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1. Purpose 
Access4u recognises the risks and potential implications that a pandemic could have on customers, 
employees, volunteers, the organisation, and the community. 
 
Access4u is committed to effective pandemic management and providing a safe environment to 
customers, employees and volunteers that is free from health hazards, including pandemic diseases.    
 
Access4u recognises that in order to be effective, it is necessary to have a plan in place but also to retain 
a level of flexibility in responding to that plan and managing a Pandemic.  Therefore, this Pandemic 
Management Plan is subject to mandated Government direction and business needs generally.  
 
Access4u will manage a Pandemic in accordance with the Australian Health Management Plan for 
Pandemic Influenza and or relevant directions and or guidelines identified by the Government. Access4u 
recognises the importance of the following in effectively managing the effects of a Pandemic: 
• Prevention; 
• Preparedness; 
• Response; and  
• Recovery. 

 
The Pandemic Management Plan (Plan) has been developed to reflect a risk management approach to 
management of Pandemic that is proportionate to the level of risk, reduce the risk to customers and 
employees, make the best use of the available resources and minimise business disruption; and align 
with Government direction and regulatory obligations in the event of a Pandemic.  

 

Scope  This Plan applies to: all customers, staff  (including contractors) and 
volunteers  

Specific responsibilities CEO or delegate: ensures Pandemic management is aligned with a risk 
management approach and informs the Board of any status changes 
Managers: lead development and implementation of Stages 3 to 5; 
monitor and evaluate the risk assessment and management plan 
strategies; support effective communication with customers, 
employees and lead the recovery and restoration of business 
functions.  
All staff are required to be aware of this Plan and staff working directly 
with Customers / participants must implement a risk management 
approach to prevent or minimise the transmission of infection. 

Plan approval  CEO 
 

Standards  Australian Health Sector Emergency Response Plan for Novel 
Coronavirus (COVID-19)  

Australian Health Management Plan for Pandemic Influenza 
(AHMPPI) 

2. Responsibilities and delegations  

Plan context – this Plan relates to:  
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Australian Guidelines for the Prevention and Control of Infection in 
Healthcare (2019). 

 National Safety and Quality Health Service (NSQHS) Standards 
(2nd edition) 

Legislation Emergency Management Act SA 2004 

Work Health and Safety Act 2012 (SA)  

Contractual obligations NIDS Provider  

Organisation policies  Infection Control Policy  

COVID-19 Suspected or Confirmed Flow Chart 

Business Continuity Policy 

Business Continuity Plan 

Risk Register 

Risk Management Policy & Framework  

Forms, record keeping, other 
documents 

Risk Assessment and Action Management Plan COVID 19 
Template  

 
3. Definitions 

Pandemic   - An epidemic of disease occurring worldwide, or over a very wide area, crossing international 
boundaries and usually affecting a large number of people. 

4. Organisational Requirements  
4.1 Government Direction  

In the event of a Pandemic, Auccess4u has an obligation to follow Government directions and 
relevant legislation  Subject to any Government requirements, Access4u will: 

• Monitor government communications regarding Pandemic from sources, including: 
o SAHealth as the South Australian Control Agency for human epidemic events 
o Commonwealth Department of Health 
o Commonwealth Department of Homme Affairs for Emergency Management 
o Other State or Federal government authorities, including: NDIS Quality and Safety Commission. 
o World Health Organisation (WHO) 

• Respond to outbreak controls in accordance with Government direction, which may include:  
o Quarantine processes in accordance with Government directions, which may include a 

requirement to isolate people, places, building. 
o Advising works against, or imposing conditions on, any unnecessary travel; and if the spread of 

the Pandemic escalates, temporarily closing or isolating public places, facilities, programs and 
workplaces. 

 
4.2  Quarantine and leave 

 During a Pandemic, Access4u organisational Leave Policy and relevant procedures will apply, except 
to the extent they are inconsistent with any Government Directions, relevant regulatory obligations 
or this Plan.   Due to the need for flexibility based on each scenario that may occur, employees 
quarantine and leave will be managed in accordance  with the following: 
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• ‘High Risk’  

o If Government Directions are that a certain group of people, who are at ‘High Risk’,, should 
quarantine (including self-quarantine), and any employee falling within this group must 
refrain from entering the workplace.  

o The employee can use any available paid personal leave during any prescribed ‘incubation 
period’.  If no paid personal leave is available, any available unpaid personal leave must be 
used or leave without pay can be used. 

• ‘Moderate Risk’  
o If Government Directions are that a certain group of people are at ‘Moderate Risk’ but are 

not recommended to quarantine, any employee falling within this group may still be directed 
by their Manager to self-quarantine. 

o In this cases, the Manager, in conjunction with the CEO or their delegate, will review each 
cases and determine if it is feasible for the employee to return to work, or organise 
alternative work arrangements during any 14 day ‘incubation period’. 

• Possible Infection 
o Regardless of the above scenarios, if any employee suspects that they may have been in 

contact with the Pandemic disease they must self-quarantine and use their personal leave 
during any prescribed ‘incubation period’.  If no paid personal leave is available, unpaid 
personal leave must be used or leave without pay can be used.  

• No Risk – Precautionary  
o Unless one of the above scenarios apply to an employee or they are otherwise directed by 

their Manager, employees are required to attend work as usual in accordance with their 
Contract of Employment. 

o There may be situations when a particular employee wishes to take precautionary measures 
and stay away from the workplace despite no Government Direction to do so. In this case, 
the employee, in accordance with their Contract of Employment, must discuss options with 
their Manager.  

 
4.3  Risk Management and Assessment 

A risk management approach is to be applied in the case of a Pandemic to ensure that proactive 
measures are in place to understand the risk and mitigate the impact on Access4u customers and 
employees.  Risk assessment is required for the following five stages of Pandemic management: 
1) Preparedness 
2) Response 
3) Standby 
4) Action  

a. Initial Action 
b. Targeted Action 

5) Stand Down  
Stages 3, 4 and 5 align with the requirements of crisis management as specified in the Business 
Continuity Framework.   Each of the stages are intended to be flexible and my change in the course 
of responding to the Pandemic.  
 
Stage 1 Preparedness (general planning) 
Preparedness, is ‘business as usual’ when there is no evident threat of Pandemic.  Access4u will:  

• Regularly update current infection control practices and policies 
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• Regularly update emergency and Pandemic management practices and relevant policies 
• Monitor the emergence of disease through usual government and industry communication 

channels, as outlined above 
Employees are to adhere to Access4u policies and directions, including maintaining hygienic practices 
in accordance with the Infection Control Policy. 
 
Stage 2 Response – Standby  
This stage occurs when the WHO indicates that a Pandemic is likely to occur or is occurring.  As soon 
as Access4u is aware of a potential Pandemic, a Standby Risk Management Plan is required. Strategies 
include: 

• Monitoring of communications and directions from relevant authorities 
• Identify at risk customers and employees 
• Frequent communication to ensure correct, timely and authoritative information on 

Pandemic to customers and employees 
• Review quality assurance of infection control processes to ensure compliance 
• Review stock, including Personal Protective Equipment (PPE), cleaning materials etc) and 

other requirements including medication supply, to plan for emergency response 
requirements 

• Encourage advance planning directives of customers, where appropriate 
• Review of Business Continuity Plans to ensure currency of information related to critical 

business functions 
• Social distancing measures, review and update all relevant human resource policies such as 

flexible working arrangements, fitness for work, leave entitlements 
• Temporarily minimise or eliminate meetings in the workplace to reduce transmission, 

consider use of alternate forms of meeting, online etc.  
• Cancellation of large gatherings 
• Isolation, including requirements for employees to remain away from the workplace if they 

have travelled to affected areas, are affected or had contact with affected persons 
• Supporting mental health and wellbeing of employees who may be concerned about the 

Pandemic, including access to employee assistance programs 
• Limiting non-essential business travel to affected areas, refer to Smart Traveller website for 

current advice.  
 
Stage 3 Response - Initial action 
Response is required when there are Pandemic cased detected in Australia and or South Australia 
that creates a growing risk of contracting the disease in the community.   At this point strategies must 
be in place to manage customers and employees affected by the disease, prevent further 
transmission and maintain continuity of business.  
 
A ‘Response’ Pandemic risk assessment and management plan with relevant Managers for their 
respective areas leading any actions required for their plans, including: 

• Implementing infection control processes including transmission-based precautions, 
environmental cleaning, quarantine of those customers and employees affected, lockdown 
of areas, tracking and reporting of cases and status 

• Maintaining safety, quality and infection control standards for customers and employees 
• Antiviral strategies, such as deep cleaning by specialist cleaners 
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• Responding to communications and directions from relevant authorities and reporting as 
required 

• Implementing a process to allocate resources and prioritisation f existing activities to support 
the Pandemic response.  

• Developing, if required, an emergency response team with key staff, delegations, escalation 
and reporting 

• Developing a communication plan with key contacts, internal and external communication 
channels, tracking and communicating 

• Communicating a consistent and timely message to engage Access4u employees and 
customers effectively in Pandemic response measures and to build trust and confidence 
when there is broader vulnerability 

• Timely activation of Business Continuity Plans for maintenance of critical business functions 
• Emergency service and workforce planning for increasing, decreasing or altering services / 

programs and changes to deployment of employees (for example lockdown, sick leave) 
• Engagement with external resources such as essential services, clinical and hospitality 

supplies, customer general practitioners, agency staff, food and domestic supplies 
• Provision of education and train to employees on Pandemic risks, infection control measures 

and other relevant emergency responses.  
 
Stage 4 Response - Targeted action 

• At this stage there is likely to be an increased response by the State and Federal Governments 
and there are significant impacts on business operations and continuity 

• Continuity planning and response is required when there are an increasing number of 
Pandemic cases detected in Australia and or South Australia, with associated morbidity and 
mortality.  The Managers will continue to lead the planning and response by: 
o Monitoring and evaluating the emergency response strategies 
o Implementing any vaccination program and or antiviral program relevant to the 

Pandemic and maintain a register of vaccination status of customers and employees as 
applicable.  

 
Stage 5 Response  - Stand-down   
Stand down occurs when there is no longer a major public health threat.  The main purpose of 
recovery and restoration occurs to return organisations to a long-term acceptable and sustainable 
capability, for Access4u this will require the Managers to lead, where required:  

• Cessation of any emergency response strategies implemented that are no longer required 
• Development of transition strategies for business as normal 
• Monitoring in case of a second wave of the outbreak 
• Communication on the return from emergency response to ‘business as usual’ services 
• Undertaking a full debriefing to evaluate systems and revise policies.  

  


