potential business sector measures for 
prevention, containment and mitigation of COVID-19 in Vanuatu.  

A summary table is provided below that provides a brief description of 
these measures as well as the sectors that would have key responsibility for 
implementation or would serve in a supportive function, such as to provide 
technical guidance.  

  Brief explanation  Key 
responsibility  

Supportive 
function  

Provide 
handwashing 
stations  

Ensure handwashing station, soap 
and water are available to staff 
and customers 

Individual 
business/
service 
provider 

  

COVID Safety 
Officer  

Oversee implementation of and 
adherence to WHS plan, including 
good handwashing and hygiene 
practices and risk communication  

Individual 
business/
service 
provider 

Ministry of 
Trade and 
Tourism 

Training  Provide training on COVID-19 
awareness and protocols to 
employers, workers, safety 
officers and auditors  

Ministry of 
Trade and 
Tourism  

Ministry of 
Health 

 Risk Analysis Business owners and operators to 
conduct a self-analysis of the risks 
of Covid-19 to their business

Individual 
business/ 
service 
providers

Ministry of 
Trade and 
Tourism  

Ministry of 
Health

Workplace 
Health and 
Safety plan  

  

Establish business-specific 
plan that defines employer 
and employee responsibilities, 
including good handwashing and 
hygiene practices  

Individual 
business/
service 
provider 

Ministry of 
Trade and 
Tourism 

Regular 
cleaning of 
facilities  

Implement infection prevention 
and control practices appropriate 
for COVID-19 prevention 

Individual 
business/
service 
provider 

  

Additional 
business 
specific 
measures  

This includes setting-specific 
measures for prevention such 
as positioning of plastic screens 
between service personnel and 
customers, or between desks  

Individual 
business/
service 
provider 

Ministry of 
Health 

Risk 
communication 
to customers

Provide to customers information, 
such as on handwashing practices 
and what to do if experiencing 
symptoms

Individual 
business/
service 
provider 

Ministry of 
Health 



Customer 
registry  

  

Registration of customers or 
clientele with basic information to 
enable rapid contact tracing if a 
case is identified in the proximity 
(“mobility tracking”) – refer to 
Vanuatu Outbreak Alert Levels for 
when required.  Template on our 
website. 

Individual 
business/
service 
provider 

Ministry of 
Trade and 
Tourism/
Ministry of 
Health  

Business 
category 
closure due to 
the Alert Level 
change 

  

Closure of all non-essential 
businesses that fall within specific 
category due to change to alert 
level Refer to VOAS- essential/
nonessential businesses 

NDMO  

  

Individual 
business/
service 
provider  

Work-at-home  

  

Employers and employees to 
work from home if possible (may 
require the definition of essential 
and non-essential staff). 

Individual 
business/
service 
provider 

  

Individual 
business 
closure if close 
contact  

  

Closure of individual business due 
to close contact of employees 
with confirmed COVID-19 case 
or potential contamination of 
facilities  

NDMO  

  

Individual 
business/
service 
provider  

  

Disinfection if 
close contact  

  

Conduct disinfection activities 
following close contact of 
employees with a confirmed 
COVID-19 case or potential 
contamination of facilities  

Individual 
business/
service 
provider 

Ministry of 
Health 

NDMO 

Safe re-
opening  

  

Following clearance by health, 
prepare and conduct activities for 
safe re-opening of venues  

Individual 
business/
service 
provider 

  

Businesses and service operators need to comply with 
all relevant acts, laws and by-laws and directives.    

Where can I get more information? 
Visit MOH Health Promotions Facebook page 
Visit MOH Covid 19 Website: www.covid19.gov.vu 
Visit WHO COVID-19 Outbreak Webpage 
Email COVID-19 Health Emergency Operations Centre: covid19@vanuatu.gov.vu 
Call COVID-19 Information Hotline: 119 
 
Questions about Safe Business Operations Guidelines?  
Email sbo@vanuatu.gov.vu or call Department of Tourism on 33400  

https://www.facebook.com/Health-Promotions-Vanuatu-1674266679566197/
https://www.covid19.gov.vu
https://www.who.int/emergencies/diseases/novel-coronavirus-2019
mailto:covid19@vanuatu.gov.vu
tel:119
mailto:sbo@vanuatu.gov.vu
tel:33400
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Safe Business Operations 
Coalition 
Every business and organization needs to be prepared to operate under 
COVID-19 conditions and be ready for easing of border restrictions. The 
Coalition for Safe Business Operations is working together to ensure we are 
ALL ready. 

The Coalition for COVID-19 Safe Business Operations includes the Department of 
Tourism, Ministry of Health, Vanuatu Chamber of Commerce & Industry, Australia 
Pacific Training Coalition, Vanuatu Skills Partnership, World Vision Vanuatu, and the 
Ministry of Education & Training. Together the Coalition is rolling out training and 
preparation assistance across Vanuatu. 

SBO Training & Awareness is delivered by multiple partners 
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Business guidelines for enhanced 
Health and Safety Workplace 
Preparation to include: 
1. Identifying a responsible staff member to be appointed as Safety Officer.  

2. Each business should undergo a risk identification (Analysis) process. 

The role of a safety officer  
The job of a safety officer is to oversee the implementation of the enhanced COVID 
Workplace Health & Safety Practices to ensure that correct processes are being 
followed, any relevant documentation is complete, staff are well-informed, and 
procedures are upheld, to comply with health directives and guidelines.  

In practice this requires that all businesses and services undertake the minimum 
following measures: 

1. Take responsibility to remain current and up-to-date with Public Health guidance 
and to ensure their own compliance. 

2. Receive latest training including regarding Infection Prevention and Control

3. Distribute the ‘Guidelines for Safe Business Operations in Vanuatu in the context 
of the COVID-19 pandemic’ to all staff and ensure that they are familiar with and 
understand the guidance information. 

4. Ensure all staff have undertaken as a minimum, initial in-house training regarding 
these guidelines  

5. Communicate infection-related concerns with MOH/Provincial Health 

6. Request & Facilitate Workplace Infection Risk Assessment/Analysis

7. Review and develop a Workplace Health and Safety Plan (WHS Plan) https://
covid19.gov.vu/index.php/resources/public-health-guidelines.  

8. Implement workplace changes based on Risk Assessment and WHS Plan 

9. Evaluate workplace policies and support updates  

10. Post signs, educational materials, and arrows/ropes/barriers 

11. Provide training to employees  

12. Perform employee screening if applicable (temperature checking)

13. Provide adequate Personal Protective Equipment(PPE) and ensure that all staff 
are  trained on the correct use of PPE  and the correct disposal of such items  

14. Purchase and store all cleaning supplies and tools as per the WHS Plan 

15. Coordinate cleaning of reusable PPE  
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16. Monitor safe practices of employees and customers

17. Ensure safe storage and stock of covid safety PPE  and cleaning supplies etc

18. Ensure operators and managers understand their obligations under the 
Occupational Health and Safety Act and have reviewed the Coronavirus 
(COVID-19) guidance and situation reports from the COVID-19 website. 

Assessing workplace Covid Risks- Risk Analysis
1. What is the Risk to your Business? Does the work setting require close contact 

with people potentially infected with the COVID-19 virus? TIP: the best way 
to do this is to go through your business’ customer service experience – be a 
customer! 

2. Is the risk to different employees the same? Do specific job duties require more 
or longer contact with people who may have COVID-19

3. Has any community spread of the virus included cases in the workplace?

4. Are there COVID-vulnerable individuals in the workplace?

5. Are there concerns with poor ventilation?  
If offices or rooms are fully airconditioned, what type of HVAC system does 
it have and how much fresh air is introduced into the room. Consider the 
split systems only recirculate the air already in a room and therefore present 
an extremely high risk if no other measures are taken- consider a layered 
approach- using other strategies to protect people in the room- such as masks, 
environmental cleaning etc. 

6. What additional cleaning steps will need to be implemented in the context of 
Covid-19 risk?

 

Remember 
When Planning appropriate workplace actions, refer back to the Vanuatu Alert 
Outbreak System guide – actions for individuals, essential businesses, non-
essential businesses, nonessential government offices, educational facilities 

The most up to date Infection Prevention and Control material can be found at the 
MOH website and covid19.gov.vu.

One example at this time is here.

 

https://covid19.gov.vu/index.php/situation-reports
https://moh.gov.vu
https://www.covid19.gov.vu
https://covid19.gov.vu/images/Information-Sheets/COVID-19_Workplace_Guidelines_English.pdf
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Preparing with Enhanced personal 
hygiene practices and physical 
distancing 
• To prevent the transmission of the virus, maintain strict hygiene and physical 

distancing practices.

• Note Vanuatu Outbreak Alert Systems recommendations for masks & contact 
training. 

• Vaccinations, Masks, enhanced personal hygiene, frequent cleaning and 
ensuring people stay at home when unwell and physical distancing are the main 
measures that can protect you against Coronavirus (COVID-19) 

• Businesses, organisations and state-owned enterprises and offices are required 
to have a 

• Workplace Health and Safety Plan (WHS Plan) to practice and plan for a 
possible COVID-19 outbreak.  

• At a minimum, this should include signage on good hygiene and handwashing 
practices in prominent places and establishing of hygiene stations (soap & hand 
sanitiser) at entrances and throughout the venue.

 

Hand hygiene: handwashing 
stations basic & advanced 
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Hand Hygiene Recommendations: 
When to wash your hands 
• Arrival at work 

• Before handling food 

• After smoking, coughing, sneezing, blowing nose, eating or drinking, and using 
the toilet. 

• After touching hair, scalp, mouth, nose or ears. 

• After handling rubbish and other waste. 

• After handling money or bank cards (where it is not possible to wash hands, or 
use hand sanitiser and consider staff handling money to wear gloves) 

• Before and after cleaning 

• Before and after wearing PPE- gloves, masks, face shields 

• If water is not available, use a hand sanitiser of at least 70% ethanol 
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Minimize Human Contact: 
Recommendations  

There are many ways to reduce the risk of Coronavirus (COVID-19) 
transmission in a business- consider the following requirements and 
suggestions if they practical for your business or workplace. 

Required: Set up handwashing stations at the entrance. Keep it clean and tidy- 
consider this may be the customer’s first impression of your business. Offer hand 
sanitiser at customer service counters. 

Required: In Alert Level 2: High and Alert Level 3: Very high, begin to implement 
contact tracing procedures only when instructed to do so by the National Disaster 
Management Office (NDMO) or Ministry of Health. This applies to all people 
entering your facility including staff, deliveries, workmen and clients each day 
and keep these records safe. To enable this, everyone will need to check-in to 
certain venues by entering their contact details in a registration form on entry (as 
described in Safe Business Operations training). Required information to conduct 
contact tracing includes name, phone no. and time of visit at minimum.  Eligible 
venues will have signage informing you that you need to register on entry. You 
will be informed of what is required by the Ministry of Health. Ensure that the staff 
member responsible for contact tracing is the ONLY person to touch the contact 
tracing log/pen/device/paper (no item will be passed to the client).

Required: Encourage customers to use payment methods that reduce contact- 
examples 

• Online bank transfer & bill payments 

• Vodafone M-Vatu 

• EFTPOS cards, especially Visa debit cards with payWave function 

 
Required: Where cash is used, instruct staff to always ask for correct change to 
prevent the need for giving change. Consider wearing gloves or washing hands 
thoroughly with soap or sanitiser after each handling- limit the number of staff 
handling cash. Try to separate duties, so the staff handling food are not handling 
money.

Suggestion: Consider using physical barriers, such as plexiglass screens, at counters 
where interactions with customers frequently occur. If practicable! 
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Minimize Human Contact: 
Requirements at various levels 
• Ensure physical distancing, at least 1 metre distance between customers & staff 

or customers queuing or waiting to be served- using floor markings 

• Limit queuing, set up signs informing customers of other ways to access service 
if possible

• Remove waiting areas or space seating 1 metre apart, make sure any customer 
tables & seating are also spaced 1m 

• Place signs at entry points of the business, instructing customers about any 
rules, such as physical distancing and/or mask requirements, remind clients not 
to enter if they are showing flu-like symptoms or are unwell. 

• Try to serve people quickly to minimise queuing and people gathering at 
entrances. Ensure management of queues if these extend outside the entrance. 

• If customers are not respecting social distancing or other requirements, staff 
need to remind customers and may ask them to leave.

• Have entrance points and exit points separate, one way in, one-way out- if 
practicable or possible 

• Encourage outdoor dining if possible  

• If serving buffets have sneezeguards (plexiglass between customers and food), 
staff should serve food, hand out plates and bread rolls- no self-service plates or 
cutlery 

• Ensure that coffee area spoons & cups, plates cannot be reshared without first 
being properly cleaned. 

•  Communal condiments like sauce bottles, salt & pepper and sugar jars should 
be kept at the counter, sanitised between uses (or use individual sachets). Use 
sauce/salt & pepper bottles and jars that can easily be disinfected between each 
use 

• No sharing of kava bowls/shells. Have a sign to instruct customers to bring their 
own, consider selling kava shells for customers that forget. 

• Have signs for No spitting- remember the picture earlier with the transmission & 
droplets 

• Instruct delivery drivers in ways that they minimise contact with staff  

• Discourage handshaking 

• Shared staff facilities must practise physical distancing and safe practices 
previously mentioned 
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!!

The difference between  
cleaning and disinfecting   

Cleaning and disinfecting is a two-step process  

Cleaning removes germs, dirt and impurities from surfaces or objects by using soap 
(or detergent) and water.  

When cleaning it is best to use detergent and warm water. This will 
break down grease and grime/dirt so that the surface can be wiped 
clean. Anything labelled as a detergent will work. 

 
Remember no surface will be cleaner than the tools used (calico, mops) or mop 
water. 

All about Disinfecting  
• It’s the use of chemicals to effectively kill bacteria, fungi and viruses. These 

disinfectants are used for infection prevention; they have active ingredients that 
work to effectively kill viruses if used appropriately and in the right concentration 
and dosages.  

• Disinfectants must be diluted or used following the instructions on the label, to 
be effective.   

• Be careful not to confuse anti-bacterial disinfectants with anti-viral disinfectants. 
These chemicals will be labelled as ‘disinfectant’ on the packaging and will 
usually say if it kills viruses. 

• Disinfection solutions (mixing a concentrate with water) need to be used as 
quickly as possible 

• Many products recommend keeping the surface wet with a disinfectant for 
a period of time (there may be a “contact time” on the product label) for the 
active ingredients to kill viruses.   

• As with all chemical solutions, their disposal and use must be environmentally 
friendly. 

• Use disinfectants that are suitable for use on hard surfaces (that is, surfaces 
where any spilt liquid makes a pool and does not soak in). 

• There are many different products. Write your cleaning procedures so that they 
include a standard or regular set of products that you purchase. 
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COVID tested disinfectants include:  
• Chemicals with 0.05% sodium hypochlorite, commonly known in a dilute solution 

as chlorine bleach. Different bleaches come in different strengths. Follow the 
label instructions for ‘disinfection’ 

• Oxygen bleach, or sodium percarbonate, is made from sodium carbonate (also 
known as soda ash) and hydrogen peroxide 

• 0.5% accelerated hydrogen peroxide  

• Alcohol (Ethanol recommended) in a concentration of at least 70%, 

• Wipes and sprays that contain quaternary ammonium compounds (can be very 
potent) such as benzalkonium chloride 

A thought about purchasing products from overseas:  

• Only buy products on which you can read the label & active ingredient. 

• Australia regulates & approves disinfectants through the Therapeutic Goods 
Administration (TGA), so these products will list the ingredients they contain.  
General sanitisers and cleaners that make claims such as ‘antibacterial’ do 
not have to be regulated. This means that any product made in Australia and 
labelled as a disinfectant might be more trustworthy than another product with 
a foreign-language label and no stated active ingredients. 
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Cleaning and disinfectant 
practices  
Cleaning and disinfecting common contact/high touch surfaces will help to 
slow the spread of coronavirus (COVID-19). 

High touch surfaces include:  
• Door handles  

• Service counters & front desks  

• Screens  

• Hand stair rails  

• Shopping baskets and trolleys  

• Menus  

• Light and fan switches & lift control buttons  

• Telephone (mouthpiece and touchpad)   

 

Cleaning and disinfecting  
of high touch areas 
• Clean and disinfect all surfaces at the start of each shift and then regularly 

throughout the day 

• Don’t forget areas such as the backs of doors, or other high touch door areas- 
where the door is held/pushed open, 

• Have a checklist that includes: handrails, fridge doors, televisions, clocks, 
radios, service counters, stalls, tables and front desks and screens, light and fan 
switches and lift control buttons Telephone (mouth and touchpad) 

• Sanitise menus between users (use plastic, not paper) or use blackboards 

• Remove all paper magazines and brochures from rooms, or laminate and 
sanitise between users.  

• If possible set up hand sanitiser dispensers at the entrance and in rooms  
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Cleaning and Equipment  
Hygiene Recommendations 

• Develop, document & implement daily pre-opening and pre-use deep clean 
procedures 

• Reduce touch points where possible 

• Regularly sanitize pens; pens used by customers should be sanitized between 
uses. 

• Maximise ventilation- split system air conditioners pose an extremely high risk in 
covid situations as they continually recirculate old air. Other HVAC systems bring 
in fresh air from outside. Introduce as much fresh air into rooms as possible. 

• Consider signs to ask shoppers to only touch what they intend to purchase (if 
relevant) 

• Ensure using disinfectant products that meet the requirements for effectiveness 
against COVID19.  

• Ensure appropriate training for staff to implement enhanced cleaning 
procedures in line with these Safe Business Operations Guidelines    

• Do not leave cutlery on the table, place on the table with the meal 

• Do not encourage shared food (put into smaller plates)  

• No self-service cutlery or bread baskets on buffets 

• If you are required to share pens, sanitise between users. 

• Rubbish should be disposed of correctly as directed by the workplace using 
disposable gloves.  

• All laundry should be strictly washed according to workplace procedures. 
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Health & Safety recommendations   
• Use disinfectant products that meet the requirements for COVID-19 

requirements.  

• Have communal toilets in working condition with running water for the hand 
basin, with soap (preferably liquid/pump) and disposable hand towels/dryers are 
provided. 

• Allow time and enough resources (including human resources) for heavy 
cleaning procedures to be undertaken. 

• Ensure all staff attend SBO training (internal/external) 

• Have a ‘stay at home’ policy for staff to stay at home if they are feeling unwell or 
have flu-like symptoms 

• Follow directions from your workplace primary safety officer

• Wash your clothes daily with soap and dry them in the sun  
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Work health and safety plan for 
COVID-19  
On the following page is an example of a WHS plan for COVID-19.

This template is used to record how you and your workers will stay safe at work 
during the COVID-19 pandemic. This information will help your workers and others 
know exactly what to do and expect in this situation.  



Work health and safety plan  
for COVID-19 

Business  Details Author Details 

Business name:  Written by: 
(staff name) 

 

Date completed:      

Date distributed:  Manager/Owners 
approval by: 

 

Revision date:      

Describe what you will do  Who is 
responsible?

1. What can you do 
to make sure your 
business is Covid 
ready? 

Appoint Safety Officer
Carry out a Risk Analysis on your Business
Prepare a WHS Plan to manage the risks 
Purchase signs, PPE, and cleaning materials 
and tools as identified in your WHS Plan
Training for all staff to ensure they all know 
what they are required to do as per the WHS 
Plan.

Engineering 
supervisor, 
manager, 
administrator, 
maintenance 
staff 

2.How will 
your business 
comply with 
social distancing 
requirements?  
  

Consider: Signage at entry points, how are 
you restricting numbers within the premises, 
separating entry and exit- if possible.  
Example: Ensuring social distancing by placing 
floor or wall markings or signs to identify 1 
metres distance between people for queues 
and waiting areas 

Administrator, 
managers 

3.What extra 
measures is your 
business doing to 
keep customers/ 
clients safe? (For 
example, if cafes 
are now required 
to keep contact 
information of 
customers dining in.)  

Consider: If you are a café or restaurant, how 
will you record and retain contact details for 
workers, clients and others who attend your 
business. 
Ensure this can be done in a covid-safe way - 
sanitise pens/minimise sharing 
Example: Visitors books, electronic record 
keeping. 
Hand washing stations

Administrator, 
manage 

4.What measures 
have you put in 
place to keep 
workers safe?  
  

Consider: Changing work processes to allow 
for social distancing, increased cleaning 
frequency, postponing or cancelling non-
essential face to face gatherings, meetings 
or training, re-organising work schedules 
and rosters, considering alternative work 
arrangements where possible for workers 
considered at increased risk.  Example: 
Developed and delivered training on new 
processes, workers working staggered shifts. 

Site manager, 
team leader 



Describe what you will do  Who is 
responsible?

5. How is your 
business complying 
with hygiene 
and cleaning 
requirements?  
  

Consider: Instruction on how to practice 
good hygiene, maintaining quantities of 
soap for hand washing and detergent for 
cleaning, providing hand washing facilities 
for customers and patrons, reducing shared 
equipment and tools, ensuring frequently 
touched areas and surfaces are cleaned 
regularly with detergent, ensuring any 
surfaces used by clients/customers are 
cleaned between use, ensuring routine 
cleaning carried out in all areas of the 
workplace.  
Example:  Hand washing facilities or alcohol-
based hand sanitiser at entry and exit points 
and in common rooms/lunchrooms, signs 
posted regarding practicing of proper hygiene 
and hand washing, scheduling appointments/
bookings to allow for sufficient cleaning time 

Facilities 
manager 
to review 
procedures 
and order 
supplies, 
cleaners to 
use the new 
supplies and 
follow new 
cleaning 
procedures 
  

6.How is your 
business managing 
deliveries, 
contractors and 
visitors attending 
the workplace?  
  

Consider: Contact free deliveries, removing 
paperwork from delivery interactions, 
keeping contact details of all visitors to assist 
with contact tracing.  
Example: Arrange drop off point for deliveries, 
have contractors or visitors sign in or text 
their contact details 

Team leaders 

7.How often is your 
business reviewing 
and monitoring 
work health and 
safety compliance, 
to include new 
ideas, information , 
clean procedures or 
advice  
  

Consider: Review processes to ensure the 
measures in place are effective, Example: 
Schedule weekly review of processes, consult 
with staff on effectiveness.
Consider: How will your WHS Plan be 
affected by new information or new ideas on 
the best practise to deal with risks. 
How do you monitor compliance?  
Checklist and internal audits

Team leaders 

8. What happens in 
your business if the 
alert level changes 
and there is a 
lockdown 

Consider: Is your business is allowed to 
operate and if so, how are you going to 
operate?
Example:  Kava Bars will not be allowed to 
operate, can you offer home deliveries or 
takeaways,  How will this work and what will 
you need.

Business 
Owners 

 



!!

What to do if a business 
encounters a COVID-19 case  
Should any business suspect that a worker has COVID-19, they should follow 
their Standard Operating Procedures (SOPs) specific to each business 
category or type.  

This will mean understanding what medical services are available and the referral 
platform pathway directive from the Ministry of Health.

Ensure you clearly communicate to staff how the virus is communicated, how to 
reduce risks of infection and what the symptoms are. What to do if they feel sick 
depends on the Alert Level.

Alert Level 0 and Alert Level 1
In Alert Level 0 and Alert Level 1, if your staff has any influenza-like illness, 
advise the Ministry of Health on 119 if they have had any contact with someone 
in quarantine. If they have not had any contact, there is no additional measures 
required.

Alert Level 2 and Alert Level 3 
In Level 2 and Level 3, staff should stay at home and go to a testing site if and when 
advised by the Ministry of Health. 

In the context of COVID-19, any person who requires private medical care can 
contact any of the private doctors and practitioners in the community. 

If there is a contagious concern for COVID-19, they will be advised as to whether 
that provider is providing ‘home consultations.’ Testing for COVID-19 is currently 
being done in consultation with VCH. Any cases identified through contact tracing 
would be managed by Shefa (Provincial) Health.  

Safety Officers will need to know in advance which medical services provide 
medical care (mainstream response) for COVID-19 cases. 

Each Private Medical Practice will have their own methods and processes to limit 
the spread of the virus in the case of an outbreak or dealing with COVID-19.

Private medical clinics may Engage in teleconsultations through phone with 
patients who are willing to do so. 

Specific questions may be asked to the patient, and recommendations given to the 
patient, with an offer a follow-up over the phone 

Follow Shefa Health Guidelines as a referral platform. 
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Appendix One
This appendix has the links and some resources to the 
commonly required standards. 
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Creating a Business Continuity Plan
contact the Vanuatu Chamber of Commerce and Industry if you are interested 
in attending a course on this. Tel 27543 or email: reception@vcci.vu or you can 
download resources here: www.vbrc.vu/covid-19 

Cleaning Equipment & Products 
We recommend that you visit the Vanuatu Government site that provides further 
details: https://covid19.gov.vu/images/Guidelines/COVID-19_Public_Health_
Guidelines_Cleaning_and_Disinfection_v2_English.pdf . 

High touch surfaces must be correctly cleaned and disinfected frequently to 
protect your staff and clients from the risk of contracting COVID-19.

The basic information from this Government site is as follows:

• Disinfecting, or using chemicals to kill germs on surfaces, can further lower the 
risk of spreading infection and is important in lowering the risk of COVID-19 
should there be confirmed cases in Vanuatu. 

• Recommended disinfectants include bleach (sodium hypochlorite at 0.1%) or a 
70% alcohol/ethanol containing solution especially for items that can not tolerate 
bleach.

• You can make your own disinfectant by diluting bleach in water (3 teaspoons 
of bleach to 1 litre of water or according to directions on package). This diluted 
product needs to be replaced every 12 hours (as after this time it becomes 
ineffective)

How to wear a Mask
Currently, fabric face masks are recommended for use in public settings only in 
areas with clusters or sporadic COVID-19 cases (Alert levels 2& 3). Their use should 
be accompanied by hand hygiene, physical distancing and other measures. The 
Ministry of Health will make a formal announcement regarding use of fabric face 
masks if they are recommended.

It is important that fabric face masks are produced to technical specifications 
(minimum quality standards) and that people understand how to wear them 
correctly.
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Social Distancing of 1 metre between people. 
The following examples are guides on how to calculate distance between people. 
For example:

Markets

O�ces Legend

1 metre minimum

Customer

Seller / Driver

Do not sit here

Direction of movement

Shops

Buses Boats
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Signage
Purchase appropriate signage and visual tools so they are ready for when alert 
levels escalate. These should include but not limited to:

• Social distancing ensuring that signage clearly allows for at least 1 meter 
distance between people in all locations including between vendors, waiting 
areas, inside your building and offices.

• Signage to discourage clients from un-necessary touching of items in your 
business and recommend if they “touch it – they buy it”

• Signage to clearly indicate how many clients can be in your business at one 
time.

• Signage to direct the flow of customers, indicating this with arrows and 
identifying entrances and exits and waiting areas. Where possible have one way 
flow of people.

• Signage to say if you are unwell or have any symptoms you should not enter 
the area.

What to do if someone is a suspected COVID-19 case

In Alert Level 0 and Alert Level 1, if your staff has any influenza-like illness, 
advise the Ministry of Health on 119 if they have had any contact with someone 
in quarantine. If they have not had any contact, there is no additional measures 
required. 

In Level 2 and Level 3, staff should stay at home and go to a testing site if and 
when advised by the Ministry of Health

For more information visit https://vcci.vu/covid-ready/frequently-asked-questions/

https://vcci.vu/covid-ready/frequently-asked-questions/





