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Introduction 
This report is written to show how Fraser Dingo 4WD Adventures will and have implemented products 
and procedures to ensure we are proactive in preventing the spread of the coronavirus (covid-19). This 
report will look at all angles within our business which include our offices, mechanical workshop, staff, 
guides on tour, management of customers, self-drive hires, hiking tours, day tours, tag-along tours, food 
preparation and our accommodation options on Fraser Island. Each section will discuss social distancing 
measures, hygiene measures as well as further recommendations. Due to the repetitive nature of risks in 
each section, an overall risk assessment of our business can be seen in Appendix One. Each risk will show 
what sections of our business they will apply to.  

Fraser Dingo 4WD Adventures 
Mission Statement 

Our mission statement will expand in this time to include a flexible cancellation policy to give 
customers peace of mind to make bookings. Due to the uncertainty of travel and the 
introduction/reduction of restrictions this can give some comfort to those wanting to book that if 
something does occur, they will be able to cancel.  

 

Vision 
Our vision to ensure the longevity of our local business during this uncertain time. We have been 
able to implement and will continue to implement back up options in the event of travel closures. 
For back up income, our business has been working towards offering local mechanic work and 
safety certificates to further build our business models in the event of future restrictions. 
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1.0 Adhering to Covid Safe Checklists 
Capacity-what are my maximum numbers?  

(Reminder the rule: 1 person to 2 square metres) 

Example: 60 SQM inside and 40 Sqm outside – Total 100 Sqm – (one person per 4 sqm ruling) 
equals to 25 people total. 

☐        Take your floor area (sqm) inside (office) and divide by 2 

                        Record here___12__ 

☐        Take your floor area (sqm) inside (briefing room) and divide by 2 

                        Record here____12__ 

Workplace Health & Safety-MANDATORY 
☐        I have developed a Workplace Health and Safety Plan for managing COVID-19 in 

accordance with mandatory guidelines enforced by Workplace Health and Safety 
Queensland. This Plan will be made available as requested by the appropriate 
authorities. 
[https://www.worksafe.qld.gov.au/coronavirus?utm_source=campaign+homepage&ut
m_medium=website&utm_content=covid-
19+title+link&utm_campaign=novel+coronavirus+2019]  

Compliance statement-MANDATORY 
☐        I have printed and signed a Compliance Statement for the business, and it is 

displayed on the premises.  

COVID Risk Register (RECOMMENDED): 
☐    I have developed a COVID Risk Register for my business. I will document and keep 
information on the identified hazards, assessed risks and chosen control measures 
(including any hazard checklists, worksheets and assessment tools used in working 
through the risk management process), how and when the control measures were 
implemented, monitored and reviewed.   

 Deliveries/Contractors/Visitors  
☐        I have developed control measures to manage record keeping, cleaning of high 

touch points, sanitation, and controls for suppliers/contractors and other visitors & 
have documented these in my plan. See recommended measures, click here to go 
to SafeWork Australia website. 

Plan Review  
☐        I have scheduled an internal review date to ensure that the measures taken in this 

plan are effective and current. 
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WHS Review  
☐        I have scheduled an internal review of WHS risk management processes to be 

revisited to identify and manage any new or changed hazards that may have arisen 
as a result of the Industry COVID Safe Plan. 

 Plan Location  
☐        I have a hard copy of this plan available for staff to access in the event of an 

inspection 

 

☐        The above requirements have been signed off by management: 

  

Name:  __________________Signed:________________ 

 

1.1 Ability to reopen 
While Fraser Dingo had to close throughout the COVID shutdown due to the closure of Fraser 
Island, the mechanical workshop developed the servicing side to continue operating. By having 
mechanics constantly in the workshop, the cars were started and maintained throughout the 
duration of shutdown which allows our hires and tours to go ahead when needed.  

Throughout the pandemic, various changes have been made to government restrictions and the 
way we operate and when we could start hires again. All staff have been constantly updated 
throughout this time via email. 

Moving forward, this plan will be accessible to staff through emails so they are aware of the new 
processes and how our business is being proactive about COVID-19. Snippets of this plan can 
be made available to customers and visitors upon request and be available on our website. 

1.2 Social Distancing  
Adhering to social distancing is a high priority of Fraser Dingo and signage in the office, briefing 
room, bathroom and outside will be displayed. Social distancing will be implemented in the office 
and briefing room between staff and customers as well as between customers that are not 
travelling together. It can be noted that with self-drive hires, customers are hiring within their friend 
and family group and are treated as one body (unless there is a double hire). Online or contactless 
payments are preferred, staff are told to keep 1.5m apart and customers to be on the benches 
outside of our office until briefing room is cleaned. 

1.3 Record Keeping 

Record of customers 
Customers who hire a 4WD or go on tour (once restrictions ease enough) are required to give 
their full names and contact details such as email addresses upon booking. Our booking system 
Rezdy keeps records of all customers and their details in addition to the days travelled on Fraser 
Island. We can add into the notes of their booking their answers to COVID related questions (i.e. 
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have you travelled overseas or come into contact with someone who has in the last 14 days and 
have they got any flu-like symptoms). 

Records of staff 
Records of staff are kept through timesheets which are digital and can be accessed by contacting 
management if needed. If staff fall ill or have returned from travel, admin are to record this 
accordingly in relevant files. 

Records of other people in the workplace 
All visitors, contractors and service people will be signed in by staff onto a spreadsheet (on a 
clipboard) which will be scanned into a digital file monthly.  

1.4 Wellbeing of workers 
The following measures in the table below aim to protect and keep our staff safe during their 
time at Fraser Dingo. 

Measures Outcome 
Staff numbers and 
workstations for social 
distancing 

• Social distancing maintained through separate workstations (in the office 
and workshop) 

• See section 1.2 and the relative workspace sections below for further 
details surrounding social distancing 

Reminders to wash 
and sanitise hands 
regularly 

• Sanitiser is placed at each workstation that staff are reminded to use 
after coming into proximity of other staff members or members of the 
public whether they be customers or visitors. 

• Verbal reminders are prominent and more effective in a smaller 
workspace but there will be signage upon entry onto the premises. 

Stay home orders • Staff are advised to stay home if they feel sick, even if the symptoms are 
only mild.  

• If staff present with COVID symptoms, staff are to phone 13 HEALTH or 
their GP to discuss whether a visit is required and what the appropriate 
steps are to take.  

• Most staff are unable to work from home (admin excepted) and 
therefore must take a sick day. 

COVID training • Staff are encouraged to undertake COVID training through WorkSkills.  
• This is more essential for the staff who come into contact with 

customers and work in the areas that have frequent public traffic. 
• Certificates of completion are sent to management for filing. 

Contactless payments 
preferred 

• Majority of payments are completed online prior to arrival at our office 
however, additional charges are advised that eftpos is preferred. 

Signage • Relevant signage will be posted inside and outside the building for the 
benefit of staff and customers. This signage includes reminders of social 
distancing, hygiene and measures our business is taking. 
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1.5 Hygiene and cleaning 
The following procedures address the hygiene and cleaning measures that will be undertaken 
throughout the pandemic and various stages of eased restrictions. Please see section 2.1 for 
further discussion of hygiene in each section of our business. 

Measures Outcome 
Handwashing and 
sanitising 

• Signage is displayed for the correct procedure of handwashing and 
sanitising to prompt proper handwashing. 

Staff workstations • Staff are to stick to their workstations (i.e. desk or car bay) and are to 
keep their workstations clean and sanitised. 

Surface cleaning and 
sanitising 

• All surfaces within the business that are considered ‘high-touch’ zones 
will be cleaned frequently and after every customer and/or visitor. Staff 
will use relevant disinfectant spray to clean these surfaces. 

• All cars returned will be disinfected by detailing staff in a thorough 
manner to prevent any contamination. 

 

1.6 Deliveries, contractors, and visitors of the premises 
All deliveries, contractors or visitors must be signed in by staff to keep record of who is on 
premises. These will be on a spreadsheet and scanned monthly into a digital folder. All 
professional service and company representatives are to avoid touching surfaces where possible 
and are required to sanitise hands before and after visiting. Non-essential meetings can be 
postponed till a later date or participated in via online platforms. 

1.7 Review and monitoring 
This plan and corresponding paperwork will be reviewed weekly or when new information is 
released to ensure compliance of Fraser Dingo and our effectiveness of relevant policies and 
procedures. As new information is released, this plan will be updated or changed according to 
health authorities and government agencies regulations. 

2.0 Best Practice Guidelines 

2.1 Conducting business 

Office 
Staff working in the office to remain at the social distancing recommendation of 1.5m where 
possible. As the desks are arranged right now this is attainable. Hygiene wise, workplace surfaces 
such as each desk, needs to be sanitised upon arrival and before departure each day. 
Additionally, all surfaces touched by customers need to be wiped down after each group has left 
(e.g. self-drive hire group, drivers of tours and passengers of tours). Where a worker presents 
symptoms of covid-19, they are to be sent home and be advised to be tested immediately. Their 
workplace would then need to be fully sanitised including all stationary.  
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Workshop 
Employees working in the mechanical workshop of the business are to social distance by staying 
in their designated bay unless necessary and avoid going into the enclosed space of the office. 
While the workshop has no contact with customers, they do have contact with used equipment 
and returned cars. To help prevent any possible infection, hand sanitiser or hand wash will be 
available at each station and hand wash available at the hoses outside. Additionally, to avoid the 
workers in the workshop from touching their face, they will be required to bring a hand towel to 
work so they can wipe off the sweat or just wipe their face instead of using their hands. Where a 
worker presents symptoms of covid-19, they are to be sent home and be advised to be tested 
immediately. 

Self-Drive Hires 
There are a couple ways to approach social distancing within the 4WD hires of our business. 
Firstly, it is maximising the number of people in a vehicle at 4. This allows gaps between driver 
and passenger as well as the backseat passengers. While it isn’t the recommended 1.5m, it can 
be assumed that customers who hire our vehicles throughout this time are family or live within the 
same household. As they will not be strangers to each other like our tag-alongs, they are aware 
of the risks being confined within a vehicle together. 
 
Secondly, social distancing throughout the briefing process is essential. When conducting the 
briefings, the person/s signing the contract need to be at one end of the table within our briefing 
room while the instructor sits at the other end. If required, the instructor is to have one copy of the 
contract (can be used repeatedly to save paper - laminated copy) while the customers have the 
other. This reduces contact and each section can be verbally referred to. 
 
Hygiene can be applied within the briefing process and upon the return of the vehicle. For the 
briefing process, the table and the chairs where briefing takes place will already be wiped down 
and sanitised before the customer’s arrival. Upon arrival, the customers will need to sanitise their 
hands. If a customer requires the use of the bathroom throughout their briefing, the bathroom will 
need to be cleaned after they have left, along with the table and chairs again. 
 
Upon the return of the vehicle, the internal will need to be sanitised along with its regular clean in 
addition to all equipment taken over to the island (i.e. dingo sticks). Once restrictions ease to allow 
overnight hires this will apply to further equipment such as eskies, gas cylinders and cooktop, 
chairs and camping mats. All sleeping attire is already washed thoroughly on return. 
 
Records are kept of each driver and passenger that hires a vehicle which are received through 
the booking process. 
 

Hiking Tours 
If couples or families are hiking together, they have spent the last few months together and will 
not need to social distance with each other. However, if the hiking tour consists of people that are 
not from the same household, hikes need to be conducted with the implementation of the 1.5m 
rule. This will apply within the briefing as well.  

As for hygiene, all equipment is sanitised before and after use including sleep mats and linen. 
Upon arrival they must sanitise their hands. All surfaces cleaned upon departure. Records are 
kept of each customer that goes on the hike tours which are received through the booking 
process. 
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Tag-Along Tours 
As restrictions changed, tour companies are allowed to have multiple people in a vehicle as long 
as the customers are aware that while they are in our 4WDs there isn’t social distancing, however 
while outside the vehicle there is social distance. To ensure customers understand this, it is 
included in their check in emails or are sent a separate one with this information. 
 
Hygiene wise, customers need to sanitise hands upon entry and washing surfaces after they 
leave.  
 
All records are kept on a manifest of the customers details. These are collected throughout the 
booking process.  
 

Food Preparation 
Food is prepared by one employee and uses relevant processes to prevent contamination. As 
one person prepares the food social distancing is not required. Hygiene wise, preparation is done 
with gloves and correct chopping boards and containers to avoid cross contamination. Receipts 
are kept showing all food is fresh and only ordered when needed.  

Accommodation 
With current restrictions in place for social distancing, there will be less people in cars and 
therefore less people in each room of the accommodation. For hygiene, linen is washed after 
each tour, all surfaces (including bedheads, bathrooms, kitchen) to be thoroughly cleaned and 
sanitised.  

2.2 Conditions of entry 
Waiting areas are out in the open on the benches out the front of the businesses. All customers 
wait here to be called into the office for payment or into the briefing room. For customers to enter 
either office they must sanitise their hands. There will be a limit of how many customers can be 
in the office at one time which will be shown through signage. 

2.3 Customer interaction 
Our staff mainly interacts with customers in person on the days of their booking for self-drive hires, 
hiking tours and tag-along tours. During this time, groups are small even for tours. Staff can see 
when customers arrive and can greet them outside and direct them to the waiting area and can 
tell them only a certain amount of people can come inside. This reduces crowding in the office. 

2.4 Completing service and payment 
Safely completing our services such as our tours can refer to our guides. They are to have their 
own hand sanitiser and gloves/masks if required while on tour. They are to remain at the social 
distancing requirement of 1.5m when possible (i.e. when they’re not in the car).  

Payments that are conducted at our office are made with cash or eftpos but majority payments 
being made online. We can implement that all payments be made online prior to arrival (applicable 
to self-drive as all tours must be paid before arrival) however, extras such as our dingo clean and 
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sleeping bags are paid for on the day. We can urge customers to paywave to limit the touching of 
our terminal or cash. 

2.5 Communal facilities and spaces 
Community spaces include our toilets, briefing room and our benches out the front of our office 
under the pink shade cloths. These areas will be constantly cleaned after every group departure 
with sanitiser and hand sanitiser will be provided at the entrance of the briefing room. Antibacterial 
hand soap will continue to be used in the toilets with signs indicating how hands should be washed 
along with the recommended use of warm to hot water. 

2.6 Managing egress and emergency evacuation 
Departure and evacuation when necessary will be conducted as per our evacuation plan with the 
addition to implementing social distancing when exiting the building and when standing in the 
evacuation area.  

2.7 Staff practices 
Staff will maintain the social distancing of 1.5m at all times unless necessary in addition to 
reducing staff traffic within the main office. Staff will sanitise hands upon arrival of their shift and 
sanitise hands after being to the bathroom in addition to washing hands with antibacterial soap. 
Staff will clean their workspace upon arrival and before departure, particularly focusing on areas 
that have more traffic. Where necessary, staff can do certain aspects of work from home however 
being a tourism business this is not always viable. Any staff member who displays flu-like 
symptoms will be sent home and the workplace will be thoroughly sanitised. 

2.8 Training  
Staff that interact with customers (office staff and guides) will complete the COVID-19 general 
training certificate and will use the knowledge to implement social distancing, hygiene and other 
safe practices mentioned in the above sections. Certificates of completion will be kept on file as 
a record of completion. 

3.0 Review and Risk Management 

3.1 Who is at risk? 
Whilst everyone is at risk of contracting covid-19, the staff who are at most risk are the ones who 
work in the office and conduct the briefings due to the constant interaction with customers. Other 
people at risk include visitors to the workplace including suppliers and professional services in 
addition to contractors and delivery personnel. Those particularly vulnerable are the elderly, 
pregnant women and those with underlying issues.  
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3.2 What are the risks and associated harm? 
The following table outlines the risks and the associated harm relating to COVD-19. 

Risk Associated Harm 
COVID-19 from customers who are infected Staff, customers, or other at-risk people catching 

COVID-19 which could result in serious illness or 
death in extreme cases.  

COVID-19 from staff who are infected Staff, customers, or other at-risk people catching 
COVID-19 which could result in serious illness or 
death in extreme cases. 

Customer aggression Physical or psychological injury to staff.  

Persistent use of hand sanitiser Dermatitis 

 

3.3 Risk Analysis 

 

Using the risk analysis matrix above, the table below outlines the likelihood of the harm occurring as 
well as the overall level of risk. 

Risk Likelihood of harm occurring Level of risk 
COVID-19 from customers who 
are infected 

Unlikely, there have been very 
few cases locally, of which none 
are active. Queensland also have 
very low cases in comparison to 
other states.  

Moderate, while there were only 
a few local cases, the 
consequences may be severe.  

COVID-19 from staff who are 
infected 

Unlikely, there have been very 
few cases locally, of which none 
are active. Queensland also have 
very low cases in comparison to 
other states. 

Moderate, while there are only a 
few local cases, the consequences 
may be severe.  

Customer aggression Unlikely, customers have been 
understanding thus far in regard 
to changes happening. 

Low as our customers have been 
understanding regarding 
circumstances and our dealings 
with customers mostly occur over 
the phone or through email. 
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Persistent use of hand sanitiser Possible, staff many not have 
used hand sanitiser as regularly 
prior to this event. 

Moderate, effected individuals 
may have a significant reaction.  

3.4 Control measures to remove or reduce risks 

Various control measures have been put in place to remove or reduce the risks identified above 
in the risk analysis. Please see below for these control measures. 

Risk Control Measures 
COVID-19 from customers 
who are infected 

• Cleaning and disinfecting in accordance with guidance from Safe 
Work Australia and the public health authority  

• Frequently touched surfaces including counters, doors, phones, 
keyboards and EFTPOS facilities are regularly cleaned.  

• All customers are seated on outside bench while they wait for 
briefings.  

• Signage placed around the building advising of rules and 
expectations  

• Sanitiser provided at entry to office and briefing room.  
• Handwashing facilities available to customers in bathroom 
• Signage on handwashing are prominent in bathrooms  

COVID-19 from staff who 
are infected 

• Minimal staff working to ensure social distancing, and where 
appropriate, staff are stationed at various workstations  

• Cleaning and disinfecting in accordance with guidance from Safe 
Work Australia and the public health authority  

• Frequently touched surfaces including counters, doors, phones, 
keyboards and EFTPOS facilities are regularly cleaned.  

• Signage placed around the building advising of rules and 
expectations  

• Sanitiser provided at entry to office and briefing room as well as 
many other areas inside building for staff.  

• Handwashing facilities available in bathroom 
• Signage on handwashing are prominent in bathroom 
• Staff have been briefed on symptoms of COVID-19 and have been 

told to stay home is they aren’t feeling well, even if symptoms are 
only mild.  

• Procedures in place (within this plan) for staff that become unwell 
while at work  

Persistent use of hand 
sanitiser 

• Staff are encouraged to wash hands with soap and water for 
minimum 20 seconds where possible as an alternative to hand 
sanitiser  

• Staff with allergies to alcohol based products or a history of 
dermatitis are encouraged to speak to management to seek 
alternatives.	

 

Further information on control measures can be found in the table below. 



Covid-19 Business Plan 2020/21 

 

11 

 

Control Measure Details 
Hand washing and sanitising • handwashing facilities for staff  

• stringent handwashing taking place by staff  
• handwashing guidance signs in all bathrooms  
• sanitisers in various areas throughout the building where 

handwashing facilities are not available  
• sanitiser station situated at the entrance to the office and briefing 

room with signage instructing customers to sanitise prior to entry  
• posters, leaflets, and other materials are available for display  

Personal Hygiene • all persons instructed to cover coughs and sneezes with a tissue or 
into elbow, followed by washing hands  

• all persons are reminded to avoid touching face, eyes, nose and 
mouth  

• anybody who feels unwell, both staff and customers have been 
advised to stay home, even if symptoms are mild  

• staff and customers are reminded often to wash and sanitise hands  
• all persons are reminded to avoid shaking hands or any other type 

of physical touching  
• posters, leaflets, and other materials are available for display 

Cleaning • frequent cleaning and disinfecting objects and surfaces in ‘high-
touch zones’ such as door handles, light switches, EFTPOS machines  

• Using commercial grade sanitiser, all surfaces are cleaned regularly  
• Using commercial grade disinfectant, all surfaces used by 

customers (such as tables) must be cleaned between customers  

 

4.0 Statement of Compliance 
Please refer to the appendix. 

5.0 In the case of a confirmed COVID-19 in the workplace 
Any staff member who has a confirmed case of COVID-19, whether asymptomatic or not, must 
immediately advise their supervisor or manager and self-isolate in accordance with government 
regulations for the time period stipulated. 

Staff must also notify their supervisor or manager if; 

·       They have been in direct contact with someone who has been diagnosed with COVID-
19, and/or 

·       They have been in regular contact with someone (partner, friend or family member) 
who has been overseas recently or who is showing signs of illness. 

If the business is notified of a confirmed case of COVID-19, risk mitigation measures will be 
actioned as appropriate following Queensland Health advice. 
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If a staff member has been tested for COVID-19 and is awaiting test results, they are instructed 
not to attend the business until they have been confirmed as having a negative result. In the 
interim period, they must self-isolate, but may work from home in circumstances that allow. 

  

In the event of a confirmed COVID-19 case on business premises  
  

1.     The staff member who has been diagnosed must quarantine in accordance with 
health advice and can return to work only when they have fully recovered and met the 
criteria for clearance from isolation. Clearance may be given by the public health 
authority or by the staff member's treating clinician and provided for the employer.  

2.     The business manager/operator will work with public health to inform all staff 
members that a case has been confirmed and request that those who have been in 
contact with the staff member immediately disclose their contact.  

3.     The business owner/operator will work with public health to consult with staff members 
who are identified as having had contact with the infected staff member and will 
continue to share information with the relevant state health authority and take any 
additional measures recommended by that authority.  

4.     A deep clean will be conducted in accordance with advice received from the relevant 
health authority. 

5.     Queensland Health will be notified by the medical professional who confirms the 
diagnosis and the relevant testing laboratory. Upon being informed, a person in control 
of the business or undertaking must notify Workplace Health and Safety Queensland 
that the case has been confirmed. 

6.     Businesses must keep a record of each notifiable incident for at least 5 years from 
the day that notice of the incident is given to the regulator. 
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6.0 APPENDIX 


