








Guidance Action to ensure effective record keeping 

Record keeping 

Establish a process to record the
attendance of patients and visitors. 
Records are only to be used for 
tracing COVID-19 infections and must 
be stored confidentially and securely 

Our appointment software keeps contact records of all in attendance for more than 
15minutes. 

Employers should make staff aware of 
the COVIDsafe app and the benefits of 
the app to support contact tracing if 
required. 

Our Clinic ensures all staff are aware of the COV/DSafe app and how to use it and 
encourage all to download it. 

Cooperate with your state government 
health service if contacted in relation 
to a positive case of COVID-19 at your 
workplace, and notify your state 
health body. 

Our Clinic ensures all staff are advised of the impo,tance of cooperating with State 
Health Authorities in response to a positive case. 

Procedure if a staff member or patient that has symptoms or pre­
screening indicates are high COVID-19 exposure risk: 

IF NOT SHOWING SYMPTOMS, BUT MEETING RISK CRITERIA: 
The patient will be provided with a mask and informed that in line with government protocols, we are unable to treat 
them and they are to immediately self-isolate at home for 14 days from the potential COVID-19 exposure. 

IF SHOWING RESPIRATORY SYMPTOMS OR FEVER: 
Follow same process as above but additionally inform them to seek medical advice by calling their GP or one of the 
following relevant health advisory line: 

• VIC: Dedicated COVID-19 helpline on 1800 675 398

• National Coronavirus Health Information Line: 1800 020 080

If it is confirmed that a patient has tested positive for the virus, cooperate fully with health authorities once 
contacted and adhere to all relevant protocol. 

I acknowledge I understand my responsibilities and have implemented this 
COVIDSafe plan in the workplace. 
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