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OFFICIAL 

 

Core duties at the hotel 

Security personnel have been engaged to support authorised officers from the Victorian Department 
of Health and Human Services (DHHS) and Victoria Police to uphold mandatory quarantine directions 
from Chief Health Officer. This means ensuring the safety of quarantined guests and the people that 
those guests will interact with. 
 
These duties are as follows: 
 

 Support the Chief Health Officer, authorised officers and Victoria Police in the enforcement of 
the Isolation (International Arrivals) Directions (Attachment A) on the premises of the hotel. 
 

 Ensure quarantined guests do not leave the hotel for the period of their quarantine without 
the permission of an authorised officer. 
 

 Ensure that any disputes involving quarantined guests in the hotel are de-escalated without 
physical contact. If unable to de-escalate, Victoria Police should be contacted immediately. 
 

 Provide advice to quarantined guests on which areas they can go to in the hotel 
(Attachment B) and ensure that this is upheld. 

When do my duties start? 

Victoria Police officers will be present at the hotel to meet quarantined guests upon their arrival. 
Once they have been checked in, Victoria Police officers will hand over to the security personnel to 
escort guests to their rooms and oversee their safety during their stay.  

Will there be existing hotel security and how should we work 
with them? 

You should fully coordinate and cooperate with the security and operations team at the hotel. Your 
manager will need to liaise with the hotel’s existing security and operations team for advice on hotel 
layouts, access and exit points and emergency evacuation protocols.  

Who should I contact if I don’t know the answer to a guest’s 
question? 

If a guest has a question about their quarantine, they should contact a dedicated information line at 
[insert number] which will answer any queries guests may have.  

If a security team member has a question about how to ensure the safety of guests and uphold the 
Chief Health Officers directions, speak to your manager.  If they are unable to provide an answer, 
your manager should contact [insert contact name and number] at DHHS. 

Security consultants 

Roles and responsibilities for hotel 
quarantine 

WILS.0001.0001.8556
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Are quarantined guests allowed to leave the hotel? 

As stated in the Isolation (International Arrivals) Directions, quarantined guests are not allowed to 
leave the grounds of the hotel for the duration of their quarantine. 

Are quarantined guests allowed to visit other areas of the hotel 
or use the hotel facilities? 

This will be dependent on the policy of the individual hotel as directed by an authorised officer. The 
details of movement within each hotel is set out in Attachment B.  

In the event that guests are not allowed to use hotel facilities or travel to other parts of the hotel, 
you should inform guests of this if they ask. If they do not comply, your manager should contact 
Victoria Police.  

Are friends and family of guests allowed to visit people who are 
quarantined at the hotel? 

No. As stated in the Isolation (International Arrivals) Directions, apart from medical professionals in 
an emergency situation, the only other external parties who can enter the hotel to see a quarantined 
guest are the parents, guardians or temporary carers of quarantined guests under 18 years old. All 
other external parties are not permitted to visit quarantined guests. 

Can I use physical contact in the enforcement of my duties? 

Manhandling of quarantined individuals is not permitted at any time. Any disputes that cannot be de-
escalated verbally should be referred to your manager who will contact Victoria Police directly. The 
Victoria Police contact is [contact name and number]. 

What happens in the event of an evacuation? 

Your security team, the hotel, Victoria Police and the Melbourne Fire Brigade will need to establish 
evacuation protocols that ensure the safety of all people in the hotel and, where possible, ensure 
social distancing requirements are met.  

What should I do if medical assistance is required 

A 24 hour nurse service will be stationed at the hotel. Their contact number is [contact number].  

If it is emergency call 000.  

What about social support for guests who need help? 

Red Cross members will be on site to provide additional support where needed. The key contact for 
Red Cross is [contact name and number]. 
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OPERATION SOTERIA 
PPE Advice for Hotel-Based Security Staff & AOs 
in Contact with Quarantined Clients 
Approved 
Date: 5 May 2020       By: M Bamert (Dir EM) 

 

Recommended PPE 
Recommended PPE use according to type of activity 
 

Setting Activity Security Staff Client PPE required 
Hotel Lobby 

(accepting deliveries and 
checking/greeting people) 

Perform hand hygiene 
before and after every 
client contact 

• Able to maintain physical 
distance of at least 1.5 
metres  
 

• No PPE 
• Hand hygiene 
 

• Not applicable 

Hotel Lobby 

When new guests are 
arriving for the 
commencement of their 
quarantine 

Perform hand hygiene 
before and after every 
client contact 

• Able to maintain physical 
distance of at least 1.5 
metres  

 

• No PPE 
• Hand hygiene 
 

• Client to wear 
surgical face mask 
if tolerated 

• Hand hygiene 
• Advised not to 

touch anything on 
the way in/up 
 
 

• 1.5 metre physical distance 
is not feasible 

 

• Surgical mask 
• Hand hygiene 

Hotel quarantine floor 

Not entering the client/s 
room or having direct 
contact with client/s. 
Perform hand hygiene 
before and after every 
client contact 

No direct client contacts e.g. 
walking room hallways or 
stationed in room corridors 
 

• No PPE 
• Hand hygiene 

• No PPE / Not 
applicable 

 

Doorway indirect 
contact by security 
 
Perform hand hygiene 
before and after every 
client contact 

Any doorway visit: 
• Able to maintain physical 

distance of at least 1.5 
metres  

• No PPE 
• Hand hygiene 

• No PPE  
 

Any doorway visit: 
• 1.5 metre physical distance 

is not feasible 

• Surgical mask 
• Hand hygiene 
 

• Client to wear 
surgical face mask 
if tolerated 

• Hand hygiene 
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PPE Advice for Hotel Based Security Staff & AOs in Contact with Quarantined Clients 

5 May 2020 Page 2 of 2 Approved: M Bamert (Dir EM)  

Setting Activity Security Staff Client PPE required 

Accompanying clients 
for fresh air/exercise 
breaks from room to 
outside 
Perform hand hygiene 
before and after every 
client contact 

• Able to maintain 1.5 metres 
physical distance 

 

• No PPE 
• Hand hygiene 

 

• Client to wear 
surgical face mask 
if tolerated 

• Hand hygiene 
• Advised not to 

touch anything on 
the way out/down 

• 1.5 metre physical distance 
is not feasible 
 

• Surgical mask 
• Hand hygiene 

Hand Hygiene 

Effective hand hygiene is the single most important strategy in preventing infection. 

Gloves are NOT a substitute for hand hygiene and hands should be washed with soap and water if they are visibly 
soiled, otherwise hand sanitiser can be used continuously.  

Gloves are NOT recommended for any security staff or AO staff member at any time. 

Respiratory hygiene and cough etiquette must be applied as a standard infection control precaution at all times. 
You must also perform hand hygiene each time you use a tissue or cough or sneeze into your elbow. 

ALWAYS AVOID TOUCHING YOUR FACE. 

Hand sanitiser is NEVER applied to gloved hands. 

Mask usage 
PROCEDURE FOR PUTTING ON MASK  

1. Perform hand hygiene using the hand sanitizer 
2. Put on the mask handling the side tapes only  

a. If your mask has the ear loops, place them over both ears together 
b. If your mask has to be tied, tie the bottom first and then the top tie to secure on your face 
c. Ensure the mask is secured across the bridge of your nose (mold metal clip over bridge of nose) 

and ensure it sits snuggly under the chin 
3. Perform hand hygiene 
4. After mask is in place never touch the front of your mask 

PROCEDURE FOR TAKING OFF MASK  

1. Perform hand hygiene using the hand sanitizer 
2. Do not touch the front of the mask 
3. Undo the bottom tie of your mask and then the top tie, handling the mask only by the top ties, drop mask 

straight into the yellow bin 
4. If your mask has the ear loops, remove the loops and place into bin 
5. Perform hand hygiene using the hand sanitizer  

 
Note: Hand hygiene should be performed when you feel that you may have contaminated your hands from 
touching the mask (if wearing one), or your face. 
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 OPERATION SOTERIA   
PPE Advice for Hotel Security Staff and AO’s in Contact 
with Quarantined Individuals 
Approved   
Date: 08 Jun 20      By: M. Adams DEP CMDR HLTH 

Version 2.2 

 Page 1 of 2 

Recommended PPE use According to Type of Activity 

Setting Activity Security Staff Client PPE required 

Hotel Lobby 
 

 

 

Perform hand hygiene 
before and after every 
client contact  

Able to maintain physical 
distance of at least 1.5 metres  

No PPE 
Hand hygiene 

No PPE 

When accompanying clients 
for fresh air/exercise breaks 
from room to outside and able 
to maintain 1.5 metres 
 
1.5 metre physical distance is 
not feasible 

No PPE 
Hand hygiene 
 
 
Surgical mask 
Hand hygiene 

Client to wear surgical 
face mask if tolerated 
Hand hygiene 
Advised not to touch 
anything on the way 
out/down 

Hotel Lobby 
When new guests are 
arriving for the 
commencement of their 
quarantine 
 
Perform hand hygiene 
before and after every client 
contact 

Able to maintain physical 
distance of at least 1.5 metres  

No PPE 
Hand hygiene 

Client to wear surgical 
face mask if tolerated 
Hand hygiene 
Advised not to touch 
anything on the way 
in/up 
 

1.5 metre physical distance is 
not feasible 
 

Surgical mask 
Hand hygiene 

Hotel quarantine floor 
 
Not entering the client/s 
room or having direct contact 
with client/s. 
 

No direct client contact e.g. 
walking room hallways or 
stationed in room corridors 
 

No PPE 
Hand hygiene 

No PPE  
 

Doorway indirect 
contact by security 
 
Perform hand hygiene 
before and after every 
client contact 

Any doorway visit: 
Able to maintain physical 
distance of at least 1.5 metres 

No PPE 
Hand hygiene 

No PPE  
 

Any doorway visit: 
1.5 metre physical distance is 
not feasible 

Surgical mask 
Hand hygiene 

Client to wear surgical 
face mask if tolerated 
Hand hygiene 

 
Hand Hygiene 
Effective hand hygiene is the single most important strategy in preventing infection. 

Hands should be washed with soap and water if they are visibly soiled, otherwise alcohol-based hand 
rub can be used continuously. 
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PPE Advice for Hotel Security Staff and AO’s in Contact with Quarantined Clients 

Date: 08 Jun 20 Page 2 of 2 Approved by: M. Adams 

Hand hygiene should be frequently performed, including  

• Before and after contact with client  
• After touching a client’s items or surroundings  
• Before putting on and after taking off personal protective equipment (e.g. surgical mask).  
• Before and after eating   
• After going to the toilet 
Gloves are NOT a substitute for hand hygiene and gloves are NOT recommended for any security 
staff or AO staff member at any time 

Alcohol-based hand rub is NEVER applied to gloved hands. 

(Separate advice is available for those involved with care of clients or cleaning practices) 

Respiratory hygiene and cough etiquette must be applied as a standard infection control precaution at 
all times and perform hand hygiene each time you use a tissue or cough or sneeze into your inner 
elbow. Discard use tissues immediately.  

ALWAYS AVOID TOUCHING YOUR FACE 

Correct use of PPE (Mask only) 

PROCEDURE FOR PUTTING ON A MASK  
1. Perform hand hygiene using the alcohol-based hand rub 
2. Put on the mask handling the side tapes only  

a. If your mask has ear loops, place them over both ears at the same time. 
b. If your mask has to be tied, tie the bottom first and then the top tie to secure on your 

face 
c. Ensure the mask is secured across the bridge of your nose (moulding the metal clip 

over bridge your nose) and ensure the masks sits snuggly under your chin 
3. Perform hand hygiene 
4. After mask is in place never touch the front of your mask 

PROCEDURE FOR TAKING OFF MASK  
1. Perform hand hygiene using the alcohol-based hand rub 
2. Do not touch the front of the mask 
3. If your mask has ear loops, remove the loops and place straight into yellow bin. 
4. Undo the bottom tie of your mask and then the top tie, handling the mask only by the top ties, 

drop mask straight into the yellow bin. 
5. Perform hand hygiene using the alcohol-based hand rub 

NOTES 

• Hand hygiene should be performed when you feel that you may have contaminated your hands 
from touching the mask if wearing one or your face 
• Single-use masks should not be reused, but discarded appropriately immediately after use 
• Masks must not be pulled down or removed to consume food or drink. Masks should be removed 
using above procedure and replaced with a fresh mask. 
• Masks will be less effective if they become damp or damaged 
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Client Name: DHHS   Location / Site:  

Job Title: Security Guard   Version & Revision Date: 08/04/2020 

 

1.  Patrols 
Complete this section for 
mobile patrols. 

 

N/A N/A N/A N/A 

2.  Reporting 
Details of reporting 
requirements for this position. 

• Onsite arrival – Declaration of fitness (provide information for site supervisor to complete) 

• Incident Reporting 

3.  Position Reports To 

Title of person this position 
reports to. 

Wilson Security Site Supervisor 

4.  Job Purpose 
Descr be the purpose of the 
job 

The purpose of this position is to  

- Support the Chief Health Officer, authorized officers and Victoria Police in the enforcement of 
the Isolation (International Arrivals) Directions on the premises of the hotel  

- Ensure quarantined guests do not leave the hotel for the period of their quarantine without the 
permission of an authorised officer. This will be a direction from the Authorised officer 
assigned to the Hotel or VICPOL member  

- Ensure quarantined guests do not visit each other 

- Ensure quarantined guests do not receive external visitors, with the exception of  

o The parents, guardians or temporary carer of quarantined guests under 18 

o Medical professionals in an emergency situation 

- Adhere to the details of movement for guests as set out by the hotel 

- Ensure that any disputes involving quarantined guests in the hotel are de-escalated without 
physical contact. Verbally remind the person that they are in breach of the order and they face 
a possible $19,000 fine. If unable to de-escalate, Victoria Police should be contacted 
immediately.  Your health and safety is priority, and escalation is to be via Supervisor and 000 
immediately. 

- Note and record guest’s response to your verbal directions to return to their room including 
their room number in an incident report 

- Provide advice to quarantined guests on which areas they can go to in the hotel and ensure 
that this is upheld, this must be as directed by the DHHS representative. 

- Liaise with hotel’s existing security and management operations team with regard to hotel 
layout, access and exit points, and emergency evacuation protocols 

- Adhere to evacuation processes, if required 

- Contact the dedicated government information line (1800 960 994) to support guests in 
answering questions about their quarantine 

5.  Equipment 
Requirement 

Descr be the purpose of the 
job 

Personal protective equipment 

- Gloves (always) 

- Mask and goggles (where required) 

- Alcohol wipes and hand sanitiser, as required 

6.  Task Requirements 
Insert details of the task 
sufficient to provide the 
incumbent with enough 
information to undertake the 
task. 

These are the generic duties of the role and may be varied from time to time:  

 The Security Guard will ensure the isolation of international arrivals in the hotel. There may be 
other instructions to be followed, which will be passed on by the Site Supervisor, Chief Health 
Officer or Victoria Police 

 

Key Result Areas  
Complete day-to-day tasks effectively dependant on site and client requirements, which may include:   

 

• Provide customer service response and guidance to guards 
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• Ensure signage and site presentation standards are maintained 

• Report faults and defects 

• Generate and complete reports when required 

• General housekeeping 

  

Key Performance Indicators 

• Completed in an effective, respectful, professional manner  

• Participate in meetings as directed  

 

Customer Satisfaction  
• Ensures professional and courteous service is consistently provided to all customers. 

• Displays a friendly manner with the customer and is able to build rapport. 

• Provides fast, yet efficient customer service and is responsive to the demands and needs of 
customers. 

• Ensure confidentiality of information is maintained both within Wilson Security and the 
customer 

 

Key Performance Indicators 

• Customer expectations are met with regards to quality, accuracy, and timely delivery of 
customer service 

 

Problem Resolution 
• Gains an understanding of the customer’s needs and takes responsibility for resolution. 

• Ensures customer enquiries are resolved in a timely manner and that solutions developed 
ensure customer satisfaction. 

• If a customer issue cannot be resolved, ensures their enquiry is forwarded to the relevant 
area in a timely manner. 

 

Key Performance Indicators 

• Customer satisfaction 

 

Environmental Sustainability 
• Supports the Company goals and directives for environmental sustainability within scope of 
own role 

 

Key Performance Indicators 

 • Attendance at mandatory training 

• Reports environmental incidents/hazards consistent with company policies or procedures 

• No adverse impact to the environment due to non-adherence to company policies or 
procedures 

• Reports behaviours and issues which may result in an environmental incident 

• Ensure all incidents and issues are escalated through the appropriate channels. 

 

Quality Improvement 
• Supports the Company’s commitment to continuous quality improvement within scope of own 
role 

 

Key Performance Indicators 

 

 • Be aware of ways to improve the daily activities in the role. Make suggestions about 
service improvement and cost control to meet the goals of the business. 

• Participate in the evaluation and implementation of recommendations of quality improvement 
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activities. 

 

Compliance  
 

• Complies with company policies, procedures and legal requirements and ensure compliance 
by others. 

• Ensures all Operations Management procedures are followed. 

 

Key Performance Indicators  

 

• Be diligent and comprehensive with compliance.  

Other duties as directed  

 • Flexibility 

 

Communicates Effectively – communicates openly and effectively with fellow workers and supervisors. 

 

Processes Information - comprehends and understands written and verbal communication; able to 
understand and follow policies, procedures and instructions. 

 

Acts Reliably - demonstrates consistency in work; reliable, dependable, and punctual; follows 
instructions accurately. 

 

Works with Others - develops a good working relationship with team members; enjoys the company of 
others. 

 

Focuses on Customers - meets the needs of customers and acts with customers in mind. Makes 
improvements based on customer feedback. 

 

Focuses on Quality - consistently achieves excellent service outcomes and maximises service 
efficiency; Maintains high quality standards set by Wilson Security. 

 

Personal Presentation - well-groomed, presentable, high level of cleanliness and hygiene. 

 

Flexible – Is willing to work a variety of shifts, perform a variety of job tasks and duties and take 
direction from various supervisory personnel to assist Wilson Security complies with all service delivery 
obligations. 

 

Safety – Adheres to all safety instructions, policies and procedures.  Informs Supervisor or Management 
of any safety issues or hazards in the workplace. 

 

• Knowledge of customer service principles and processes i.e. customer needs assessment, 
meeting quality standards for service, and evaluation of customer satisfaction.  

• Presentation Skills 

• Ability to follow procedures and policies  

• Excellent communication skills 

• Able to work independently and as part of a team 

• Able to handle/resolve issues before the need for escalation 

• Able to read maps/directions and retain information 

• Good negotiating skills 

7.  Risk Management 
Insert known hazard/risks and 
controls specific to this task.  
These can be identified in the 

Hazard Management 

Security Officers are to be vigilant in identifying hazards which may eventuate during their shift. Immediate 
isolation of the Hazard may be required to avoid an incident. All identified Hazards must be reported to the 
Control Room operator, Senior Guard or Supervisor.  
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completed Site Risk 
Assessment located in the 
CMP or in the Site Safety 
Plan. 

 

Where Hazards are identified that are not included in this Assignment Instruction, complete a Hazard 
Report indicating the hazard/risk and what action was taken to, or needs to be taken to mitigate or reduce 
the risk to an acceptable level.  If the hazard is ongoing this Assignment Instruction may need to be 
updated to include the hazard and control/s in this section. 

 

Occupational Health and Safety (OH&S) 

 

 Manage all safety compliance issues within the site and initiate any investigations into incidents that 
may arise 

 Ensure all activities comply with relevant acts, legal requirements and ethical standards 

 Demonstrate support of safety first culture by pro-actively supporting and meeting all corporate 
policies and initiatives on OH&S 

 Act as leader of safety first culture and demonstrate support of all corporate policies and initiatives on 
OH&S 

 Promote and support continuous improvement of safety practices in the area of responsibility which 
includes: 

o Personal safety action plan 

o Scheduled safety observations 

 To ensure hygiene safety 

o Maintain social distancing at all times 

o Utilise hand washing facilities, hand sanitiser and gloves 

o Use alcohol wipe to disinfect any equipment or passes at the commencement of your shift 

o Do not touch your face 

o Do not enter any person’s hotel room 

o Do not deliver food, assist in moving food trays or rubbish 

o Do not move or assist with laundry or bed linen 

o Do not move or assist with personal bags or luggage 

 Incident reporting 

 

Key Performance Indicators 

 

 OH&S statistics 

 Number of accidents or incidents during the month;  

 Number of breaches of company health and safety standards. 

        Incident investigations 

Identified Hazard Control/s 

Slips, Trips, and falls through: 

 Uneven surfaces / slippery surfaces 

 Raised stairs / stair wells 

 Plant / Equipment  

 Raised footpaths 

 Raised protective covers 

 Raised Bunding 

 Poor housekeeping  

 Suitable footwear is worn that is adequate for the duties 
performed (Workplace Uniform Policy)  

 Trip hazards such as raised steps in stair wells, raised 
protective covers, raised bunding etc. are painted high visibility 
yellow 

 Awareness training associated with slips, trips and falls provided 
during induction 

 Any high-risk issues associated with slips, trips and falls during 
routine work activities to be discussed with DHHS 

 Use of hand rails at all times where applicable 

 Officers are trained and familiarised with routes required via 
briefing, training shifts and site induction 

 Hazard identification and reporting process in place internally 
and to client 

 Relevant jobs logged with maintenance as required  

 All main access ways, emergency routes, and passage ways 
are clearly lit, marked and kept free from obstructions and 
debris 

 Toolbox talks completed on slips trips and falls 

 Floors kept dry and clean internally 

 Torches available if required at low light with spare batteries on 
site 

 Designated storage areas are determined and all employees 
are aware of these 

 Slippery when wet signage available  
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 Waste bins provided 

Exposure to an aggressive / violent / 
threatening offender including drug / 
alcohol affected person 

 All employees trained in conflict resolution as part of security 
licence 

 Communication Skills’ and ‘Physical Restraint’ training received 
as a component of the Security Guard Licence 

 Use of radios for the prompt relay of information to other officer / 
client - opportunity for security guard to ask for assistance (if 
required) 

 Dealing with aggressive and violent behaviour online training 
module 

 Officers trained to adopt a tactical position of safety and 
advantage should there be an escalation  

 Wilson Security Induction 

 Officers trained to assess situation prior to approaching  

 Officers trained to be alert for potential violence and suspicious 
behaviour and report it to client  

 Observe and Report protocols are to be followed – Security 
Officers should avoid at all times getting ‘hands-on’ with any 
aggressors 

 Operations manager and duty managers determine through 
questioning that the Security Officer has the knowledge 
concerned with the management of conflict 

 Standard Operating Procedures (SOP’s) and Assignment 
Instructions (AI’s) are in place  

 Security Officer Audit Checklists completed as scheduled to 
ensure compliance 

 Site Specific Induction  

 Employee assistance program (EAP) available for support, 
debriefing, and counselling 

 Issue Resolution Procedure 

Exposure to possible bites and or stings 
including: 

 Insects 

 Stray animals  

 Hazard identification forms available 

 PPE provided  

 First aid kits provided on site 

 Safety talks completed as required 

 Toolbox talks as required 

 Employees trained in first aid 

 Pre-medical questionnaire including medical information and 
records for each employee 

Exposure to dust, dirt, and debris including: 

 entering construction areas 

 PPE provided  

 Wearing PPE is mandatory in specified areas 

 Staff trained in first aid 

 Daily cleaning conducted by client staff to ensure workplace is 
clean and tidy 

 First aid kits provided on site 

 Guards are to observe and comply to all safety signage 
regarding access  

 Do not disturb suspicious material signage available 

 Hazard Id forms available 

 Wilson Security and site specific induction 

 Pre-approved contractors information added to SOP and AI’s 
specifying location of the MSDS documents onsite & use of 
documents 

Radio failure / communications failure 
causing inability to respond to incident or 
injury 

 Communications equipment is checked at the commencement 
of each shift 

 Equipment is charged and fully operational at the end of shift 

 Spare batteries are available on site and are fully charged 

 Scheduled radio / welfare checks are conducted as per 
schedule 

 Procedure is in place to coordinate response to any lost 
communications 
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 Site mobile phone listing to be kept up to date in the Control 
Room in case officer cannot be raised via 2-way radio. Site 
mobile to be carried by all patrol officers whilst on shift in case 
of emergency or radio failure.  

 Instructions regarding radios and welfare checks form part of in 
SOP’s and AI’s 

Exposure to fatigue  
 Operations Manager observes roster to monitor hours 

 Hours also monitored from head office via power force 

 Rosters are done in accordance with Wilson Security and client 
fatigue management policy and relevant EBA 

 Welfare checks completed as per schedule 

 Duty managers and Operations manager conducts random 
welfare checks on site 

 Procedures in place for staff to inform site supervisor or 
operations manager of extreme fatigue 

 Site safety induction completed covering specific safety aspects 
of their role prior to commencing first shift 

 Operations manager / rostering ensure rostered days off and 
rest periods are considered when offering extra shifts 

 Authorized mobile phones, two way radios provided to guards to 
ensure staff can contact relevant Wilson Security and client 
personnel when required. Fixed land line is also available inside 

 Shift Controllers & Site Management to monitor staff throughout 
shifts to minimise fatigue 

 Fatigue management toolbox talks completed 

 SOP and AI developed and communicated to guards 

Exposure to fire, emergency situation or 
alarm response 

 Wilson and Site Specific induction 

 Any faulty equipment recorded to hotel 

 Site specific induction including emergency evacuation areas 

 Emergency evacuation maps available throughout site  

 Procedures in place to notify relevant personnel of any alarm 
response within specified timeframes 

 Task / activity specific emergency procedures and plans 

 All staff to have read and signed their understanding of the site-
specific Fire & Emergency procedures manual 

8.  PPE requirements 

List any required personal 
protective equipment (PPE) 
required for the task. 

 Gloves (at all times) 

 Face masks (as required) 

 Goggles (as required) 

 

 

9.  Minimum Skills / 
Qualifications 
Identify the minimum skills 
requirements to undertake 
this task. 

 Certificate II in security operations 

 Valid unrestricted Drivers Licence 

 Security Licence  

 Victorian security licence  

 First aid (Level 2) 

 

10   Training 
Requirements 
Identify any specific training 
requirements needed to 
competently undertake the 
task. 

Insert overview of training requirements and list specifics in dot points below 

Unsupervised Pre-Employment Training 

Wilson induction – online  
o Introduction to Wilson security  
o Wilson policies and procedures 
o WHSE 
o Customer service  

Supervised Employment Training 

 Site Induction –  
o Registration 
o Standard operating procedures 
o Emergency procedures 
o WHSE 

 

 Wilson security – online training 
o WHS Awareness 
o Workplace Bullying and Occupational 

Violence 
o Discrimination and EEO 
o Sexual Harassment Prevention 
o Diversity in the Workplace 
o Security Awareness for Security Officers 
 

 Toolbox talks  
o Workplace safety 
o Customer service  
o WHSE 
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o Radio communications  
o Access control  
o Threat recognition and response  
o Welfare checks 
o Records and documentation for the 

designated role 
 

o Workplace procedures 
o Teamwork 

 

 

 

Approved by: 
 

Title: 
 

Date: 
 

 

SECURITY OFFICER ACKNOWLEDGEMENT (Verification that the incumbent/s has received, read and is able to meet the requirements of this AI.) 

Name Signature Date Name Signature Date 

      

      

      

      

      

      

      

      

      

      

      

      

INSTRUCTION:  

 An Assignment Instruction (AI) must be completed for all site specific tasks, and must be approved by the client.  

 Once approved a copy of the AI must be provided / communicated to all relevant officers that will undertake the tasks identified in the 
AI.  Security Offices are required to review and sign off on each AI for tasks they are undertaking. 

 A copy of the AI must be retained in the Wilson Security Contract Management Plan.   

 AIs must be reviewed annually (from the date shown above) or when a task is changed. 

 Key hazards identified in the Hazard Assessment affecting the incumbent of this Assignment Instruction should be included in the  
Risk Management section. 

 A record of review must be completed and signed by the Contract / Operations Manager and the Client Representative. 

Note: Where the client representative declines to review and approve the AI a note of their decision must be recorded in the CMP or contract file, and the AI approved by 
the Wilson Security Operations Manager. 
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Client Name: DHHS   Location / Site:  

Job Title: Site Supervisor   Version & Revision Date: 08/04/2020 

 

1.  Patrols 
Complete this section for 
mobile patrols. 

 

N/A N/A N/A N/A 

2.  Reporting 
Details of reporting 
requirements for this position. 

• Onsite arrival – Declaration of fitness 

• Incident Reporting 

3.  Position Reports To 

Title of person this position 
reports to. 

Wilson Security Site Manager  

4.  Job Purpose 
Descr be the purpose of the 
job 

The purpose of this position is to support security guards as they 

- Support Security guards to 

o Support the Chief Health Officer, authorized officers and Victoria Police in the 
enforcement of the Isolation (International Arrivals) Directions on the premises of 
the hotel  

o Ensure quarantined guests do not leave the hotel for the period of their quarantine 
without the permission of an authorised officer. This will be a direction from the 
Authorised officer assigned to the Hotel or VICPOL member  

o Ensure quarantined guests do not visit each other 

o Ensure quarantined guests do not receive external visitors, with the exception of  

  The parents, guardians or temporary carer of quarantined guests under 
18 

  Medical professionals in an emergency situation 

o Adhere to the details of movement for guests as set out by the hotel 

o Ensure that any disputes involving quarantined guests in the hotel are de-escalated 
without physical contact. Verbally remind the person that they are in breach of the 
order and they face a possible $19,000 fine. If unable to de-escalate, Victoria Police 
should be contacted immediately.  Your health and safety is priority, and escalation 
is to be via Supervisor and 000 immediately. 

o Note and record guest’s response to your verbal directions to return to their room 
including their room number in an incident report 

o Provide advice to quarantined guests on which areas they can go to in the hotel and 
ensure that this is upheld, this must be as directed by the DHHS representative. 

- Ensure suitable PPE is worn by security guards 

- Support every guard on arrival to complete a declaration of fitness for each shift 

- Coordinate and cooperate with operations teams 

- Liaise with hotel’s existing security and management operations team with regard to hotel 
layout, access and exit points, and emergency evacuation protocols 

- Adhere to evacuation processes, if required 

- Contact the dedicated government information line (1800 960 994) to support guests in 
answering questions about their quarantine 

5.  Equipment 
Requirement 
Descr be the purpose of the 
job 

Personal protective equipment 

- Gloves (always) 

- Mask and goggles (where required) 

- Alcohol wipes and hand sanitiser, as required 
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6.  Task Requirements 
Insert details of the task 
sufficient to provide the 
incumbent with enough 
information to undertake the 
task. 

These are the generic duties of the role and may be varied from time to time:  

  The Security Guard will ensure the isolation of international arrivals in the hotel. There may be 
other instructions to be followed, which will be passed on by the Site Supervisor, Chief Health 
Officer or Victoria Police 

 

Key Result Areas  
Complete day-to-day tasks effectively dependant on site and client requirements, which may include:   

 

• Provide customer service response and guidance to guards 

• Ensure signage and site presentation standards are maintained 

• Report faults and defects 

• Generate and complete reports when required 

• General housekeeping 

  

Key Performance Indicators 

• Completed in an effective, respectful, professional manner  

• Participate in meetings as directed  

 

Customer Satisfaction  
• Ensures professional and courteous service is consistently provided to all customers. 

• Displays a friendly manner with the customer and is able to build rapport. 

• Provides fast, yet efficient customer service and is responsive to the demands and needs of 
customers. 

• Ensure confidentiality of information is maintained both within Wilson Security and the 
customer 

 

Key Performance Indicators 

• Customer expectations are met with regards to quality, accuracy, and timely delivery of 
customer service 

 

Problem Resolution 
• Gains an understanding of the customer’s needs and takes responsibility for resolution. 

• Ensures customer enquiries are resolved in a timely manner and that solutions developed 
ensure customer satisfaction. 

• If a customer issue cannot be resolved, ensures their enquiry is forwarded to the relevant 
area in a timely manner. 

 

Key Performance Indicators 

• Customer satisfaction 

 

Environmental Sustainability 
• Supports the Company goals and directives for environmental sustainability within scope of 
own role 

 

Key Performance Indicators 

 • Attendance at mandatory training 

• Reports environmental incidents/hazards consistent with company policies or procedures 

• No adverse impact to the environment due to non-adherence to company policies or 
procedures 

• Reports behaviours and issues which may result in an environmental incident 

• Ensure all incidents and issues are escalated through the appropriate channels. 
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Quality Improvement 
• Supports the Company’s commitment to continuous quality improvement within scope of own 
role 

 

Key Performance Indicators 

 

 • Be aware of ways to improve the daily activities in the role. Make suggestions about 
service improvement and cost control to meet the goals of the business. 

• Participate in the evaluation and implementation of recommendations of quality improvement 
activities. 

 

Compliance  

 

• Complies with company policies, procedures and legal requirements and ensure compliance 
by others. 

• Ensures all Operations Management procedures are followed. 

 

Key Performance Indicators  

 

• Be diligent and comprehensive with compliance.  

Other duties as directed  

 • Flexibility 

 

Communicates Effectively – communicates openly and effectively with fellow workers and supervisors. 

 

Processes Information - comprehends and understands written and verbal communication; able to 
understand and follow policies, procedures and instructions. 

 

Acts Reliably - demonstrates consistency in work; reliable, dependable, and punctual; follows 
instructions accurately. 

 

Works with Others - develops a good working relationship with team members; enjoys the company of 
others. 

 

Focuses on Customers - meets the needs of customers and acts with customers in mind. Makes 
improvements based on customer feedback. 

 

Focuses on Quality - consistently achieves excellent service outcomes and maximises service 
efficiency; Maintains high quality standards set by Wilson Security. 

 

Personal Presentation - well-groomed, presentable, high level of cleanliness and hygiene. 

 

Flexible – Is willing to work a variety of shifts, perform a variety of job tasks and duties and take 
direction from various supervisory personnel to assist Wilson Security complies with all service delivery 
obligations. 

 

Safety – Adheres to all safety instructions, policies and procedures.  Informs Supervisor or Management 
of any safety issues or hazards in the workplace. 

 

• Knowledge of customer service principles and processes i.e. customer needs assessment, 
meeting quality standards for service, and evaluation of customer satisfaction.  

• Presentation Skills 

• Ability to follow procedures and policies  
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• Excellent communication skills 

• Able to work independently and as part of a team 

• Able to handle/resolve issues before the need for escalation 

• Able to read maps/directions and retain information 

• Good negotiating skills 

7.  Risk Management 
Insert known hazard/risks and 
controls specific to this task.  
These can be identified in the 
completed Site Risk 
Assessment located in the 
CMP or in the Site Safety 
Plan. 

Hazard Management 

Security Officers are to be vigilant in identifying hazards which may eventuate during their shift. Immediate 
isolation of the Hazard may be required to avoid an incident. All identified Hazards must be reported to the 
Control Room operator, Senior Guard or Supervisor.  

 

Where Hazards are identified that are not included in this Assignment Instruction, complete a Hazard 
Report indicating the hazard/risk and what action was taken to, or needs to be taken to mitigate or reduce 
the risk to an acceptable level.  If the hazard is ongoing this Assignment Instruction may need to be 
updated to include the hazard and control/s in this section. 

 

Occupational Health and Safety (OH&S) 

 

  Manage all safety compliance issues within the site and initiate any investigations into incidents that 
may arise 

  Ensure all activities comply with relevant acts, legal requirements and ethical standards 

  Demonstrate support of safety first culture by pro-actively supporting and meeting all corporate 
policies and initiatives on OH&S 

  Act as leader of safety first culture and demonstrate support of all corporate policies and initiatives on 
OH&S 

  Promote and support continuous improvement of safety practices in the area of responsibility which 
includes: 

o Personal safety action plan 

o Scheduled safety observations 

  To ensure hygiene safety 

o Maintain social distancing at all times 

o Utilise hand washing facilities, hand sanitiser and gloves 

o Use alcohol wipe to disinfect any equipment or passes at the commencement of your shift 

o Do not touch your face 

o Do not enter any person’s hotel room 

o Do not deliver food, assist in moving food trays or rubbish 

o Do not move or assist with laundry or bed linen 

o Do not move or assist with personal bags or luggage 

  Incident reporting 

 

Key Performance Indicators 

 

  OH&S statistics 

  Number of accidents or incidents during the month;  

  Number of breaches of company health and safety standards. 

        Incident investigations 

Identified Hazard Control/s 

Slips, Trips, and falls through: 

  Uneven surfaces / slippery surfaces 

  Raised stairs / stair wells 

  Plant / Equipment  

  Raised footpaths 

  Raised protective covers 

  Raised Bunding 

  Poor housekeeping  

  Suitable footwear is worn that is adequate for the duties 
performed (Workplace Uniform Policy)  

  Trip hazards such as raised steps in stair wells, raised 
protective covers, raised bunding etc. are painted high visibility 
yellow 

  Awareness training associated with slips, trips and falls provided 
during induction 

  Any high-risk issues associated with slips, trips and falls during 
routine work activities to be discussed with DHHS 

  Use of hand rails at all times where applicable 
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  Officers are trained and familiarised with routes required via 
briefing, training shifts and site induction 

  Hazard identification and reporting process in place internally 
and to client 

  Relevant jobs logged with maintenance as required  

  All main access ways, emergency routes, and passage ways 
are clearly lit, marked and kept free from obstructions and 
debris 

  Toolbox talks completed on slips trips and falls 

  Floors kept dry and clean internally 

  Torches available if required at low light with spare batteries on 
site 

  Designated storage areas are determined and all employees 
are aware of these 

  Slippery when wet signage available  

  Waste bins provided 

Exposure to an aggressive / violent / 
threatening offender including drug / 
alcohol affected person 

  All employees trained in conflict resolution as part of security 
licence 

  Communication Skills’ and ‘Physical Restraint’ training received 
as a component of the Security Guard Licence 

  Use of radios for the prompt relay of information to other officer / 
client - opportunity for security guard to ask for assistance (if 
required) 

  Dealing with aggressive and violent behaviour online training 
module 

  Officers trained to adopt a tactical position of safety and 
advantage should there be an escalation  

  Wilson Security Induction 

  Officers trained to assess situation prior to approaching  

  Officers trained to be alert for potential violence and suspicious 
behaviour and report it to client  

  Observe and Report protocols are to be followed – Security 
Officers should avoid at all times getting ‘hands-on’ with any 
aggressors 

  Operations manager and duty managers determine through 
questioning that the Security Officer has the knowledge 
concerned with the management of conflict 

  Standard Operating Procedures (SOP’s) and Assignment 
Instructions (AI’s) are in place  

  Security Officer Audit Checklists completed as scheduled to 
ensure compliance 

  Site Specific Induction  

  Employee assistance program (EAP) available for support, 
debriefing, and counselling 

  Issue Resolution Procedure 

Exposure to possible bites and or stings 
including: 

  Insects 

  Stray animals  

  Hazard identification forms available 

  PPE provided  

  First aid kits provided on site 

  Safety talks completed as required 

  Toolbox talks as required 

  Employees trained in first aid 

  Pre-medical questionnaire including medical information and 
records for each employee 

Exposure to dust, dirt, and debris including: 

  entering construction areas 

  PPE provided  

  Wearing PPE is mandatory in specified areas 

  Staff trained in first aid 

  Daily cleaning conducted by client staff to ensure workplace is 
clean and tidy 

  First aid kits provided on site 

  Guards are to observe and comply to all safety signage 
regarding access  
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  Do not disturb suspicious material signage available 

  Hazard Id forms available 

  Wilson Security and site specific induction 

  Pre-approved contractors information added to SOP and AI’s 
specifying location of the MSDS documents onsite & use of 
documents 

Radio failure / communications failure 
causing inability to respond to incident or 
injury 

  Communications equipment is checked at the commencement 
of each shift 

  Equipment is charged and fully operational at the end of shift 

  Spare batteries are available on site and are fully charged 

  Scheduled radio / welfare checks are conducted as per 
schedule 

  Procedure is in place to coordinate response to any lost 
communications 

  Site mobile phone listing to be kept up to date in the Control 
Room in case officer cannot be raised via 2-way radio. Site 
mobile to be carried by all patrol officers whilst on shift in case 
of emergency or radio failure.  

  Instructions regarding radios and welfare checks form part of in 
SOP’s and AI’s 

Exposure to fatigue  
  Operations Manager observes roster to monitor hours 

  Hours also monitored from head office via power force 

  Rosters are done in accordance with Wilson Security and client 
fatigue management policy and relevant EBA 

  Welfare checks completed as per schedule 

  Duty managers and Operations manager conducts random 
welfare checks on site 

  Procedures in place for staff to inform site supervisor or 
operations manager of extreme fatigue 

  Site safety induction completed covering specific safety aspects 
of their role prior to commencing first shift 

  Operations manager / rostering ensure rostered days off and 
rest periods are considered when offering extra shifts 

  Authorized mobile phones, two way radios provided to guards to 
ensure staff can contact relevant Wilson Security and client 
personnel when required. Fixed land line is also available inside 

  Shift Controllers & Site Management to monitor staff throughout 
shifts to minimise fatigue 

  Fatigue management toolbox talks completed 

  SOP and AI developed and communicated to guards 

Exposure to fire, emergency situation or 
alarm response 

  Wilson and Site Specific induction 

  Any faulty equipment recorded to hotel 

  Site specific induction including emergency evacuation areas 

  Emergency evacuation maps available throughout site  

  Procedures in place to notify relevant personnel of any alarm 
response within specified timeframes 

  Task / activity specific emergency procedures and plans 

  All staff to have read and signed their understanding of the site-
specific Fire & Emergency procedures manual 

8.  PPE requirements 
List any required personal 
protective equipment (PPE) 
required for the task. 

  Gloves (at all times) 

  Face masks (as required) 

  Goggles (as required) 

 

 

9.  Minimum Skills / 
Qualifications 

Identify the minimum skills 
requirements to undertake 
this task. 

  Certificate II in security operations 

  Valid unrestricted Drivers Licence 

  Security Licence  

  Victorian security licence  

  First aid (Level 2) 

 

10   Training Insert overview of training requirements and list specifics in dot points below 
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Requirements 

Identify any specific training 
requirements needed to 
competently undertake the 
task. 

Unsupervised Pre-Employment Training 

Wilson induction – online  
o Introduction to Wilson security  
o Wilson policies and procedures 
o WHSE 
o Customer service  

Supervised Employment Training 

  Site Induction –  
o Registration 
o Standard operating procedures 
o Emergency procedures 
o WHSE 
o Radio communications  
o Access control  
o Threat recognition and response  
o Welfare checks 
o Records and documentation for the 

designated role 
 

 

  Wilson security – online training 
o WHS Awareness 
o Workplace Bullying and Occupational 

Violence 
o Discrimination and EEO 
o Sexual Harassment Prevention 
o Diversity in the Workplace 
o Security Awareness for Security Officers 
 

  Toolbox talks  
o Workplace safety 
o Customer service  
o WHSE 
o Workplace procedures 
o Teamwork 

 

 

 

Approved by: 
 

Title: 
 

Date: 
 

 

SECURITY OFFICER ACKNOWLEDGEMENT (Verification that the incumbent/s has received, read and is able to meet the requirements of this AI.) 

Name Signature Date Name Signature Date 

      

      

      

      

      

      

      

      

      

      

      

      

INSTRUCTION:  

  An Assignment Instruction (AI) must be completed for all site specific tasks, and must be approved by the client.  

  Once approved a copy of the AI must be provided / communicated to all relevant officers that will undertake the tasks identified in the 
AI.  Security Offices are required to review and sign off on each AI for tasks they are undertaking. 

  A copy of the AI must be retained in the Wilson Security Contract Management Plan.   

  AIs must be reviewed annually (from the date shown above) or when a task is changed. 

  Key hazards identified in the Hazard Assessment affecting the incumbent of this Assignment Instruction should be included in the  
Risk Management section. 

  A record of review must be completed and signed by the Contract / Operations Manager and the Client Representative. 

Note: Where the client representative declines to review and approve the AI a note of their decision must be recorded in the CMP or contract file, and the AI approved by 
the Wilson Security Operations Manager. 
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Compulsory Quarantine  

for all Australian Arrivals  

from Midnight 28 March 2020 

State of Victoria 
 

 

EXERCISE AND FRESH AIR 
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Objective  
Design and implement a plan that: 

- Applies consistency across all hotel sites to help maintain management and a clear chain of 
command for any escalation issues 
 

- Allows all quarantined travellers access to exercise and fresh air for supervised outdoor 
recreation breaks (where possible) as recognised in the Covid-19 – DHHS Physical Distancing 
and Public Health Compliance and Enforcement Plan 

 

COVID-19 – DHHS Physical Distancing  and Public Health 
Compliance and Enforcement Plan 

Exercise and fresh air 

• If the room has a balcony, ensure the residents can access it for fresh air. 

• Advise residents to open windows/balconies where possible for fresh air and ventilation. 

• If it is possible for residents to go outside to take some exercise for organised/supervised short 

periods of time, this should be facilitated where possible. Residents should ensure physical 

distancing is practised during this period. Only well residents from the same room should be able to 

go out to exercise at the same time.   

• Residents should be provided with resources for exercise routines and yoga/mediation that they 

can perform safely within their rooms. 

Procedure for a detainee / resident to leave their room for exercise or smoking 

A person must be compliant and must not have symptoms before they could be allowed to have 

supervised exercise or a smoking break. 

The steps that must be taken by the detainee are: 

• Confirm they are well; 

• Confirm they have washed their hands immediately prior to leaving the room; 

• Don a single-use facemask (surgical mask); (supplies to be provided by DHHS) 

• Perform hand hygiene with alcohol-based handrub as they leave; (supplies to be provided by 

DHHS) 

• Be reminded to not touch any surfaces internal to the hotel on the way out; 

 

The procedure for the security escort is: 

• Don a mask; (supplies to be provided by DHHS) 

• Be the person who touches all surfaces if required such as the lift button, handles; 

• Maintain a distance (1.5 metres) from the person; 

• Ensure no more than 3 people in a lift at any one time (including the security guard) 

• Undertake hand hygiene with an alcohol-based handrub or wash hands in soapy water following 

the return of the person to their room. 

 

There is no requirement to wear gloves and this is not recommended, as many people forget to take 

them off and then contaminate surfaces. If gloves are worn, remove the gloves immediately after the 

person is back in their room and then wash your hands. 
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EXERCISE AREA CHECKLIST 

To be completed by the Site AO, DJPR Site Manager, Hotel General Manager and Security General 

Manager.  AO to send to completed version to: DJPRcovidaccom-support@ecodev.vic.gov.au and 

semc@dhhs.vic.gov.au 

Hotel Name:  ___________________________________________________________________ 

 

The identified and agreed exercise area for this venue is known as and located at:  

(please provide specific detail)  

______________________________________________________________________________ 

IDENTIFICATION OF THE EXERCISE AREA                     Answer                  Comments 

1. Is the exercise area within the hotel or external to 
the hotel? 
 

  

2. Is it easy to keep the exercising traveler within the  
identified exercise area?  

  

3. Are there any hazards within the area? 
ie, pool / heights / traffic  
Areas must be safe for children. 

  

4. Is the area visible by the outside public? 
 

  

5. Is the area also accessible by other members of the 
public (such as other hotel guests)? 

  

INFECTION CONTROL MEASURES 

1. Will lifts be used? 
 

  

2. What type of surfaces are likely to be touched by 
travelers / staff in undertaking this task? 
 

  

3. How will these be sanitised? 
 

  

4. How often will these be sanitised?  
(Daily, weekly etc) 
To minimize the risk of cross contamination, 
touched areas must be sanitized between each use 

  

IF THE AREA IS EXTERNAL TO THE HOTEL, PLEASE EXPLAIN WHY THIS AREA IS ENDORSED  

 
 
 
 
 
 

Endorsed by the: (please print name) 

Authorised Officer: 
 

DJPR Site Manager: 

Hotel General Manager: 
 

Security General Manager: 
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SCHEDULE TO ENABLE ACCESS TO EXERCISE AREA 
(to be completed by onsite DHHS Team Leader) 

Hotel Name: 

Date: 

Security Escort #1 

Time Room 
Number 

Number of 
people 

Wellbeing considerations 
(AO) 

Comments from security 
escort 
(Security) 

08:00 – 
08:30 

    
 

08:30 – 
09:00 

    
 

09:00 – 
09:30 

    
 

09:30 – 
10:00 

    
 

10:00 – 
10:30 

    
 

10:30 – 
11:00 

    
 

11:00 – 
11:30 

    
 

11:30 – 
12:00 

    
 

30 MIN BREAK 
 

12:30 – 
13:00 

   
 

 

13:00 – 
13:30 

   
 

 

13:30 – 
14:00 

   
 

 

14:00 – 
14:30 

   
 

 

14:30 – 
15:00 

   
 

 

15:00 - 
15:30 

   
 

 

15:30 – 
16:00 

   
 

 

30 MIN BREAK 

16:30 – 
17:00 

   
 

 

17:00 – 
17:30 

   
 

 

17:30 – 
18:00 

 
 
 

  
 

 

18:00 –     
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18:30  

18:30 – 
19:00 

   
 

 

19:00 – 
19:30 

   
 

 

19:30 – 
20:00 
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SCHEDULE TO ENABLE ACCESS TO EXERCISE AREA 
(to be completed by onsite DHHS Team Leader) 

Hotel Name: 

Date: 

Security Escort #2 

Time Room 
Number 

Number of 
people 

Wellbeing considerations 
(AO) 

Comments from security 
escort 
(Security) 

08:00 – 
08:30 

    
 

08:30 – 
09:00 

    
 

09:00 – 
09:30 

    
 

09:30 – 
10:00 

    
 

10:00 – 
10:30 

    
 

10:30 – 
11:00 

    
 

11:00 – 
11:30 

    
 

11:30 – 
12:00 

    
 

30 MIN BREAK 
 

12:30 – 
13:00 

   
 

 

13:00 – 
13:30 

   
 

 

13:30 – 
14:00 

   
 

 

14:00 – 
14:30 

   
 

 

14:30 – 
15:00 

   
 

 

15:00 - 
15:30 

   
 

 

15:30 – 
16:00 

   
 

 

30 MIN BREAK 

16:30 – 
17:00 

   
 

 

17:00 – 
17:30 

   
 

 

17:30 – 
18:00 

  
 
 

 
 

 

18:00 –     
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18:30  

18:30 – 
19:00 

   
 

 

19:00 – 
19:30 

   
 

 

19:30 – 
20:00 
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SCHEDULE TO ENABLE ACCESS TO EXERCISE AREA 
(to be completed by onsite DHHS Team Leader) 

Hotel Name: 

Date: 

Security Escort #3 

Time Room 
Number 

Number of 
people 

Wellbeing considerations 
(AO) 

Comments from security 
escort 
(Security) 

08:00 – 
08:30 

    
 

08:30 – 
09:00 

    
 

09:00 – 
09:30 

    
 

09:30 – 
10:00 

    
 

10:00 – 
10:30 

    
 

10:30 – 
11:00 

    
 

11:00 – 
11:30 

    
 

11:30 – 
12:00 

    
 

30 MIN BREAK 
 

12:30 – 
13:00 

   
 

 

13:00 – 
13:30 

   
 

 

13:30 – 
14:00 

   
 

 

14:00 – 
14:30 

   
 

 

14:30 – 
15:00 

   
 

 

15:00 - 
15:30 

   
 

 

15:30 – 
16:00 

   
 

 

30 MIN BREAK 

16:30 – 
17:00 

   
 

 

17:00 – 
17:30 

   
 

 

17:30 – 
18:00 

   
 
 

 

18:00 –     
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18:30  

18:30 – 
19:00 

   
 

 

19:00 – 
19:30 

   
 

 

19:30 – 
20:00 
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Initial Temperature 

Testing 

Employee 

Temperature Reading 

Over  37.4 >

Employee issued face 

mask and relocated to 

isolation area / zone 

Employee issued 

Wilson Group 

COVID-19 

Declaration Form 

Employee declares 

YES to any or all three 

questions 

Employee declares 

NO to all three 

questions 

Fifth teen minutes 

stand down period 

prior to secondary 

test 

Employee 

Temperature Reading 

Under < 37.4 

Secondary Test 

Employee Temperature 

Reading Over  37.4 >

Employee Temperature 

Reading Under < 37.4 

Employee proceed 

into building premise

Employee to depart  

building premise

Temperature Testing Flow Chart 

• All information regarding temperature testing result(s) to be recorded in the 

Temperature Testing Checklist;

• All workers temperature readings will only be recorded as a PASS or FAIL ;

• In the event a workers initial temperature test result indicates a reading over 

>37.4 the respective worker, visitor or contractor reporting Supervisor or 

Manager is to be notified immediately;

• the event the worker is advised to depart the premises, the workers respective 

reporting Supervisor or Manager is responsible for arranging transportation of 

the worker;

• All workers who indicate a secondary test results greater than >37.4 will be 

advised by the respective reporting Supervisor or Manager to seek further 

advice from their medical professional before returning to the workplace.

• All follow up direction / messaging or correspondence regarding refusal of 

access to the building premises to be delivered by the workers respective 

reporting Supervisor or Manager
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