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1.

INTRODUCTION

The COVID-19 pandemic has effectively shut live entertainment in Australia and New
Zealand and the impacts of COVID-19 are expected to have long-lasting effects on the venue
industry.
We have experienced closures of public entertainment spaces, delays and cancelations of
touring shows; and the restriction of free movement of people to reduce infection rates and
“flatten the curve”.
What has been evident in recent months is that the continued reduction of infection numbers,
and a clearer understanding of cluster origins is allowing cities the opportunity of gradually
easing lockdown restrictions.
As states and territories continue to stabilise their infection rates and further understand the
origins of their clusters, there has been an increasing confidence in reopening places of public
entertainment as seen in WA, SA, and QLD. As we approach the easing of lockdown
restrictions, we as Venue Operators must now acknowledge the public sentiment of safety in
places of mass gatherings and focus on addressing the requirements of providing safe
venues for when the live entertainment business returns. In addition to being mindful of
possible new outbreaks and mitigating the risk of this occurring in our venue.
To ensure that the Palais Theatre is prepared for the reopening, a Venue Safe Reopening
Strategy and Guidelines has been developed. This strategy and the guidelines take into
consideration the processes, capital investment and additional resources required to operate
the Palais Theatre safely and minimise the risk of transmission for patrons, staff and the
artists.
The following recommendations have been developed after researching global leading
practices, which have been successfully employed to control the spread, trace and record
the origin of clusters throughout Australia and New Zealand, We take the local direction from
The Department of Health and Human Services Victoria.
In addition to the above sources we have also sought inspiration from the World Health
Organisation’s best practice for Places of Mass Gatherings and collaborated these ideas with
the Palais Theatre Venue Safe Working Group and our regional Management to determine
the viability of implementing these measures the Palais Theatre.
This report outlines in its view current best practices for operating places of public
entertainment, and at the time of development, incorporates information publicly available
regarding the COVID-19 virus and known modes of transmission and mitigation procedures.
The key issues addressed include:
•
•
•
•
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Risk identification
Mitigation measures
Public communication
Results monitoring and recording
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We understand that our knowledge of COVID-19 is improving all the time and what is
considered best practice in providing safe venues is constantly evolving, we therefore intend
to constantly review and enhance this document and also produce specific policies and
procedures for selected events.
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2.

EXECUTIVE SUMMARY

The Palais Theatre has recently been given approval by the Victorian Government to reopen
our doors for up to 1000 people. These approvals are based around our ability to create and
maintain a safe as practical environment for our patrons. Our ability to influence this decision,
while maximising the allowable capacities, will be directly attributable to our planning and the
Venue Safe Plan.
When we consider what success looks like in operating a safe venue, we need to also
consider the cost of success. Providing a safe place for mass gathering will, for the
foreseeable future, come with limitations. These limitations will be in the form of the audience
or artist experience by virtue of lower capacities and more strenuous conditions of entry,
combined with fiscal challenges associated with fewer events, lower rental rates, lower
attendances and higher operating costs.
If we are to accelerate the reopening of the Palais Theatre and accept tighter operating
conditions for the short to medium term, it is necessary for us to acknowledge that public
health should be a priority, above privacy, but only when it comes to any mandatory health
declarations requirements placed on us by Government and/or council as a condition of entry.
These changes and requirements have been broadly accepted by Australians as a trade off
for an accelerated return to Live Performances.
Our highly experienced Emerging Markets & Australian Venue Development team has
developed and refined the reopening strategy to be able to create this enclosed report, known
as “Venue Safe”, with the objective of safely reactivatiing the Palais Theatre.
After spending months in lockdown and experiencing social movement restrictions, our
Emerging Markets & Australian Venues team have extensively researched regional and
international methods relating to technology, queuing techniques, hygiene & cleaning, and
operational standard operating procedures (SOP’s) that should enable the Palais Theatre to
reopen safely while we also monitor and prepare for future potential outbreaks.
It is important to note there is no silver bullet solution for COVID-19 until there is a vaccine
available, or until the virus runs its course and is effectively eliminated. Attending places of
mass gatherings will always carry a residual risk until such time. Public and staff training and
education regarding good hygiene practices, social distancing, sanitisation measures and
changed patron behavior will significantly lower this risk.
Our recommendations are set forth in this document on how to effectively mitigate the risk of
operating the Palais Theatre moving forward.
The key to providing a safe mass gathering environment is based on developing a detailed
plan around the following factors:
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New Management Procedures
Having a thorough understanding of the Victorian infection rates and clusters and how the
COVID-19 virus is transmitted, and the potential hazards within our venue will allow our teams
to develop and evolve our mitigation plans and procedures to create and sustain a safe
environment. .
Staff Ownership
Our staff are our most important asset to deliver a safe venue – without their contribution and
assistance to develop a venue-specific plan, there is little likelihood of creating a safe
environment and regaining the confidence of our patrons to return to live entertainment.
The key to our success will be the creation of a working group to identify risk, develop
mitigation plans and write training programs. The Venue Manager has immediately identified
key personnel within the team and assigned the hazard assessment, mitigation planning, onthe-ground management and monitoring of the redeveloped COVID-19 SOPs.
Communication
Understanding the appetite of our patrons to return to places of mass gatherings, along with
their specific concerns after the relaxation of social distancing laws, is critical to the
development of our reopening strategy. Our team has developed and published a detailed
survey which will inform us of patron sentiment as it relates to returning to live entertainment,
as well as the new entry conditions patrons will accept.
Our communication strategy will be key to reaching and informing our patrons of the new
entry conditions and operational changes we’ve employed to create and maintain a safe
place of live entertainment for the near future.
In conclusion, we believe that there is a graduated and cost-effective approach to
reintroducing live entertainment back to the Palais Theatre via the investment in technology,
staff-led initiatives, a new way of thinking and a well thought out and implemented Palais
Theatre Venue Safe Plan.
The contents and recommendations of the “Palais Theatre Safe Venue” strategy will
change over time as global responses and preventative technology are developed. Revision
of this strategy will be updated on a regularly basis or as significant changes to the COVID19 are developed.
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OPERATIONAL HAZARD IDENTIFICATION

3.

Prior to reopen the Palais Theatre, Venue Management has ensured we have a thorough
understanding of the COVID-19 hazards in Victoria and Australia, the Palais Theatre, Tour
Group, Artist and Audience. The development of a key hazard register and mitigation
measures was essential to how we minimise the risk of transmission within the venue.
Once the key operational hazards were identified, our Venue team has decided what hazards
can be eliminated or reduced to an acceptable level through the employed mitigation
measures. The description, location and categorization of the hazards has been identified
and recorded, using the Hazard Identification template located in Appendix A. All hazards
that are managed by mitigation measures must be measured and monitored on regular basis
to ensure the solution is fit for purpose and the identified hazard no longer presents a concern
to the venue operations.
Below are the critical elements of the venue operation and environmental conditions that
were assessed during the hazard identification process prior to reopening to the public.
Victorian Government Approval and Obligations
No decision to reopen the venue can be made in isolation and approval is required from the
Victorian Government, and this must be secured prior to seeking internal approval to reopen
our doors.
There is no expectation that the Palais Theatre will open under the same terms and conditions
as previously operated and therefore we must expect a new level of capacity restrictions,
social distancing measures, enhanced cleaning and sanitising measurers being required until
a vaccine has been developed. We anticipate that the Palais Theatre will need to implement
the following types of measures as part of our reopening strategy.
•
•
•
•
•
•

•
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Patrons being required to complete
individual details via QR code for
contact tracing purposes
Implement Social distancing
strategies
Supplying staff with appropriate PPE
Enhanced staff training
Wearing of masks for patrons, will be
subject to Government Guidelines at
that time ,and gloves will be on hand
for patrons should they wish/need
Regular sanitising of the Venue
between events

•
•
•

Availability of hand sanitiser at
strategic locations within the venue
Signage promoting good hygiene and
social distancing practices
Communication plan for hirers,
patrons and media.
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Each of the mentioned mandates has been factored into the viability of the venue from both
a financial and operational perspective when considering the recommencement of operation.
Methods of Transmission
The transmission of the COVID-19 virus (formally known as SARS-CoV-2) is currently
understood to occur by close or direct contact with infected people or through indirect contact
with surfaces in the immediate environment, or with objects used by an infected person.
The risk associated with transmission of the virus can be greatly reduced by employing
frequent hand hygiene, wearing of face masks (as government requires), respiratory
etiquette, environmental cleaning and disinfection, as well as the importance of maintaining
physical distances. These are all measures the Palais Theatre will incorporate into our new
operating procedures.
Aerosol Transfer and High-Risk Areas
The COVID-19 virus is spreads between people, mainly when an infected person is in close
contact with another person. The virus can spread from an infected person’s mouth or nose
in small liquid particles when they cough, sneeze, speak, sing or breathe heavily. These liquid
particles are different sizes, ranging from larger ‘respiratory droplets’ to smaller ‘aerosols’.
Other people can catch COVID-19 when the virus gets into their mouth, nose or eyes, which
is more likely to happen when people are in direct or close contact (less than 1 metre apart)
with an infected person.
A person infected with COVID-19, even one with no symptoms may emit aerosols when they
talk or breathe. Aerosols are infectious viral particles that can float or drift around in the air
for periods up to three hours.
As a rule, venues are places of mass gathering and trying to manufacture or enforce social
distancing is unlikely to be 100% achievable. To further reduce the risk of our venue
becoming a new cluster and place of transmission, the Venue Management team has
considered the management and dwell time in areas of high density within the theatre such
as foyers, bathrooms and in front of venue, to avoid aerosol transfer. These include:
•
•
•
•
•
•
•
•
•
•
•
8

Staggered entry times
Move to a cashless Venue
Introduce F&B mobile app ordering system
Upgrade public wash rooms to touchless technology where feasible
Install fixed and mobile sanitisation stations in key locations around the Venue
Patrons will be required to complete a contact tracing form
Reduction of capacities for our events
Enhanced staff and contractor training
Enhance venue induction process
Opening our internal and external doors at the same time, to encourage movement.
Implement queuing and movement strategies
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•
•
•
•
•

Use of masks by all Staff as directed by management under Government Guidelines
Good hygiene and social distancing signage
Introduce hands free technology where feasible
Robust cleaning and sanitising process
Other such measures

Details on the above measures can be found in the Entry Screening, Building Services and
Catering sections of the report and the Standard Operation Procedures in the appendix.
Surface Transfer and High-Risk Areas
The COVID-19 virus can also be spread through contact with contaminated surfaces or
objects. For example, a person who touches a surface or object contaminated with the
COVID-19 virus can be susceptible to contracting the disease by touching their own mouth,
nose, or possibly their eyes.
Surface Viability Periods
•

•

In terms of viral viability, the COVID-19 virus is thought to be more persistent on plastic
and stainless steel than on copper and cardboard, and viable virus can be detected
up to 3-7 days after contamination of these surfaces.
On copper, no viable COVID-19 virus was measured 4 hours post-contamination. On
cardboard, no viable SARS-CoV-2 was measured after 24 hours.

The Venue Management Team have undertaken a detailed patron, staff and artist journey
throughout the venue to identify surfaces most at risk of virus transmission. Areas that attract
regular human contact have been assessed and mitigation measures developed to minimise
the likelihood of transmission.
Areas that were considered for the Patron journey include:
• Lift buttons
• Glassware and non-disposable cutlery
• Door furniture
• Tables, Chairs and Benchs
• Sanitary fittings such as taps, toilet flusher and urinal buttons
• Hand driers
• Soap dispensers
• Sanitiser dispensers
• Handrails
• Theatre seating
• F&B Outlet surfaces.
• Money
• Cloaking items
Areas that were considered for the Artist journey include:
9
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•
•
•
•
•
•
•
•

Dressing rooms
Common production equipment such as microphone and stage equipment
Catering Areas and Equipment
Door furniture
Sanitary fittings such as taps and toilet flusher buttons
Hand driers
Soap dispensers
Sanitiser dispensers

Areas that were considered for the Staff journey include:
• Changing room and sign on room
• Administration area
• Box Office & cloak room
• Entry equipment such as scanners, security wands, thermometer scanners, etc
• Food and Beverage Outlet surfaces, fridge doors, POS and EFTPOS terminals.
• Door furniture
• Sanitary fittings such as taps, toilet and urinal flusher buttons
• Hand driers
• Soap dispensers
• Lift buttons
• Sanitiser dispensers
• PPE
Monitoring local Infection rates and cluster locations
The easing of restrictions has begun to occur within Victoria. While on the surface the easing
of these restrictions appears to be beneficial to places of public entertainment, the Palais
Theatre needs to be fully aware of the infection rates and cluster locations in local proximity
for the longer term. The Venue Manager and Management Team have an intimate
knowledge of the infections rates and cluster origins within our local area to be able to make
an informed decision about reopening, or to pro-actively mitigate patron sensitivities around
attending venues once more.
The Event Manager has a log of daily infection and clearance rates, which will quickly help
the team assess the readiness of our venue and determine the safe reopening of the venue.
In addition, the report keeps our venue up to date with state by state restrictions from an
industry perspective.
For example, when we take the recent example of the second wave infection numbers in
Melbourne, it would seem that opening a venue would greatly increase the risk the
transmission throughout the community. However, understanding the origins behind the
spike quickly informs us that new infections are primarily due to location-specific or industryspecific clusters such as the spike in cases due to Meatworks and distribution centers, all
of which are now under control and undergo regular proactive testing of staff to catch any
new outbreaks early.
10
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Community spread has not been associated just with the elderly but with the under 40yrs
population. The majority of these infections would be included within the demographics
attending our venue so we must take this into consideration with our plan of reopening and
this knowledge will be hugely valuable when assessing the risk of virus transmission
associated with reopening our venue in conjunction with our newly introduced mitigation
measures.
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The Event Manager has created a Daily Infection document such as below, that has been
used effectively in other regions. Sample below.

Daily Infection Tracking Data

Staff and Contractor Training
As we contemplate new regulations associated with venue operation, either imposed upon
us by the Victorian Government or internally via new best practice, we must consider
enhancing the training of our operating team to meet these new conditions.
Whether it be in the next month, or next year, operating the Palais Theatre will have changed
significantly. Prior to opening, the Venue Manager will develop and conduct detailed training
courses that adequately explain the new SOP’s and the respective changes to staff duties to
minimise the likelihood of transmission.
At a minimum, the following areas of our operation have been considered and new SOP’s
drafted:
• Pre-event communications via the venue website and social media platforms, or other
online presence.
• PEAP’s (see sample in Appendix A)
• Consumables (PPE, sanitiser, hand soap, etc.) control and distribution
• Venue modes and FOH furniture placements
• Entry screening and patron data collection as per expected government guidelines.
• Venue cleaning and sanitising (pre-, during and post-event)
• Food and Beverage, and Catering Services
• Waste disposal
12
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•
•
•
•
•
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Alerting authorities to patron(s) with potential COVID-19 symptoms
Cloaking
Queuing and patron movement
Post-event reporting
Administration layout and operation
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Viability of Contractors and Event Owners
The lockdown period has seen significant impacts in our industry, and there will inevitably be
suppliers and organisations critical to the delivery of live entertainment within Australia that
may not be viable options when our venue reopens. To monitor continuity of our venue’s
supporting suppliers and to ensure a seamless reopening process, our Management Team
have undertaken the following actions:
•
•

Identify all critical suppliers and regularly monitor the health of their business
Develop a contingency plan to deploy should any of our critical contractors cease to
operate.
• Regularly communicate with our promoters and hirers to keep them up-to-date with
progress of the venue and receive a better understanding of their pressure points and
ability to continue trading.
• Work with the Palais Theatre’s critical suppliers to communicate our revised SOP’s
and expectations.
• Request regular reporting from our critical suppliers on their readiness to reopen
• In conjunction with Bookings Manager, develop reopening rental deals to stimulate
and encourage the return of live entertainment bookings to the venue
• Work closely with local Government and Council to determine if there are any stimulus
packages that our venue might be able to access to encourage and promote public
entertainment.
Regardless of government permission to
reopen places of mass gatherings, we
must fully understand the risks associated
with populating our venue. Recognising
the hazards attributable to our operation
and the potential mitigation plans will help
internally inform our reopening decisions.
Venue Management has completed a
COVID-19 specific risk assessment to
better inform themselves of the risk of
reopening the Venue and include this in our
ongoing event and production risk
assessments.
The Risk Assessment template in
Appendix A is a recommended guideline
and will used to measure both the initial
and subsequent risk of the hazard after the
mitigation measures have been applied.
14

The Venue team will look to eliminate all
risks first and foremost, and then control
via substitution or controls as per the Risk
Pyramid below.
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Event Contracting
Assessing the risks associated with individual events is standard practice for the Events
team, however another vital layer of risk factor’s now needs to be mitigated – the age of our
venue patrons.
People of all ages are susceptible to COVID-19; however, evidence to date suggests that two
groups of people are at the highest risk of developing severe COVID-19 symptoms. The two
groups are older people (i.e., people over 60 years old); and those with underlying medical
conditions (such as cardiovascular disease, diabetes, chronic respiratory disease, and
cancer etc.).
With these groups in mind our Bookings Manager, as a priority, will always review the age
profile of the target segment of patrons likely to attend an event prior to contracting with a
hirer. This will ensure that control measures put in place provide adequate protection for the
expected audiences.
Technology
Technology offers one of our greatest opportunities to effectively and safely manage the
newfound hazards to establish a safe setting for our staff and patrons in the post COVID-19
environment. The use of technology for screening, reduction of common contact points, air
movement and tracking of patrons will be vital components of our reopening strategy.
Given the significant cost of specific automated and computerized solutions, we need a
balanced approach in our proposed mitigation measures to ensure a cost-effective option is
in place prior to the reopening of our venues.
Throughout this strategy we have identified potential technology initiatives that have been
considered by the venue, to not only lower the risk of transmission but also introduce further
efficiency within our operation.
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4.

COMMUNICATIONS

One of the biggest challenges industry leaders face is demonstrating to our patrons that the
venue is once again a safe place to attend and socialise. Given the data from several
international surveys, it is clear there is an appetite for the return of public entertainment and
sports; however, this is balanced by safety concerns, chiefly the threat of contracting the
COVID-19 virus at a venue.
Given the significant updates to our modes of venue operation and the material changes to
the patron experience attending an event, a clear communication strategy will be developed
and implemented prior to reopening. In conjunction with our Communication and Marketing
team, the Venue Management team will roll out a plan that succinctly highlights our changed
operating procedures as they relate to the patron journey and overall safety.
The messaging will also communicate our proactively implemented measures e.g. deep
cleaning, sanitising, entrance screening and capacity monitoring procedures. The aim is to
provide some confidence that we understand the risks of reopening the Palais Theatre and
have procedures in place to minimise the likelihood of transmission during their time spent at
the venue.
Our Marketing, Ticketing and Venue team has worked together to develop relevant
communication collateral and identify which channels to communicate through, meaning we
can efficiently and clearly communicate our updated operating procedures to patrons and
other relevant audiences.
Our messaging includes the following minimum information regarding our forthcoming events
and venue operation:
•

•
•
•
•
•
•
•
•
•
•
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Venue entry procedures
o Queueing
o Patron Declarations
o Mask requirements
Allow Additional time for entry due to
entry requirements
Social distancing seating plans
Patron exiting plan
Changes to the conditions of entry
Changes to venue capacity
Offering of patron PPE (masks,
gloves and sanitiser)
New cleaning procedures
Sanitising strategy
Touch free technology where feasible
Cashless Venue

•
•
•

Changes to F&B services such as
online ordering.
General event information
Reinforce patron safety and
compliance with all government
guidelines as our top priority
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To ensure key venue messages are communicated to our patrons in a timely and coherent
manner, Venue Team will detail and outline within our plans the below information for
preapproval by the Communication team:
•

Our platforms of communication
o Ticket purchase point
o Facebook
o Instagram
o Website
o EDM’s
o Other

•

Frequency of communications

•
•

Schedule of communications
Monitoring of communication

In-Venue Signage
Communications with patrons should not stop once they arrive safely at the venue.
Once inside, we have an opportunity to continue the education process of how best to
participate safely inside the Palais Theatre. The Venue Manager and Events Team have
factored in venue signage and small handouts into our new operational procedures, including
a running schedule of key messages to be broadcast at every show or event e.g. how we
prefer our patrons to interact with our staff and our venue. Some of the key messages we
need to reinforce include:
• F&B operation
• Screening and entry requirements
• Contact tracing
• Queuing & movement
• Conditions of entry
• Social distancing
• Other
• General hygiene
•
•

Cleaning & sanitizing
Wearing of masks (as required by
Government Guidelines)

During the phases of reopening, we are bound to encounter negative feedback or queries
from the media. It is important that a media policy is in place with clear guidelines to raise
these queries to Jackie Antas – VP of Communications. However, with patrons and venue
hirers no doubt eager to feel a sense of normality, the tone of our communications should
remain positive and upbeat regarding the return of live entertainment to the Palais Theatre.
17
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Some key messages to reinforce:
•

•
•

Resilience of live music: we are positive about the future of live music, highlighting the
ongoing growth live music has made over the last 30 years, weathering through
various economic challenges. Messaging should always be specific and appropriate
to the region where a venue operates.
Long-term supply demand: shows are rescheduling not canceling. We will still capture
the majority of our revenue, today’s pandemic won’t last forever, and we will be ready.
Helping however we can: as leaders in live performance, we’re committed to doing our
part to help curb this situation, Live Nation Australia, has already taken steps to
support the touring and venue staff that are backbone of our industry.

Our communications program should be viewed and interpreted as a unique opportunity to
express not only our optimism for the future but also the serious and professional measures
in place to effectively manage our venue portfolio. Getting the tone and messaging of our
communication right provides us with an opportunity to distance ourselves from our
competitors and highlights the Live Nation standard as the benchmark for the new industry
best practice.
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5.

VENUE CLEANING

As we have seen over the last few months, the cleanliness of places of mass gatherings has
a significant influence on mitigating against the spread of COVID-19. As such, our venue
cleaning services have become more important than ever to maintain a safe environment for
our patrons and artists.
Once our venue hazard identification process was completed, the Palais Theatre
Management Team now have an intimate knowledge of the high-risk areas within the venue
and have put in place effective plans to manage these.
Currently there is a surfeit of information in the market regarding the best practice for COVID19 cleaning processes, consumables and services. It remains vital that the Venue Manager,
Operations Manager and our Cleaning Contractor, understand the difference between what
might be useful and is cost effective and viable for the business, versus what might be
considered excessive.
The quality and efficiency of cleaning and sanitisation services could have a knock-on effect
on our ability to secure the approval to reopen or on the new venue capacity with social
distancing in mind. The following points are to ensure we have a thorough, compliant and
relevant cleaning plan in place.
Ownership
The Operations Manager is the member of our team to ‘own’ the cleaning delivery – if it’s not
monitored, it’s not managed. Due to the seriousness of hygiene in this new normal, one of
our senior team must be responsible for the ongoing delivery of cleaning services with clear
deliverables and timeframes set out within the venue PEAPs.
Schedules
To ensure all items within the initial hazard identification assessment are adequately
managed, a detailed cleaning schedule and SOP has been developed. These schedules
clearly describe how each hazard should be treated and are supplementary to the venue’s
existing cleaning procedures. Cleaning schedules cover the following phases of venue
operation:
Periodic Deep Clean
The concept of a deep clean is not a new one for our venue; however, addressing the issue
of long-term sanitisation within the periodic clean to minimise the likelihood of contact
transmission is something we now need to consider. Over recent months, numerous products
and treatments have been released into the market which promise to be viable long-term
sanitisation solutions, but the efficacy of these new products remains untested against the
COVID-19 virus.
As the COVID-19 virus is a newly discovered coronavirus, reliable studies have yet to be
published on sanitisation products effective against the COVID-19 virus.
19
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We hence need to base our cleaning protocols and assumptions on previously published
scientific studies around the greater family of coronaviruses, to which the COVID-19 virus
belongs.
In line with Live Nation standards, deep cleaning of our venues with disinfectant approved for
use against SARS-Cob-1 should be undertaken on a monthly basis until a vaccine is found.
To facilitate the process, our venue will be using equipment such as electrostatic sprayers,
foggers and misters to ensure hard-to-reach surfaces are not missed.

Electrostatic Sprayer

Fogger

Pre-Event Clean
The pre-event clean should only consist of a touch-up service to ensure our venue is in
presentable and hygienic condition, and that all consumables have been refreshed prior to
doors opening. In addition to the venue’s typical pre-event clean, the additional measures
should be considered:
•
•
•
•
•
•
•

Sanitisation of all shared cleaning equipment at the beginning and end of each shift
Treatment of all contact surfaces, as identified within the initial hazard assessment,
with an approved disinfectant (see list in Appendix A)
Replenishment of all public sanitiser pump bottles located throughout the venue
Check of all temporary COVID-19 advisory signage to ensure its presentable
Replenishment of all staff temporary PPE (masks and gloves)
Completion of Pre-Event Checklist, ensuring it is signed and saved on shared Box for
every event.
Complete cleaning in line with check list.

During Event Cleaning
The event day cleaning process is essentially a reactionary measure to ensure our venue is
consistently hygienic and fit for patron attendance. This also provides a visual for our patrons
to give them reassurance that our venue is taking cleanliness seriously.

20
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In addition to the venue’s existing cleaning schedule, the following should be completed:
•

•
•
•
•

Regular treatment – no less than once an hour – of all contact surfaces identified within
the initial hazard assessment with an approved disinfectant (please refer to the list in
Appendix A)
Furniture and bathroom spaces in the public and back of house areas that are in use,
should be sanitised no less than once an hour.
Replenishment of all public sanitiser pump bottles located throughout the venue
Check of all temporary COVID-19 related advisory signage to ensure they remain
presentable
Clearance of waste bins as required

Post-Event Clean
The post-event clean is a comprehensive clean of the venue in preparation of the next event
day. In addition to the existing cleaning procedures, the following should be addressed:
•
•
•
•
•
•

Sanitisation of all shared cleaning equipment at the beginning and end of each shift
Treatment of all contact surfaces identified within the initial hazard assessment with
an approved disinfectant (see list in Appendix A)
Replenishment of all public sanitiser pump bottles located throughout the venue
Check of all temporary COVID-19 related advisory signage to ensure they remain
presentable
Replenishment of all staff temporary PPE (masks, hand sanitiser and gloves)
Complete inventory log and order consumables to replenish to agreed stock levels

A Palais Theatre Cleaning schedule for each phase of the operations is attached in Appendix
A.
Hand Sanitiser
While there is little substitute to eliminating the COVID-19 virus from your skin than thoroughly
washing your hands, this may not always be practical. To further reduce the likelihood of
contact transmission, the use of alcohol-based hand sanitiser is a recommended alternative.
The sanitizing solution needs to be a minimum of 60% alcohol to eliminate most viruses and
disease-causing microbes, and typically contains active ingredients such as isopropyl
alcohol, ethanol (ethyl alcohol) or n-propanol.
Hand sanitiser will be available and dispensed at the venue free of charge and located at
regular intervals along the patron journey from entry to auditorium. e.g. entry to venue, entry
to auditorium, bathroom entries and near F&B outlets.
The provision of hand sanitiser and alcohol-based wipes will also be made in staff room,
meeting rooms, box office, staff room, cloak room and at work station areas.

21
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Disinfectant
Research has indicated that cleaning a household twice per day with domestic disinfectant is
effective in managing COVID-19 virus contamination. These guidelines can be adapted to
our venue cleaning protocols. In general, the United States Centers for Disease Control and
Prevention (CDC) suggest adhering to products approved by the Environmental Protection
Agency (EPA) that lists the human coronavirus as a target pathogen.
The International Air Travel Association (IATA) has also published guidelines to combat the
virus. These include using products containing compound quaternary ammonium salt (QAS),
double-chain quaternary ammonium salt, hydrogen peroxide or other chlorine-containing
disinfectants. For hydrogen peroxide, concentration should be no higher than 3% with a
recommended reaction time of 20 minutes, effective concentration of chlorine should be
within the range of 250mg/L-500mg/L, with a recommended reaction time of 10 minutes.
The information regarding the most effective disinfectant for regular cleaning is very broad
and can be overwhelming with multiple sources of information. Below is a table that lays out
the active ingredient concentration rates and contact time for a cleaning solution be effective.
Item:

Active Ingredient (A.I.)

Contact Time (mins)

1
2
3
4
5
6
7
8
9

Accelerated hydrogen peroxide# (0.5%)
Benzalkonium chloride* (0.05%)
Chloroxylenol (0.12%)
Ethyl alcohol (70%)
Iodine in iodophor (50 ppm)
Isopropanol (50%)
Povidone-iodine (1% iodine)
Sodium hypochlorite
Sodium chlorite (0.23%)

1
10
10
10
10
10
1
5
10

Within the appendixes is a list of commercial products that have been found to be effective
against the coronavirus family. Attached is list of products we will be using to clean venue in
appendix.
Sanitisation
Photocatalysts Nanoparticles
The Operations Manager has also investigated nanotechnology application. From recent
discussions with a supplier (Raze) in Hong Kong whose product is widely used in the public
transport and taxi industry, it is clear that such applications may be beneficial in terms of
durability, cost-effectiveness, and have wide-ranging applicability.
Photocatalyst nanoparticles work by being absorbed into most surfaces and form a durable
self-sanitising coating. Once the nanoparticles are activated by any form of light, the coating
on the surface attracts, captures and neutralises bacterial, viral and organic compounds.
The photocatalyst nanoparticle technology has a number of applications within the venue to
minimise the likelihood of contracting the virus. This could include, but not be limited to:
• Auditorium seating
• Front of house furniture
• Staff cleaning equipment such as mops, buckets, brooms, etc.
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•
•
•
•
•
•
•
•
•
•

Security screening equipment such as detection wands, barriers, thermometers, etc.
Commonly contacted surfaces such as handrails, door handles, lift buttons, etc.
Backstage production equipment
Green room
All Toilets & showers
Staff rooms & offices
Cloak room
Lift
Food & beverage outlets
Storerooms

One application/coating is estimated to cost approximately USD1.0 per ft2, and can remain
viable for up to 12 months. While this should not be the only form of defense against contact
transmission, it will be a valuable tool when combined with regular disinfecting treatments.

To provide further comfort that new cleaning and hygiene procedures and standards are
being met, the Venue Manager will be looking into engaging an independent contractor to
undertake an audit of our venue hygiene management system. This will aid in discovering
any potential weak points in the venue’s strategy and improve to protect artist, staff and
patron’s wellbeing.
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6.

VENUE OPERATION AND CAPACITY

The efficient management of patron capacity and entry screening will be critical to maintaining
a safe environment within the Palais Theatre. While there will be conditions placed upon the
venue from the Victorian Government in the initial stages of our reopening, our teams should
strive to identify cost-effective initiatives to instill patron confidence in our ability to maintain
a virus-free environment.
The current accepted practice of social distancing is incredibly difficult to govern within our
walls, particularly in busy areas such as the entry doors, foyers, backstage corridors and
auditorium. Therefore, we must introduce practices that vastly minimise the likelihood of
contact and aerosol transmission.
We must acknowledge the new normal and refrain from relying on previously accepted
practices that govern the operation of our theatre. There will be elements of venue operation
that will need to change significantly for the foreseeable future if we are to secure the
confidence of venue hirers and patrons alike to return to places of mass gathering. Some of
these include:
•

Venue capacities

•

Social distancing within the Palais
Theatre.

•

Entry, queuing and screening

•

Conditions of entry

•

Patron declarations

•

Staff safety

•

Patron age

Venue Capacities
As our ability to create space for social
distancing will be limited within many
indoor venues, other viable control
measures limiting both aerosol and contact
transmission will be explored.
Some
initiatives will include:
•
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Offering to patrons the choice in
wearing of masks and while in the
venue to limit the amount of aerosol

•

•

transmission, even once current
mandatory requirements lift
Opening of the internal and external
doors concurrently to provide more
circulation space in the venue.
Offer mobile ordering of F&B to be
delivered to patron, or pickup at bar,
to increase the patron density ratios
prior to the show.
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Limiting patron dwell time in high density
free movement areas where it is not
feasible to manage social distancing will be
the key to maximising our venue
capacities, while also providing the safest
possible customer journey for our patrons.

Handheld Infrared Thermometer
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Patron Declaration and Attendance Record
Another key factor in controlling the transmission of the COVID-19 virus is the effective
identification of new clusters and contact tracing. To suppress further infections, the
Government must quickly trace and inform all people who have been in contact with a newly
infected individual at the earliest opportunity. To achieve this level of tracing, information
regarding a patron’s movements and close contacts must be recorded and administrated.
it will be required by all people entering the venue including staff, visitors and patrons, to
submit a contact tracing form acknowledging and agreeing to the following information:
•
•
•
•

•
•

They are not currently being treated for COVID19
They are not waiting on results for a COVID19 test
They have not travelled internationally in the last 14 days
They have not, in the past 14 days, come in close contact with someone who
o (i) Is a confirmed COVID-19 case, OR
o (ii) Is part of a COVID-19 cluster
They have not exhibited sustained flu-like or respiratory symptoms within the last 14
days
They have not come in contact with someone who has returned from overseas and
he/she has been unwell within the past 14 days

If the patron agrees to the above statements, they will be required to supply the below
details via a QR code provided at entry:
Name:
Email:
Phone Number:
Once they ‘submit’ the information, the software will log the date and time of their information.
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This information will be kept on file for 28 days by Venue Management and surrendered on
request to the Victorian Government health department after contact tracing places an
individual at our venue. It should be noted that the Venue Manager must consult the Live
Nation Divisional Compliance team to ensure legal compliance to corporate data protection
policies and procedures. Also to note all data to be deleted after 28 days.
The Palais Theatre team has investigated the process of collecting patron contact tracing
details, and has opted to use the Victorian Government (Service Vic) App, is an efficient and
cost-effective way to collect this data. Venue Management has submitted an IT clearance
request under the Live Nation’s data collection policies and the Divisional Legal team to
ensure the proposed solution in line with corporate requirements.
Ownership
The Event Manager will be assigned to own the entry, crowd management and screening
process moving forward – if it’s not monitored, it’s not managed. One of our senior team
must take responsibility for the ongoing delivery of screening services in adherence with clear
deliverables and timeframes set out within the venue PEAPs.
This individual should be responsible for the following aspects of the entry and screening
phase:
•
•
•
•
•
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Briefing of the staff
Checking of consumables (hand sanitiser, etc.), equipment (wands, thermometers
etc.) and systems (scanning and declaration) required for the entry phase
Design and approval of the entry overlay and layout (signage, queue lines, search
tables, prohibited items bins, etc.) prior to doors
Management of the entry system including monitoring of flow rates
Signing and submission of COVID-19 pre-event checklist, saved in BOX per event.
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Venue Entry
Due to current social distancing guidelines, the entry phase of our venue’s operation will
remain very challenging upon reopening, the events team has considered carefully the space
required to adequately screen and process our patrons under new entry conditions. In the
circumstance where there is an insufficient area for adequate separation to satisfy the current
government guidelines, then we should address the risk through other accepted measures
during this phase to ensure a safe environment for all audiences attending the venue.
As the virus is acknowledged to be mainly transmitted either through aerosol droplets or via
contact transfer – both of which can be neutralised via good hygiene and adequate
respiratory protection – these are factors that need to be focal points during the entry and
screening phases.
Taking into consideration the more time-consuming elements of the entry process, the
following order has been recommended for the entry and screen process:
1. Hand sanitiser application is mandatory prior to entry
2. Wearing of masks for patrons, will be subject to Government Guidelines at that time,
and provided at entry point should they not have one.
3. Patron security bag checks to be undertaken, , no bags are to be touched, but placed
on tables for security to check
4. Patrons are required to enter their details for contact tracing via QR code at entry,
ensuring details are obtained and efficient speed of entry.
5. Ticket scanning, all digital and no physical tickets.
6. Entry to the venue, and a small flyer provided (not recycled flyers) with information
about being safe in venue such as social distancing, online ordering process and
facilities.

Conditions of Entry
A review of all venue conditions of entry items has been undertaken to ensure the hygiene
of the venue and safety of the patrons is always maintained. These have been revised and
placed on venue website, ticketing website and at entry to venue. These additions include:
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•
•
•
•
•

Contact Tracing Form must be made undertaken honestly
Hand sanitiser must be applied when entering the venue
Patrons are to undertake best efforts to socially distance in common areas
Patrons are to only sit in allocated seating
Patrons to take direction from staff and refusal to do so may lead to being required
to leave the venue.

Staff PPE
Staff and Security working in the entry and screening areas must be issued disposable face
masks, subject to Government Guidelines at that time, and latex gloves (replaceable at least
once an hour or immediately after contamination). Staff should be trained on the fitting and
use of these PPE to ensure proper usage through staff training conducted by the Events
Manager or Duty Manager prior to reopening.
Venue Hirer Obligations
As with the Venue Management, the Venue Hirer has obligations to ensure that their touring
crew and artists do not present a risk to our venue. Equally the Palais Theatre should be
imposing standards on the Venue Hirer to ensure that any equipment brought to the venue
has been disinfected and free of any traces of COVID-19. The following steps will be
included when communicating with the Venue Hirer:
•
•

•
•
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All touring and Production staff must undertake the same screening and health
declarations as the venue teams
Overseas touring staff must provide the appropriate health check release
documentation from appropriate authority to confirm they cleared of quarantine and
cleared to work in the public domain.
All touring equipment including however not limited to road cases, costumes, sets,
technical and safety equipment, etc. must be disinfected prior to arriving on site
All backstage catering has been produced by either the Palais Theatre’s preferred
caterer The Catering Company, or a reputable caterer (needs Venue Manager
approval) who can furnish the required hygiene certificates to satisfy their equipment,
staff and food are free of COVID-19 virus.
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7.

VENUE BUILDING SERVICES

One of the main methods of transmission of COVID-19 is via airborne droplets, known as
aerosols, which can stay suspended for approximately 30 minutes. The operation of our
building management systems (BMS) will inhibit the ability of the virus to be transmitted
through the airflow of the Palais Theatre. Some recommendations for our venue HVAC
systems include:
•

Increase window airing
o The general recommendation is to stay away from crowded and poorlyventilated spaces. It is recommended to actively use operable windows (much
more than typically employed, even if this causes some thermal discomfort).

•

Humidification and air-conditioning
o Relative humidity (RH) and temperature contribute to virus transmission indoors
affecting virus viability, droplet nuclei forming and susceptibility of occupants’
mucous membranes. Transmission of some viruses in buildings can be limited
by changing air temperatures and humidity levels.

•

Room air cleaners can be useful in specific situations
o Room air cleaners effectively remove particles from air which provide a similar
effect compared to ventilation. To be effective, air cleaners need to have at least
HEPA filter efficiency. Room air cleaners are strongly recommended if the
venue’s air conditioning system is comprised of split systems and provide
limited fresh air make up.

IR Activated Equipment
To avoid transfer from common contact areas, consideration was given – where possible –
to eliminating all patron touch points throughout the venue. The use of motion-activated
technology will provide a viable solution to a number of hazards throughout the venue and
being installed, some of which include:

Sensor Taps
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Senor Flushers for WC’s and Urinals
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Automated Door Openers

Automated Hand Sanitiser Dispenser

Automated Soap Dispenser

Automated Hand Driers

Cashless Payment Systems

Digital Ticketing
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Contactless Ordering
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Metal Detector Wands
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FRONT OF HOUSE - FOOD & BEVERAGE

8.

The service of food and beverage (F&B) in the public areas of the Palais Theatre will present
similar social distancing challenges to that of our entry operation. Keeping patrons at a
reasonable distance while queuing for F&B will not be feasible in some areas with limited
front of house space. Furthermore, our team has considered the risk of contact transmission
in the service of F&B transactions.
A full hazard audit (using the template supplied in the appendices) was undertaken on inhouse F&B operations to identify potential risks associated with transmitting the virus. Once
these hazards were identified, a risk assessment process will be undertaken to ascertain the
risk to the operation, and where unacceptable mitigation plans can be developed. At a
minimum, the following areas have been assessed:
•

Type of F&B offer: Limiting the offer of product lines and considering prepackaged
food and beverages can help avoid contamination during the preparation process

•

Service method: Contactless transactions can eliminate touchpoints between staff
and patrons. Only F&B staff should be in contact with the F&B product and latex
gloves must be worn at all times to avoid contact transmission (note: gloves should
be changed at regular intervals or when a possible contamination occurs)

•

Transaction methods: The Venue will immediately migrate to cashless operations
to avoid contact transfer. This option has additional benefits such as the increase in
the transactional speed and spending, and a reduction in cash handling and
settlement issues.

•

Ordering procedure: Implement the online ordering system Mr Yum that allows
patrons to order, pay and collect items without significant interaction with the F&B
team.

•

Queuing at outlets: The introduction of web-based ordering such as Mr Yum can
help to reduce the need for queuing at our F&B outlets. Where possible, dwell time
at the outlets should be kept to a minimum. This can be achieved by simplifying the
offer and/or reducing transaction periods through the introduction of cashless
operations. Queues will have spacing signage and will be managed by staff.

•

Cleaning of outlets during service. A regular cleaning and F&B SOP have been
developed to address the contact transfer risk associated with the F&B operation.
This includes the regular disinfection of common touch areas such as bench space,
fridge doors, beer taps, bins, EFTPOS machines etc.
Foyer furniture will be removed to discourage gathering in these areas. Any remaining
public high tables and ledges should be cleared and disinfected not less than once
an hour as best practice moving forward.
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•

Staff PPE. All F&B and cleaning staff working in the service area must be issued
face masks, subject to Government Guidelines at that time, with the choice of an
additional face shield, and latex gloves that should be replaced at least once an hour
or immediately after possible contamination. Staff should be trained by the Events
Team on the fitting and use of this PPE to ensure proper use.

•

Use of disposable packages to avoid contact transfer. Prior to the COVID-19
pandemic, no restrictions existed between the use of single-use recyclable or
compostable packaging at our venue. In the new normal, if this is no longer an option,
then all reusable cutlery and glassware for VIP functions must be washed at a
minimum of 60o Celsius. And all items will be individually packaged including food
offerings.

Ownership
The Event Manager, in charge of daily F&B Operations will own the F&B Service and
Cleaning process – if it’s not monitored, it’s not managed. One of our senior team must be
responsible for the ongoing delivery of the F&B hazard reduction process, with clear
deliverables and timeframes set out within the venue PEAPs. This individual should be
responsible for the following:
•
•
•
•
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Briefing of the staff prior to opening doors or providing briefing notes to Bar Manager.
Checking of cleaning consumables and PPE
Management of the in-service cleaning operation and staff PPE rotation
Signing and submission of COVID-19 PEAPs, both pre and post show and saved on
Box per event. Bars Manager has authority to also do this.
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9.

VENUE STAFF

As with everything we do within the Palais Theatre, our staff are the most important element
in the delivery of our operation and our frontline of defense in the fight against COVID-19. A
well-briefed, trained, motivated and equipped team offers the best opportunity to provide and
maintain a safe venue that will implement and continue to develop the initial plans outlined in
this report.
Our staff are the heartbeat of the theatre, and our priority will remain on collaborative
discussion on the challenges of reopening, taking into account the insights and thoughts of
our respective teams to develop an ongoing cohesive strategy which is fit for purpose in these
testing times.
COVID-19 Workgroup
The initial development of a venue response plan to create a safe environment and reopen
our venues cannot be a one-person job. The Palais Theatre has formed a Working Group
that includes VP of Venue Development, Venue Manager, Operations Manager, Event
Manager and Finance Analyst and in addition had previous consultation with Live Nation
Production representatives to provide a bigger range of perspective. Having a collective
ownership and understanding of the plan increases the likelihood of success and allows for
the earlier identification of potential areas of concern.
When considering a COVID-19 Response plan, key areas will have an individual owner. To
ensure continuity, it is ideal for this individual to have been involved with the development of
hazard identification and mitigation procedures as shown below.
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COVID-19 Response Plan Structure

Project Manager VP Venues

Adminstrator VP Venues

Building Services BOH Duty
Manager

Cleaning Operations
Manager

Entry Screening Event Manager

Communications Marketing Manager

Food and
Beverage - Event
Manager

Briefing
There are three elements incorporated into the staff briefing process, addressing pre-event,
event and post-event briefing and updates. This section will deal with event briefing only.
The other elements have been previously covered in the communication strategy.
•

The briefings will be held in an area that is large enough to allow for physical distancing
as much as possible, such as the theatre seating.

•

When possible, a single briefing should be held for all to attend simultaneously as per
usual event briefing. Ensure all teams including Cleaning, Security and Merchandise
are involved. Any earlier rostered staff should have their own briefing.

•

Where possible, briefing notes should be electronic. Email to Team Leaders/Security
just prior to shift. A read / understood digital receipt or acknowledgement can be
engaged to audit the process, such as replying to email or turning read receipt on.

•

No face-to-face debrief should be held. Emailed notes should be communicated prior
to management supervisory teams leaving the venue. Create post event notes
template digitally for all Team Leaders.

Declarations
•

Staff will have to adhere to the same screening process as patrons

•

Staff will have to agree to the health questions and sign in with the Victorian
Government (Service Vic) App on site, , to the effect that they:
o Are not currently a COVID-19 patient
o Do not have display any known COVID-19 symptoms
o Have not been in contact with any known COVID-19 carriers or patients
o Have not travelled in or to an area identified as high risk for COVID-19 in the
past 14 days

PPE and Uniforms
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•

•

To minimise the likelihood of contracting the COVID-19 virus, every member of staff
will be issued their uniform that needs to be laundered prior to each shift as per the
past. Work closely with Dry Cleaning contractor to ensure there are always clean
uniforms available.
The Palais Theatre will provide PPE for every staff member, regardless of their
employment status (i.e. permanent, temporary, contract). It is assumed that staff will
arrive with their own, but this must be changed at the venue to aid non-contagion and
avoid cross-contamination. Staff must wear PPE at all times

•

Masks, subject to Government Guidelines at that time (optional additional Face Shields)

•

Gloves

•

Ample handwash / sanitiser should be available

•

Extra sanitiser distribution points to be installed at work positions

•

First Aid protocols to include a virus-specific response / reporting.

•

Staff should be encouraged to arrive in different attire and change into their personal
uniforms at the venue, including the uniform pants/skirt they bring with them.

Welfare
•

Our venue to designate a helpline / team for staff to communicate with which is the
Events Team or HR.

•

Increased security guards may be required to help calm situations which may arise
as a result of the new screening and declaration procedures

PEAPs (Pre Event Action Plans)
•

The venue PEAPs will need to add a specific section for COVID-19 staffing practices
and countermeasures

•

The plans will disclose all facets of the new processes at a Venue

•

The PEAPs will need to account for day-to-day and event staffing. And all checklists
to be completed, signed and saved on Box.

Team A and B
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•

If possible, an alternate staffing team (“Team A” and “Team B”) approach should be
adopted for business continuity purposes

•

This segregation allows for business continuance should one team become ineffective
due to widespread team contagion

•

Alternate teams also allow for ample recuperation periods

•

If an event day is booked where two teams might ordinarily be employed (e.g. for a
matinee and evening show), the preferred option would be retaining one team for a
longer shift instead of switching teams out during the event and provide ample breaks.
This should, however, reflect best practice with casual staff labour laws.
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•

Standby staff should be provisioned in the event of unforeseen shortages, this can be
made through potential recruitment and revision of current staff levels and new
training.

Backstage Security
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•

AIG Security, our security contractor, have confirmed they are fully compliant with inhouse virus mitigation procedures.

•

The BOH and FOH Security teams should not mix where possible to maintain BOH as
an additional safe zone for artists/touring crew and vice versa.

•

Anyone attempting to get on stage or through stage curtain without authorisation
should be immediately ejected.
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APPENDIX
a) Hazard Identification Template
Hazard Register
No.

Hazard Description

Location

Category

Assigned to

1

Distancing at entry

Venue entry

Security

TBC

2

Infected patron gaining access

Venue entry

Security

TBC

3

Door push plate/handle contact transfer

Entry Foyer

Cleaning

TBC

4

CCG contact transfer

Bar

Catering

TBC

5

Seating transfer

Performance area

Cleaning

TBC

6

Seating transfer

Public Foyer

Cleaning

TBC

7

Door push plate/handle contact transfer

Doors to performance
area

Cleaning

TBC

8

Door push plate/handle contact transfer

Male toilets

Cleaning

TBC

9

Door push plate/handle contact transfer

Female toilets

Cleaning

TBC

10

Transfer via air circulation

Venue

FM

TBC

11

Handrail transfer

Entry stairs

Cleaning

TBC

12

Seating transfer

Dressing rooms

Cleaning

TBC

13

Contact transfer via cash

Bar

Catering

TBC

14

Unknown details of patrons in the venue

Entry

Security

TBC

15

Staff contact transfer due to lack of PPE

Venue

Management

TBC

16

Staff contact transfer due to lack of
training

Venue

Management

TBC

17

Contact transfer at bag check

Entry

Security

TBC

18

Contact transfer at ticket check

Entry

Security

TBC

19

Contact transfer from lift button

Entry

Cleaning

TBC

20
21
22
23
24
25
26
27
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b) PEAP Checklist
Pre-Event Action Plan
Date - DD/MM/YY
Event Title
Check Sheet Reference

COVID-19 Readiness

Section 1 – Completion Instructions:
1. Sheets to be completed, signed off and handed to the Venue Manager 15 minutes prior to doors
2. Where an element of the venue is not ready for public entry, reasons must be inserted into the appropriate section
and highlighted to the General Manager
Section 2 – Areas Covered
Item:

Area:

1

Security staff have been briefed on entry screen duties and been issued their PPE
and operational equipment
Cleaning staff have been briefed regarding the event sanitary and replenishment
duties and have been issued their operational PPE and equipment
F&B staff have been briefed on new service transaction procedures and been
issued their PPE
All screening equipment has been tested and deployed
Contact Tracing System has been tested and is operational
All identified common contact transfer locations have been treated with disinfectant
All soap and sanitiser dispensers have been replenished
Advisory signage has been posted in all pre-identified areas
There is adequate stock of hand soap and sanitiser for the event
There is adequate stock of single-use F&B packaging for the event
Mr Yum F&B Ordering System has been tested and working for the event
Deep clean of the venue has been undertaken

2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19

Completed:
Yes

No

Yes

No

Yes

No

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

No
No
No
No
No
No
No
No
No
No
No
No
No
No
No
No

Section 3 – Observations and areas of non-compliance

Section 4 – Declaration
I confirm that the areas listed in Section 2 has been checked in accordance with the appropriate Safety
Standards. All defects in these areas have been recorded under Section 3, together with any follow-up actions
required.
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Signed:

Date:

Name:

Time:

Live Nation Australia Venues
Palais Theatre Venue Safe Plan

c) Risk Assessment Template
VENUE SUMMARY
VENUE:

LOCATION:

VENUE MANAGER:
VENUE EVENT MANAGER:
EMAIL:
NAME OF PERSON(S) WHO CONDUCTED THIS EVENT RISK ASSESSMENT:
VERSION
NUMBER:

VERSION
DATE:

REVIEW DATE:

BRIEF DESCRIPTION OF THE VENUE:

Venue Details
Capacity:
Crowd profile:
Average number of events per week:
Configuration of Venue:
Modes of Operation:
Number of Seated Tickets:
Maximum GA Standing Tickets:
Increased Screening Area Available:

XXXX
XXXX
XXXX
XXXX
XXXX
XXXX
XXXX
XXXX

Overview of the Venue-Specific Risks and Mitigations in place:
Live Nation managed venues throughout Emerging Markets have existing processes in place to identify and manage day-to-day operational risks. With the recent
global spread of the COVID-19 virus, all Emerging Markets must now revisit their operational risk assessment and, in association with the introduction of new
operating restrictions by the local Licensing Authorities, develop additional mitigation measures.
Some of the key issues to be considered will include but not be limited to:
o Infected patrons gaining access to the venue
o Transmission due to densely populated spaces
o Surface contamination on commonly touched surfaces and equipment
o Air contamination within the venue
o Clusters originating or developing at the venue
o Availability of qualified staff and contractors to reopen the venue safely
Each of these issues have been assessed with the following risk assessment, have associated mitigation plans, and have been included with the event layout and
staff / stakeholder briefing process.
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REGISTER OF EVENT RISKS

1.0

Infected patrons
gaining access to the
venue

2.0

3.0

4.0

4.1
43

RISK LEVEL

LIKELIHOOD

•

•

•

•

•

•

•

Injury
Reputational
Financial
Show Stop

3.1
Air contamination
within the venue

•
Injury
Reputational
Financial
Show Stop

2.1
Transmission due to
densely populated
spaces

ADDITIONAL
CONTROL
MEASURES

Injury
Reputational
Financial
Show Stop

1.1
Surface contamination
on commonly touched
surfaces and
equipment

EXISTING
CONTROL MEASURES

RISK LEVEL

RISKS

LIKELIHOOD

HAZARDS

CONSEQUENCE

No.

CONSEQUENCE

RISK RATING
with
controls

RISK RATING

Injury
Reputational
Financial
Show Stop

TO BE
ACTIONED
BY

RISK
OWNER
CHECK
SIGN OFF

Live Nation Australia Venues
Palais Theatre Venue Safe Plan

5.1

6.0

6.1
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Availability of qualified
staff and contractors
to reopen the venue
safely

ADDITIONAL
CONTROL
MEASURES

RISK LEVEL

Injury
Death
Reputational
Financial
Show Stop

LIKELIHOOD

5.0

Clusters originating or
developing at the
venue

EXISTING
CONTROL MEASURES

RISK LEVEL

RISKS

LIKELIHOOD

HAZARDS

CONSEQUENCE

No

CONSEQUENCE

RISK RATING
with
controls

RISK RATING

•

•

•

•

•

•

•

•

Injury
Death
Reputational
Financial
Show Stop

TO BE
ACTIONED
BY

RISK
OWNER
CHECK
SIGN OFF
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d) Risk Assessment Matrix
MEASURE OF CONSEQUENCE OR IMPACT:

MEASURE OF LIKELIHOOD:

Level

Description

Explanation

Level

Descriptor

Explanation

1

Insignificant

No injuries, financial loss below USD1,000, no social media
posts

A

Almost certain

Is expected to occur in most circumstances

2

Minor

Limited first aid treatment on-site, financial loss below USD5,000,
limited social media posts (less than 10)

B

Likely

Will probably occur in most circumstances

3

Moderate

C

Possible

Might occur at some time

4

Major

D

Unlikely

Could occur at some time

5

Catastrophic

E

Rare

May occur only in exceptional circumstances

Medical treatment required off -site for a single patron, financial
loss below USD10,000, national press coverage and no more
than 100 social media posts
Medical treatment required off site for multiple patrons, financial
loss below USD100,000, national press coverage, no more than
1000 social media posts, suspension of operating license
Death, financial loss above USD100,000, International press
coverage, in excess of 1,000 social media posts, suspension of
operating license

LEVEL OF RISK QUALITATIVE RISK ANALYSIS MATRIX:
Consequences

Likelihood

Insignificant

Minor

Moderate

Major

Catastrophic

1

2

3

4

5

Almost certain

A

S

S

H

H

H

Likely

B

M

S

S

H

H

Possible

C

L

M

S

H

H

Unlikely

D

L

L

M

S

H

Legend

H High

Immediate action required

S Significant Senior Management attention needed
M Moderate Management responsibility must be specified
L
Rare
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E

L

L

M

S

S

Low

Manage by routine procedures
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e) Cleaning Checklist
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f) Cleaning Products
List of Disinfectants/Cleaning Products to be used at Venue
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g) Standard Operation Procedures
The following pages are attached current Standard Operation Procedures relating to the following
operations at the Palais Theatre:
•
•
•
•
•
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Administration
Back of House
Security
Front of House
Cleaning
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VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Administration

PURPOSE
•

To provide effective guidelines and procedures to minimise the risk of COVID-19 being carried
into the Palais Theatre and spread around the workplace.

PROCEDURE
•

Venue Manager to produce a weekly full-time staff on-site work schedule, taking into consideration
social distancing, staggering workstations, and minimizing the amount of full-time staff required to
work within the administration area at any one time.

•

Staff, visitors, and contractors must only enter and exit from the front door located next to the box
office, unless alternative access has been approved by the Venue Manager.

•

All staff, visitors and contractors wishing to access the venue must undertake the following;
o

Each individual entering the venue must log contact tracing details via the QR code
supplied at entry, apply hand sanitiser and must wear mask (subject to Government
Guidelines at that time) of their own or a disposable face mask provided at venue entry
and optional gloves should they wish too.

o

Once the visitor(s) or contractor(s) have completed the Venue Safe Register in full, then
they are to be provided with the following briefing by staff.
▪

emergency evacuation plan.

▪

adherence to social distancing.

▪

Adhere to mandatory use of masks in venue, including working at desk, subject to
Government Guidelines at that time.

▪

reminder to wash their hands and re apply sanitiser every couple of hours.

▪

supplied with contact details (business card) of the staff member on site.

Staff on reaching their allocated workstation are required to use the sanitiser wipes to clean
down their desktop, phone, chair arms and any equipment on their desk and this procedure
is to be repeated at the end of their shift.
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o

Meeting room has a capacity of 4 people maximum, ensuring everyone remains 1.5 metres
away from each other. Though Zoom meetings are encouraged.

o

Any cutlery, crockery, utensils and the like used by staff during the day, should be placed in
the dish washer, set the wash cycle on 70 degrees and push start before leaving site.

o

Staff are encouraged to bring their food with them and eat at their desk or offsite, not in
communal areas. Ensuring wipe down space with santiser wipes after.
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o

Each morning, either the Operations Manager or the BOH Duty Managers will empty the dish
washer and place all clean cutlery and crockery back into the cupboard.

o

Cleaners are to be scheduled to provide the administration area (box office, cloak room, office,
meeting room, lift and the two disabled toilets) with a deep clean once a week.

o

At the start and end of each shift, the Operations Manager or BOH Duty ManagerDuty BOH
Manager will wipe clean, using a sanitised wipe the following.
▪
▪
▪
▪
▪
▪
▪

Alarm pin pad
Fire indicator panel
Front door handle and push plate
Office and meeting room door handles and push plates
Disabled door toilet door handles & push plates
Lift buttons
Carpark gate push bolt and padlock

EQUIPMENTThe Operations Manager or BOH Duty ManagerDuty BOH Manager will ensure there
are ample supplies of the following materials and equipment in the locations nominated below.
o

o

o

o

o

Cloak Room Counter
▪ Sign in register
▪ Hand sanitiser and sanitiser wipes
▪ Disposable face masks and gloves
▪ Covid-19 hygiene signage
Main Office
▪ Hand sanitiser and sanitiser wipes
▪ Covid-19 hygiene signage
Box Office
▪ Hand sanitiser and sanitiser wipes
▪ Covid-19 hygiene signage
Disabled Toilets
▪ Hand sanitiser and santiser wipes
▪ Covid-19 hygiene signage
Meeting Room
▪ Hand sanitiser and sanitiser wipes
▪ Covid-19 hygiene signage

VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Common BOH Corridors and Dressing Rooms

PURPOSE
•

To provide effective guidelines and procedures to minimize the risk of COVID-19 being carried
into the Palais Theatre and spread around the workplace.

PROCEDURE
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•

When accessing the dressing rooms via the BOH corridor, all persons shall be made aware of the
limited space within the back of house area.

•

Before exiting a dressing room, check the corridor is not already occupied. If corridor is clear, then
you may safely leave the dressing room to travel to stage, restrooms etc. If there are other people
in the corridor, you must either ask them to return to their dressing room so you can safely traverse
the corridor without breaching social distancing guidelines or wait until they have cleared the
corridor before exiting the dressing room.

•

Signage will be clearly displayed reminding all visitors of VENUE SAFE COVID-19 Strategy &
Policy, the importance of social distancing, wearing masks (subject to Government Guidelines at
that time), Safe Hygiene Practices & Safe Work Practices.

•

Attached map shows one-way traffic in the downstairs corridor and signage will clearly mark
directions to follow.

•

All crew members, artists and contractors must only enter and exit from the car park compound
gates. Do not exit via any other door, including the Stage Door on Cavell Street – this will NOT be
accessible as an entry point during this period.

•

All dressing rooms have a capacity based on social distancing and all rooms will be allocated
ahead of time. All doors on dressing rooms will list the capacity of each area. Should there be an
unexpected need for another room, please ensure the Venue Tech Manager is made aware and
allocates the appropriate room for use.

•

Corridors will be supervised by a security guard to aid in directions and flow.

•

Corridors, dressing rooms and bathrooms will be frequently visited by cleaning staff to wipe down
door handles and other surfaces being touched by personnel backstage.

•

At end of evening, all rooms cleaned will be then locked to ensure cleanliness is kept.

EQUIPMENT
•
•
•
•

Hand sanitiser in dressing rooms
Capacity signage on dressing room doors.
COVID-19 hygiene signage in dressing rooms
Traffic flow signage in corridors

VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Back of House Production Event Day

PURPOSE
•

To provide effective guidelines and procedures to manage artist and crew production inside the
Palais Theatre and minimize the risk of COVID-19 transmission during this period.

PROCEDURE
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Palais Theatre BOH Procedure: Crew, Artist & Contractor Entry & Load-In /Out Procedures
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•

Risk Assessment to be conducted for each event and COVID-19 Venue Management Plan sent
to all hirers prior to event.

•

Full list of ALL crew and artist personnel to be sent to venue prior to event day. Only staff and
crew that have been entered on the Stage Door Personnel List will be admitted entry into the
venue.

•

Crewing companies are to provide a list of assigned crew a minimum of 24 hours in advance of
event day. Any changes in staff are to be notified BEFORE arriving onsite

•

Enter and exit via car park entry only, prior to loading in. Load in door only to be used by those
who have gone through venue entry procedure and ensure others do not enter via this way.
Security to supervise when required and will be rostered for larger productions.

•

Any worker that is feeling unwell MUST NOT report for duty and must notify their employer
immediately.

•

Truck and crew must arrive only at designated times. No early arrivals unless contact is made
with venue prior to arrival.

•

Truck doors to be sanitised prior to opening.

•

Free-standing sanitizing stations located at Stage Door, loading dock, stage area and restrooms.

•

Face masks must be worn on entry and gloves are provided to all crew on arrival should they
require (subject to Government Guidelines at that time).

•

When loading in, ensure 1.5m social distancing procedures are maintained. If not possible due to
task at hand, please ensure masks are worn (subject to Government Guidelines at that time).

•

Sound Check: All non-essential local crew must exit after load-in and leave the stage area. If local
crew is released for the day, they must immediately leave premises. Sound check will remain
closed to any nonessential tour personnel, venue personnel and others to minimize foot traffic.

•

Long local labor calls: Show and load out crew to remain in venue in designated areas with
approved social distancing until required to work.

•

Artist arrival: Limit artist time in the venue. Performers are encouraged to only arrive at venue
immediately at scheduled time for sound check or at a pre-arranged time thereafter. Artist
entourage will be required to undertake screening procedures at designated Artist and Touring
Crew entrance. Artist encouraged to limit number of individuals in their entourage, to reduce the
amount of people in groups.

•

Backstage guests/ meet & greets/ VIP’s/ after show guests are strongly discouraged. If necessary,
any guests entering backstage area must be pre-arranged and approved by Venue Management.

•

A detailed risk management plan must be provided by the promoter outlining risk controls to
prevent cross-contamination. If any guests are deemed to be allowed backstage, they will be
required to follow ALL tour personnel procedures and can be asked to leave backstage premises
at any time by Palais Theatre management if deemed a health and safety risk.

•

Post show / load out: Artists and performers are encouraged to do a post-show exit from the venue
immediately following show. If returning to dressing-rooms post show, the rooms should be locked
when leaving and unlocked upon return. For load out, touring crew encouraged to use masks,
(subject to Government Guidelines at that time) or face shields with fresh replacement masks

Live Nation Australia Venues
Palais Theatre Venue Safe Plan

available. Masks for local crew will be provided. No guests allowed in carpark area – restricted to
working personnel only.
EQUIPMENT
•
•
•
•

Hand sanitiser stands
Gloves and masks
COVID-19 hygiene signage
Traffic flow signage

VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Stage Door and Car Park Security

PURPOSE
•
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To provide effective guidelines and procedures to minimize the risk of COVID-19 being carried
into the Palais Theatre and spread around the workplace.
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PROCEDURE
•

Back of House Duty Manager (BOH DM) will sign-in the Stage Door Guard & Car Park Security
Guard before the commencement of their shift. If a rostered guard is feeling unwell, they should
NOT attend the venue but should notify their Employer immediately and the Employer must notify
BOH DM and arrange for the immediate replacement of that staff member. In the interim, the Car
Park Gate Security Guard will be moved to sign-in point until a replacement guard can be supplied.

•

The BOH DM will provide the following items for the sign in area:
o Vehicle List- Approved by Ops Manager
o Artist & Crew Personnel List
o Staff & Contractors List
o Dressing Room Allocation List
o Dressing Room Master Key
o 2 x Non-Contact Temp Readers
o Disposable Gloves
o Hand Sanitiser
o Anti-Bacterial Wipes
o Disposable Face Masks
o 2-way Radio, fully charged
o Spare Batteries for Thermometers

•

Signage will be clearly displayed reminding all visitors of the Venue’s VENUE SAFE Covid-19
Strategy & Policy, the importance of Social Distancing, Safe Hygiene Practices & Safe Work
Practices.

•

All Crew Members, Artists and contractors must only enter and exit from the Artists Entry door
from the Car Park compound. Only listed vehicles & personnel will be allowed access into the Car
Park Compound. Under no circumstances will anyone be allowed ad-hoc access onto the site.
The Stage Door on Cavell Street will NOT be accessible as an entry point during this period.

•

All artists, crew and contractors wishing to access the venue must undertake the following;
o
o

All indivuduals entering the venue , must complete their contact tracing details via the QR
code provided \ located at the sign-in Entry Point, apply hand sanitiser and must wear face
mask should current government requirements state as such, gloves are also provided
should they wish to wear.

o

Once the visitor(s) or contractor(s) have completed the Venue Safe Register in full, then they
are to be provided with the following briefing by staff.
▪ emergency evacuation plan.
▪ adherence to social distancing.
▪ Mandatory of mask wearing at all times, (subject to Government Guidelines at that
time).
▪ Reminder to wash their hands and re apply sanitiser every couple of hours.
▪ Supplied with contact details (business card) of the staff member on site.
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o

Stage Door Guard will then direct persons to either allocated dressing room or stage area.

o

Any person leaving the site MUST exit via Artist Entry and the time of departure recorded.

o

When re-entering the site, the person will be subject to the same procedure of temp check &
declaration.

o

In case of emergency all exit doors will remain fully functional and all Security Guards to
follow standard emergency evacuation procedures.

o

At the start either the Operations Manager or the BOH Duty Managers will check that all
dressing rooms have been cleaned & sanitised according to the cleaning register before
unlocking allocated dressing rooms. All other dressing rooms must remain locked at all times.

EQUIPMENT
The Operations Manager or BOH Duty Manager will ensure there are ample supplies of the following
materials and equipment in the locations nominated below.
•
•
•
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Sign in register
Hand sanitiser
Disposable face masks

•
•
•

COVID-19 hygiene signage
Anti-Bacterial wipes
Spare Batteries
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VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Cleaners – Administration Hours

PURPOSE
•

To provide effective guidelines and procedures to minimize the risk of COVID-19 being carried
into the Palais Theatre.

PROCEDURE
The following are general procedures throughout the cleaner’s role of tasks:
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•

All cleaning staff must enter via front entry of the venue and enter their contact tracing details via
the QR code located at the entry point.

•

Hand washing - Whilst all cleaning staff should always be vigilant in maintaining good hand
hygiene, we need to take additional care during this period. Ensuring our team wash hands
frequently with soap and water, before and after eating and after going to the bathroom.
Maintenance of bathroom and handwashing facilities is always a focus for all venues we look after
and taking extra care to ensure our venues are always fully stocked and kept clean. This should
include additional cleaning checks as part of our sequence of service if necessary.

•

Protective gear and methods - All cleaning personnel to wear a face mask (subject to
Government Guidelines at that time), use gloves and cover their mouths when they cough or
sneeze, dispose of tissues and use alcohol-based hand sanitiser. Our Area Managers will ensure
cleaning staff have ready access to gloves, tissues and hand sanitiser in addition to regular hand
washing facilities.

•

Chemicals - Use of hospital grade chemicals containing 70% isopropyl alcohol for floor and
surface cleaning as per the standard guidelines set forth by Department of Health and Human
Services and the World Health Organization including a thorough disinfection process of common
surfaces.

•

Access is through the front entrance only, ensuring sign on procedures are abided by. Stage Door
on Cavell Street will NOT be accessible as an entry point during this period.
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Administration Office Clean
Administration offices should be cleaned weekly, to ensure all surfaces are clean. In addition to the
venue’s typical clean, the additional measures should be considered:
•
•
•
•
•

Sanitisation of all shared cleaning equipment at the beginning and end of each shift.
Treatment of all contact surfaces, as identified within the initial hazard assessment, with an
approved disinfectant.
Replenishment of all public sanitiser pump bottles located throughout the offices.
Check of all temporary COVID-19 advisory signage to ensure its presentable.
Replenishment of all staff temporary PPE (masks and gloves) and those offered to public.

Back of House Clean
Back of house areas that staff have been using should be cleaned weekly, to ensure all surfaces are
clean. In addition to the venue’s typical clean, the additional measures should be considered:
•
•
•
•

Treatment of all contact surfaces, as identified within the initial hazard assessment, with an
approved disinfectant.
Replenishment of all public sanitiser pump bottles located throughout the offices.
Check of all temporary COVID-19 advisory signage to ensure its presentable.
Replenishment of all staff temporary PPE (masks and gloves) and those offered to public.

Bathrooms Clean
Access to bathrooms which are utilised during administration hours areas should be cleaned weekly,
to ensure all surfaces are clean. In addition to the venue’s typical clean, the additional measures
should be considered:
•
•
•
•

Treatment of all contact surfaces, as identified within the initial hazard assessment, with an
approved disinfectant.
Replenishment of all public sanitiser pump bottles located throughout bathroom entry points.
Check of all temporary COVID-19 advisory signage to ensure its presentable.
Replenishment of all staff temporary PPE (masks and gloves) and those offered to public.

EQUIPMENT
The Operations Manager or BOH Duty Manager will ensure there are ample supplies for cleaning
products, kept in the cleaning cupboard:
Provided by venue:
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•
•
•
•
•
•
•
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Sign in register
Hand sanitiser
Face Masks
COVID-19 hygiene signage
Anti-Bacterial wipes
Cleaning products
Toilet paper
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VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Cleaners – Event Day

PURPOSE
•

To provide effective guidelines and procedures to minimize the risk of COVID-19 being carried
into the Palais Theatre.

PROCEDURE
The following are general procedures throughout the cleaner’s role of tasks:
•

All cleaning staff must enter via Artist Entry Point and Stage Door. All cleaning staff must enter
their contact tracing details via the QR code located at the entry.

•

Hand washing - Whilst all cleaning staff should always be vigilant in maintaining good hand
hygiene, we need to take additional care during this period. Ensuring our team wash hands
frequently with soap and water, before and after eating and after going to the bathroom.
Maintenance of bathroom and handwashing facilities is always a focus for all venues we look after
and taking extra care to ensure our venues are always fully stocked and kept clean. This should
include additional cleaning checks as part of our sequence of service if necessary.

•

Protective gear and methods - All cleaning personnel to wear a face mask (subject to
Government Guidelines at that time), use gloves and cover their mouths when they cough or
sneeze, dispose of tissues and use alcohol-based hand sanitiser. Our Area Managers will ensure
cleaning staff have ready access to gloves, tissues and hand sanitiser in addition to regular hand
washing facilities.

•

Chemicals - Use of hospital grade chemicals containing 70% isopropyl alcohol for floor and
surface cleaning as per the standard guidelines set forth by the Depart of Health and Human
Services and the World Health Organization including a thorough disinfection process of common
surfaces.

•

All cleaners must only enter and exit from the Artists Entry door from the car park compound. If it
is out of event or business hours, entry is through front entrance only, ensuring sign on procedures
are abided by. Stage Door on Cavell Street will NOT be accessible as an entry point during this
period.

Pre-Event Clean
The pre-event clean should only consist of a touch-up service to ensure our venue is presentable and
in hygienic condition, and that all consumables have been refreshed prior to doors opening. In
addition to the venue’s typical pre-event clean, the additional measures should be considered:
•
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Sanitisation of all shared cleaning equipment at the beginning and end of each shift.
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•
•
•
•
•
•

Treatment of all contact surfaces, as identified within the initial hazard assessment, with an
approved disinfectant.
Replenishment of all public sanitiser pump bottles located throughout the venue.
Check of all temporary COVID-19 advisory signage to ensure its presentable.
Replenishment of all staff temporary PPE (masks and gloves) and those offered to public.
Completion of Pre-Event Checklist, ensuring handed to Event Supervisor, who saves in Box.
Complete cleaning in line with check list.

During Event Cleaning
The event day cleaning process is essentially a reactionary measure to ensure our venue is
consistently hygienic and fit for patron attendance. This also provides a visual for our patrons to give
them reassurance that our venue is taking cleanliness seriously. In addition to the venue’s existing
cleaning schedule, the following should be completed:
•

•
•
•
•

Regular treatment – no less than once an hour – of all contact surfaces identified within the
initial hazard assessment with an approved disinfectant
Note: during service, the F&B staff will maintain regular sanitisation of their individual
workspace.
Furniture in the public and back of house areas that are in use, should be sanitised no less
than once an hour.
Replenishment of all public sanitiser pump bottles located throughout the venue.
Check of all temporary COVID-19 related advisory signage to ensure they remain presentable.
Clearance of waste bins as required.

Post-Event Clean
The post-event clean is a comprehensive clean of the venue in preparation of the next event day. In
addition to the existing cleaning procedures, the following should be addressed:
•
•
•
•
•
•

Sanitisation of all cleaning equipment at the beginning and end of each shift.
Treatment of all contact surfaces identified within the initial hazard assessment with an
approved disinfectant.
Replenishment of all public sanitiser pump bottles located throughout the venue.
Check of all temporary COVID-19 related advisory signage to ensure they remain presentable.
Replenishment of all staff temporary PPE (masks, hand sanitiser and gloves) and those
available to public.
BOH Duty Manager to complete inventory log and order consumables to replenish to agreed
stock levels

A Palais Theatre Cleaning schedule for each phase of the operations is supplied within the check list
in Appendix A
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EQUIPMENT
The Operations Manager or BOH Duty Manager will ensure there are ample supplies for cleaning
products, kept in the cleaning cupboard:
Provided by venue:
•
•
•
•
•
•
•

Sign in register
Face Masks
Hand sanitiser
COVID-19 hygiene signage
Anti-Bacterial wipes
Cleaning products
Toilet paper

Provided by Clean Kings (Cleaning Supplier)
• Cleaning equipment
• Cloths
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VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Venue Entry - Patrons

PURPOSE
•

To provide effective guidelines and procedures to manage patron entry in a manner that reduces
the risk of COVID-19 being carried into the Venue.

PROCEDURE
•

The Event Manager or the to ensure Ticketmaster Ticket build nominates a door ‘number’ or
‘letter’ to be printed on tickets to identify patron entry and reduce queuing lengths.

•

Based on the Risk Assessment, when warranted, a staff member, or security team, member to be
assigned as a Queue Manager/Customer Assistant to assist patrons in safe social distancing
methods whilst lining up when necessary.

•

Clear signage outlining social distancing protocols to be erected above head height at all entry
points plus install distance markers or landscapers chalk marks on the ground at 1.5m intervals.

•

Entry doors to open 1 hour prior to the start of the first act, or set, to accommodate for effective
security checks and entry process. This process will be reviewed and updated based on risk
assessment, capacity of the venue and Government COVID-19 updates and recommendations.

•

All patrons with valid tickets for the performance will first need to go through the below process
prior to be given entry into the venue:
o

Patrons will then be asked to apply hand sanitiser, and put on their face masks (subject to
Government Guidelines at that time). All patrons and staff to ensure the correct wearing
of face masks.

o

Patrons will proceed to have their bag checked by security staff. Patrons are to place their
belongings on the table for security staff to assess, security staff are not to touch any bags
or belongings. Security will wipe the area the bag/ belongings were place with a sanitiser
wipe immediately after.

o

There will be no cloaking facilities offered at the venue until such a time as the risk level is
assessed as acceptable.

o

A Victorian Government (Service Vic) App entry must be completed by each patron, or
by a parent if attending with young children, a QR code will be provided for ease of access
and speed. This information will be used for Contact Tracing purposes only, patrons will
be required as a condition of entry, to complete this which will include the following:
▪

o
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Name, Contact Number and Email Address

Venue Door staff are to scan patron’s tickets to ensure validity. To avoid travel direct
crossover, any ticketing issues should be directed to the designated pass out line to
access the Box Office externally. Once the issue has been resolved, box office will supply
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a ‘security check completed’ voucher for security to note they have been through security
process already. Patrons should be requested to use hand sanitiser again before entry.
o

A small information flyer will be provided to each patron outlining Social Distancing
requirements within the venue, hygiene measures, pass out process, and other helpful
information such as the use of an online F&B ordering system.

o

Internal and external auditorium doors are to open simultaneously to avoid groups forming
in the foyer area, with patrons encouraged to not dwell in the foyer unless using toilet or
F&B facilities.

o

Where appropriate, staff are to encourage patrons to adhere to social distancing and
hygiene protocols whilst in the venue.

o

To ensure one way travel directions, all patrons should enter through Door 2 into the
auditorium and follow signage and staff directions.

o

At the conclusion of the show, Orchestra patrons are to exit the Venue via the auditorium
Cavell Street exit doors and lounge patrons are to exit via the front doors.

o

No patron to exit the venue through a door being used as an entry to avoid patron cross
over.

EQUIPMENT
The Event Manager will ensure the correct set up of entry infrastructure and required supplies as
stated below:
o

o

o
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Signage
▪ Clear, visible and in good repair signage is to be erected both external and internal
to the venue outlining social distancing protocols, including ground markings
▪ Signage listing entry procedure and conditions of entry to be updated and erected
externally
Entry Infrastructure/equipment (in conjunction with Early Door Security)
▪ Tables, bins, bollards and/or landscapers chalk, set up as in Appendix A & B
▪ Refusal of entry cards
▪ Security check completed vouchers
▪ Hand Sanitiser stations
▪ Disposable gloves
▪ Disposable face masks
▪ QR code signs for quick link to declaration, and paper declaration forms as back
up if necessary
▪ Entry Info flyers (single use only)
Mobile PA
▪ Tested and ready for use external to the venue if required for queue management.
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APPENDIX A
100 pax proposed entry (to begin with, in order to have as many people under cover as most likely
will be winter when mode initiated)
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APPENDIX B
200+pax proposed entry
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VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Foyer Operations

PURPOSE
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•

To provide effective guidelines and procedures for all venue staff to manage patron movement
within the foyer space to reduce the risk of COVID-19 being spread.

PROCEDURE
•

Upon entry to the venue, staff to encourage patrons to move directly to their seat, unless
accessing venue facilities, to prevent any gathering of groups.

•

Internal staff to actively monitor, and act, upon any group forming to politely request they move to
their allocated seats to be in line with safe practices regarding COVID-19.

•

Regular announcements via the venue PA system should be used when required.

•

Floor stickers and signage to be placed at predetermined locations within the venue as a reminder
to patrons to adhere to the governments personal safe distancing guidelines.

•

Any Food and Beverage outlets allowing patrons to present to the service counter will have a
roped entry with floor indicators to assist with correct distancing

•

All patrons should take F&B purchases back to their seats prior to consuming so that masks can
be worn at all times whilst moving through the venue (subject to Government Guidelines at that
time).

•

At peak times, staff are to monitor toilet queues, and ensure a ‘one in, one out’ system is
maintained.

•

No cloaking facilities will be offered at the venue until such a time as a Risk Assessment indicates
that it is safe to do so.

•

The staff room location will not be used for this purpose, instead it will be repurposed into a private
first aid area if required. It is essential if the room is used for this purpose that 2 staff members
are present during the treatment of any first aid situation.

•

At the conclusion of the event, egress from each area of seating will be designated a specific exit
door to avoid overcrowding the foyer area.

EQUIPMENT
The Event Manager or FOH Duty Manager will ensure the below is checked and appropriately set up
for the specific event requirements prior to doors opening:
o
o
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Staff appropriately briefed on safety requirements for the event, and assigned to areas if
required i.e during change over at toilet entrances
Signage
▪ Social distancing – internal and external, including floor stickers
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o

o
o

Roped guides to facilities, including floor identification markers spaced at 1.5m
▪ Downstairs Bar
▪ Snack Bar
▪ Main Bar
▪ Coffee Bar
▪ Winter Garden
PA system tested and in good working order
Staff room appropriately neat and clean with PPE stocked ready

VENUE SAFE
STANDARD OPERATING PROCEDURE
AREA
•

Person testing positive at Palais Theatre

PURPOSE
•
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To provide a response plan in the event we receive notification of a person testing positive for
COVID-19 within 14 days of visiting the venue.
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PROCEDURE
Employee Testing Positive
•

Notification received from employee (or possibly an authorised governing body) that an employee
has tested positive. Live Nation Australia Venues will provide support to any affected employee
and ensure they are provided with appropriate assistance. If the affected employee is on site,
ensure the employee is supplied with a face mask, sanitiser and gloves are is advised to leave
the premise immediately and that they have a safe method for getting home.

•

Notify the Venue Manager, if they are not already aware of the situation

•

Prior to the employee leaving, ask them to provide specific information regarding which coworkers
or contractors they have been in close contact with in the previous 2 weeks, so that we may notify
these people that they have been in close proximity to a person (unnamed) who has recently
tested positive to Covid-19.

•

Identified areas of possible contamination, these areas should be cordoned off to prevent anyone
else entering the area until it has been deep cleaned and sanitised. Note: There is not an
automatic WHS requirement to close down an entire workplace, particularly if the person infected,
or suspected to be infected, has only visited parts of the workplace.
(www.safeworkaustralia.gov.au; COVID-19-Infographic-Suspected-or-Confirmed-Cases)

•

If there are other staff, contractors or visitors onsite and none of these people have visited
potentially contaminated area(s), then they are free to remain on site within the safe areas. If any
of these people have been in close contact with the affected person or been within the cordoned
off areas within the last 14 days, then these people should be sent home to self isolate for 14 days
or obtain a medical certificate showing they are clear of Covid-19.

•

Venue Manager, or assigned person, to contact the following team members to provide a brief on
the situation and what measures have or are being implemented:

Vice President of Venue Development
Mark Graham
mark.graham@livenation.com.au
LNA Chief Executive Officer
Roger Field

roger.field@livenation.com.au

0414 822 445

LNA HR Manager
Alex Borzillo

alex.borzillo@livenation.com.au

0439 310 009

Worksafe Victoria
Monday – Friday, 7.30am – 6.30pm
24/7 Emergencies
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0456 967 962

1800 136 089
13 23 60
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And if deemed necessary by Mark Graham or Roger Field, contact:
LNA Vice President of Communications
Jackie Antas
Jackie.antas@ticketmaster.com.au 0422 168 444
•

Venue Manager, or HR Manager, to contact any of those employees that may have been exposed
and explain the situation and provide feedback as to how the employee is to deal with the issue,
without identifying who the positive employee is to maintain their privacy.

•

Contact the Victorian Heath Department on 1800 675 398 and ask them for further advice on how
to deal with the matter and record date, time and the details of the person you spoke to.

•

Venue Manager to arrange a team meeting (via zoom) to discuss the situation and advise all full
time employees of the positive test and the next steps

•

Ensure thorough cleaning and sanitisation of the workspace and visited areas is complete prior to
anyone permitted back into those cordoned off areas

•

Review relevant Venue Safe SOPs to see whether any improvements in the processes are
required.

Patron/Visitor/Contractor Testing Positive
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•

Notification will be received from an authorised governing body or contractor informing us that a
person who had attended a concert or recently worked at our venue had tested positive for the
COVID-19 virus. Ensure wherever possible that you write down the date, time and who the
notification came from and their contact details.

•

Venue Manager informed, if not already aware of the situation

•

The authorized governing body will most likely request we provide them with the contact tracing
information for all attendees on site for that event, whether patrons, staff, suppliers or contractors.
Ensure there is clarity as to what details are required, by when, and where to send this information,
preferably get them to email the request through with all relevant information. Record all details
discussed. And ensure information is securely provided, with password protection for example.

•

Venue Manager or assigned person, to contact those listed under the ‘Employee Testing Positive’
section of this document and outline the situation and measures being implemented.

•

A letter to be sent to all staff who worked the event from Venue Manager advising that they will
be contacted by a governing authority in relation to the situation.

•

Venue Manager to then send communication in the following order, outlining the situation and
corrective measures taken:
1. Vice President – Venue Development and Live Nation Australia CEO
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2. Staff
3. Stakeholders including Event Hirer/Organiser and Contractors
4. Patrons from the event effected and any patrons who may have been in the venue over
the previous 2 weeks
•

Remind all staff they are not to speak to the media, and request any contractor not to make any
statements, before liaising with LNA Communications Manager.

•

Ensure a deep clean and sanitisation of the entire venue is complete prior to non-cleaning staff,
contractors or stakeholders are permitted back on site.

•

Review relevant Venue Safe SOPs and Risk Assessment process requires enhancing.

CREATED BY
•

Palais Theatre Venue Safe Working Group

DATE
•

5th August 2020

VENUE SAFE
STANDARD OPERATING PROCEEDURE
AREA
•

Food and Beverage Outlets - Staff

PURPOSE
•

To provide effective guidelines and procedures to food and beverage staff in a manner that
reduces the risk of COVID-19 transmission during service at the Palais Theatre.

PROCEDURE
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•

Food and beverage staff are to wear gloves while on site. Staff are to ensure they make physical
contact with as few surfaces as possible.

•

Staff must wear a face mask for the entirety of their shift (subject to Government Guidelines at
that time), with the option of an additional face shield
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•

While behind the outlets, staff are to ensure they always maintain a distance of 1.5m between
other staff and patrons. Floor markings will help to guide the patrons on where to stand.

•

Prior to the start of service, staff are to wipe down all surfaces that will be in contact with staff,
patrons or stock using the provided surface spray and cloths. This includes fridge handles,
EFTPOS terminals, POS screens, service bench tops and cupboards.

•

During the event, coordinate with cleaners to wipe over surfaces at least every hour. Though staff
should ensure they are cleaning and sanitizing common contact surfaces regularly.

•

Do not place any product on the bench space between the staff and patron service areas. Ensure
every display unit is kept on the backbench.

•

Mr Yum Ordering system will be utilised to avoid contact and provide offering to deliver to patrons.
A separate document will explain how this works.

•

When serving wine, take care not to touch any area of the plasticware cups other than the base.

•

Use the provided hand sanitiser to wash your hands every 10 minutes.

•

Payments are to be contactless only. Payments may be made via contactless cards or mobile
phones. Staff are to ensure patrons do not make physical contact with the device. Should a
patron need to touch EFTPOS machine, ensure to wipe down machine after use with a sanitiser
wipe.

•

All surfaces are to be thoroughly cleaned and sanitised:
o
o

•

When not serving a patron or assigned another task
After a patron makes contact with any surface

When finishing shift, thoroughly wash and return the face shield. Dispose of gloves in a safe
manner.

EQUIPMENT
Provided by venue:
•
•
•
•
•
•
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Disposable latex gloves
Perspex face shields
Sanitised surface spray
Disposable surface wipes
Hand sanitiser
Metal teaspoons
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REFERENCE
For further information on cleaning and disinfecting to reduce COVID-19 transmission – Tips for
non-healthcare settings please refer to the Australian Food Safety Standards – foodstandard.gov.au
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