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A COVID-19 MANAGEMENT PLAN (CMP) for 
Friends of Brisbane Botanic Gardens and Sherwood Arboretum (FBBGSA) First Approved October 28 t h  2020 

The Fr iends of  the Br i sbane Botanic Gardens ( fBBGSA),  i s  a not-for-prof i t  company l imited by guarantee that supports  the growing projects 
of  Br i sbane’s three botanic gardens – City Botanic Gardens,  Botanic Gardens Mt Coot-tha and the Sherwood Arboretum.  

Our miss ion:  

•  Connect  with the Gardens’ projects through act ive part icipat ion.  
•  Promote  the Gardens at var ious exhibi ts ,  shows and related events 
•  Protect  the Gardens through advocacy and input into planning 

The Fr iends provide opportunit ies to become closely involved in act iv i t ies to support  the botanic gardens and to benef i t  f rom the 
f r iendship and sense of  community that comes f rom volunteer ing within our organisat ion.  Our members come f rom al l  walks of  l i fe.  Our 
act iv i t ies and events include monthly speakers,  meet ings,  team projects,  talks ,  conferences,  tours ,  morning teas,  smal l  gather ings,  
exhibi t ions etc.   

Int roduct ion to document:   

The purpose of  th is  document i s  to provide guidance in a st ructured manner to develop and implement our organisat ion’s  own analys i s  of  
the intended act iv i ty and how we plan to manage infect ion control  whi le conduct ing our act iv i t ies.   

The document i s  made for  the purpose of  support ing the FBBGSA to rebui ld and recommence our act iv i t ies by matching the QLD Health 
author i ty and the Br i sbane City Counci l  di rect ives.   

The CMP wi l l  be a dynamic document and wi l l  ref lect current state and BCC day-to-day di rect ives.  The specif ic social  distancing, hygiene 
pract ices and PPE guidel ines may change at which t ime an addendum wi l l  be noted and recorded in minutes.  Not ice wi l l  be sent to al l  
members within 7 days.   

 
COVID19 MANAGEMENT PLAN 

FRIENDS BRISBANE BOTANIC GARDENS AND SHERWOOD ARBORETUM  

Board approval  date  

Date completed  

Date dist r ibuted  

Date reviewed  

Contact Off icer  Annette I r i sh 

 
  



FBBGSA Confidential Page 2 30/11/20  

 

Guiding Quest ions Overview of  management plan Who is  Responsible 
What checks and 
preparat ion has FBBGSA 
done to ensure 
recommencement of  
act iv i t ies? 

•  Preparat ion of  approved COVID19 Management plan;  
•  Prepare procedures to assess condit ion of  al l  tools  and equipment held within 

the storage shed, held by members and al l  other faci l i t ies  including nursery 
before and after  use 

•  Prepared COVID19 management plan member t raining  

Board and al l  team 
members 

How wi l l  FBBGSA comply 
with social  distancing 
requi rements? 

•  Compl iance statement at al l  events,  workshops,  team projects and venue 
entrances;  
o  Signage at entry points ;  
o  Separate entry and exi t  –  to include BBG auditor ium events and plant sales;  
o  Social  distancing dur ing sales,  meet ings,  team project act iv i t ies ,  

information booths,  both at BBG and external  venues including off -s i te 
plant sales,  tours  and garden expos etc;  

o  Keep informed and amend al l  s tate and counci l  di rect ives.  

Al l  Members at al l  
events 

How is  FBBGSA rest r ict ing 
numbers within the venue 

•  Applying current approved total  number rest r ict ions per square metre;   
•  Placement of  f loor ‘spacing’ graphics;  
•  Noti f icat ion by attendees of  current health complaints ;   
•  Rat io of  1 coordinator per 9 team members dur ing projects such as k i tchen 

garden team, propagating team, plant audit  team and others  
•  BCC staff  to be included in the total  numbers of  attendees 

Event organiser  and 
team coordinators  

What extra measures i s  
FBBGSA doing to keep 
guests  and gardens 
v is i tors  safe? 

•  Direct members and guests  to stay at home i f  they are s ick,  and to go home 
immediately i f  they are unwel l  or  become unwel l  dur ing act iv i ty.  

•  Keep contact information of  al l  attendees to al l  funct ions us ing the current 
Membershipworks FBBGSA web-based database for  al l  regist rat ions,  s ign in and 
record system;  

•  Sign in for  al l  act iv i t ies to be kept on record for  56 days;  
•  Ni l  supply of  open serve tea and coffee faci l i t ies by FBBGSA;  
•  Reduce r i sk by no handl ing of  food – use Café for  venue and supply food and 

beverages;  
•  Tool  and equipment cleaning procedures   
•  Supply ful ly  stocked f i r s t -aid k i t  with appropr iate COVID-19 PPE?  

Team coordinators  
and member serv ices 
coordinator 

What measures has 
FBBGSA put in place to 
keep members safe 
dur ing act iv i t ies?  

•  Changing work processes to al low for  social  distancing;  
•  Increased cleaning f requency; 
•  Postponement or  cancel lat ion of  al l  non-essent ial  face to face gather ings,  

meet ings or  workshops;   
•  Re-organis ing schedules to l imit  numbers of  attendees;  

Board members,  
team coordinators ,  
and team members 
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Guiding Quest ions Overview of  management plan Who is  Responsible 
•  Consider ing alternat ive arrangements where poss ible for  members cons idered 

at increased r i sk;  
•  Develop and del iver  t raining on COVID safe procedures;   
•  Members work ing staggered t imes;  
•  Team members work ing at distance but under team coordinator supervis ion 

How is  FBBGSA complying 
with hygiene and 
cleaning requi rements? 

•  Inst ruct ion on how to pract ice good hygiene; 
•  Hand washing faci l i t ies  or  alcohol-based hand sanit i ser  at entry and exi t  points ;   
•  Signs posted regarding pract icing of proper hygiene and hand washing;  
•  Ensur ing f requent ly touched areas and surfaces are cleaned regular ly with 

detergent;  
•  Ensur ing rout ine cleaning carr ied out in al l  areas;   
•  Al low for  suff ic ient cleaning t ime. 
Cleaning BCC Equipment 
•  Al l  chai rs  used in auditor ium and other BCC venues to be wiped down after  use 

and dr ied before stacking. 
Tools and Equipment 
•  Reducing shared equipment and tools ;  
•  Cleaning of al l  tools  and equipment before and after  use by the user ;  
•  Use of own or suppl ied tools  for  team act iv i t ies:   

o  Not shar ing tools  such as used in volunteer programs such as the Ki tchen 
Garden and Growing Fr iends teams;  

o  FBBGSA to maintain supply of  cleanser for  hands,  tool  and equipment 
cleaning.  

Board representat ive 
in conjunct ion with 
Team Coordinators  to 
review procedures 
and order suppl ies,  
al l  members to use 
the new suppl ies and 
fol low new cleaning 
procedures 

How is  FBBGSA managing 
del iver ies,  contractors  
and vis i tors  for  contact 
t racing? 

•  Contact f ree del iver ies;   
•  Removing paperwork f rom order ing and del ivery interact ions;   
•  Arrange drop off  point  for  del iver ies;  
•  Keeping contact detai l s  of  al l  v i s i tors  to ass i s t  with contact t racing;  
•  Have contractors  or  v i s i tors  s ign in or  text  thei r  contact detai l s  unless  registered 

us ing the FBBGSA web-based on- l ine regist rat ion process.  

Team coordinators  
and FBBGSA members 

How is  FBBGSA to review 
and monitor  COVID 19 
compl iance? 

•  Review processes to ensure the measures in place are effect ive;  
•  Review exist ing cr i t ical  r i sks  and whether changes in pract ices wi l l  affect 

current r i sk management;  
•  For al l  new cr i t ical  r i sks  int roduced due to changes in team numbers  and 

pract ices,  to int roduce requi red new r i sk controls ;  
•  Schedule quarter ly review of processes by consult ing with team coordinators  on 

effect iveness of  current procedures and report ing processes.  

Board,  event 
organisers  and team 
coordinators  
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Register  and s ignage for  
al l  Events 

Regist rat ion wi l l  be implemented for  al l  act ivi t ies:   
•  Onl ine,  us ing the FBBGSA Membershipworks,  MSW, event register ;   
•  Register  to include name, address,  emai l ,  phone contacts,  s tart  and f in ish t imes;  
•  At the t ime of booking members,  v i s i tors  and patrons are to be not i f ied of  the fol lowing:  

o  They wi l l  not be able to enter  the exper ience i f  they are unwel l ,  have COVID-19 symptoms or  
have been in a declared COVID-19 hotspot in the past  14 days;   

o  The not ice should state that bus inesses have the r ight to refuse service and must ins i s t  that anyone 
with these symptoms wi l l  not be able to part icipate.  

•  Int roduct ion of  f lex ible bookings and refund pol icies to help encourage s ick members,  v i s i tors  and 
patrons to stay home; 

•  FBBGSA representat ive to manage regist rat ions;  
•  Signs stat ing the same are to be placed at the entrance or  handouts upon arr ival ;   
•  The l i s t  of  regist rants  to be emai led to the team coordinator/s  as an onl ine form for  use to ver i fy 

attendance at the event;  
•  Coordinator may provide completed l i s t  by ei ther:  

o  Hard copy emai led to FBBGSA within 24 hours  after  the event;  
o  Complet ion of  attendance l i s t  produced by the MSW on- l ine regist rat ion.  

 
Cleaning  •  Cleaning schedules wi l l  need to be increased;  

•  Alcohol-based hand sanit i ser  i s  to be made avai lable at entry and exi t  points  so attendees can use i t  
when arr iv ing and leaving; 

•  Dur ing events f requent ly touched surfaces (such as handrai l s ,  machinery,  tools ,  equipment,  water 
taps and doors)  should be cleaned regular ly us ing appropr iate cleaning solut ions;   

•  Personal  i tems such eyeglasses and phones should be cleansed and dis infected f requent ly (e.g.  by 
us ing i sopropyl  alcohol  wipes) ;   

•  Food preparat ion areas and equipment where customers access should be cleaned in l ine with Safe 
Work Austral ia’s  guidance on Cleaning (refer  to workplace cleaning on pages 5-7 of  the OIR COVID-
19 Guide) ;   

•  The workplace is  to provide closed bins for  workers  where appropr iate to hygienical ly dispose of  
waste and rubbish such as used t i ssues,  immediately (or  i f  away f rom amenit ies,  as soon as poss ible) 
after  use.   
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RETAIL Act ivi t ies 
Management 

Plant Sales Events:  
•  Alert  al l  BBG staff  as to the COVID management plan and i ts  appl icat ion at every retai l  event;   
•  Ensure BBG staff  meet and support  retai l  pract ices;  
•  Al l  SALES to be registered us ing the web-based FBBGSA shopping cart  system;  
•  When cash i s  offered i t  i s  to be handled only with disposable gloved hands;  
•  Two FBBGSA members on duty at al l  t imes:   

o  1 for  process ing sales;  
o  1 for  QnA and marshal l ing customers.   

•  Clean register  table between each customer;  
•  Staff  to wear disposable gloves;   
•  Provide alcohol  based sanit i ser  at entry to retai l  area; 
•  Design a set layout for  sales areas for  al l  sales events:  

o  OPTION: a sample table with main stock held behind sales area to be accessed only by FBBGSA 
members on duty.  

•  Set out of  display and tables to ensure 1.5 metre distance to be maintained between staff  and customers 
at al l  t imes;   

•  Indicators  for  phys ical  distancing including l ine markings,  bol lards,  indicators ,  and phys ical  distancing 
f loor st ickers ;  

•  Ensure Customers apply spacing at al l  t imes;   
•  Customers to pack own bags or  boxes 

 
Food Service  •  No buffets  or  shared ‘serve yoursel f ’  sect ions such as tea and coffee;  

•  Al l  food wi l l  be pre-prepared and sealed; 
•  No open food displays or  food on display meant for  consumption;  
•  Maximum number of  attendees at any one t ime i s  determined by the 2 square 

metre rule;   
•  For smal ler  venues below 200 square metres,  bus inesses can have one person per 2 

square metres up to 50 persons at a t ime or  as advised by QLD Health Dept 
•  Food Service are must  be kept separated f rom other def ined areas by a minimum 

of 1.5 metres at al l  t imes;  
•  Patrons must  remain seated and stay when in the def ined area, and they must be 

provided table serv ice by dedicated staff  for  that def ined area; 
•  Tables,  chai rs ,  s tools  and booth seat ing must be sanit i sed after  every use;   
•  Reference: https://www.covid19.qld.gov.au/__data/ 

assets/pdf_f i le/0024/127653/COVID-Safe-FAQ.pdf  
 
 

FBBGSA event 
organisers  
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Cutlery  
•  Non-disposable crockery/cut lery/ glassware permitted when cleared after  each 

course and washed us ing a commercial  grade dishwasher or  glass  washer:   
•  I f  not pract icable use disposable/ recyclable cut lery,  crockery and glass ware.   

Hygiene  
•  Make hand sanit i sers  f reely avai lable throughout the event based upon capacity 

for  customer use;   
•  Hand and respi ratory hygiene are to be encouraged;  
•  Frequent envi ronmental  cleaning and dis infect ion must be maintained.  

Condiments/Water stat ions/ BYO  
•  Al l  serves of  condiments should be disposable such as sachets of  sal t  pepper and 

sugar;  
o  Not stored or  disseminated f rom a common container  

•  No communal  water stat ions;   
•  BYO cups ( i .e KeepCups) are not permitted to be used i f  col lected and stored with 

other crockery and cut lery.  

 
Outdoor Act ivi t ies This  sect ion provides guidance regarding outdoor act iv i t ies that engage volunteers  who 

act as group leaders,  inst ructors  or  supervisors .   
To operate in outdoor envi ronments,  FBBGSA wi l l  conduct thorough safety management 
planning to address var iables that might present r i sks  for  thei r  groups,  including weather,  
f i re,  safe t raverse,  food safety,  and disease.   
Key focus areas for  Outdoor Act iv i t ies in managing the r i sks  associated with COVID-19 are:   

•  L imit  co-mingl ing of groups in part ic ipat ion;   
•  Management and, where viable,  segmentat ion of  groups of  part ic ipants through 

schedul ing of  act iv i t ies;  and 
•  Implementat ion of  st r ict  hygiene measures at entry and exi t  points ,  communal  

areas and management of  equipment.  
Includes al l  act iv i t ies on BCC property,  external  venues and al l  act iv i t ies  organised by 
FBBGSA or promoted as a FBBGSA act iv i ty including events such as garden expos and 
open garden tours .  

The board and the 
event organisers  
and have 
responsibi l i ty for  the 
safety of  the group 
and for  
management of  the 
act iv i ty.   

Spacing •  No more than one person per 2 square metres for  spaces of  greater than 200 square 
metres;   

•  Requirement of  2 square metres per person and phys ical  distancing (>1.5 metres) .  

Al l  attendees to 
fol low inst ruct ions 
FBBGSA rep 

 



FBBGSA COVID MANAGEMENT PLAN November 26 2020 vers 5 

 
Managing outdoor 
act ivi t ies 

•  Conf i rm health status pr ior  to entry to any faci l i t ies  ( refer  to Sect ion Register)   
•  Signing on and off  with ful l  disclosure of  contact detai l s ;   
•  Detai led attendance register  to be kept for  a minimum of 56 day. 
•  The pr ivacy measures FBBGSA wi l l  apply protect sens i t ive health information.   
•  Health Restr ict ions to exclude anyone who has:   

o  COVID-19 or  has been in di rect contact with a known case of COVID-19 in 
the previous 14 days;  

o  COVID-19 symptoms or  who i s  a high health r i sk (e.g.  due to age or pre-
exist ing health condit ions) ;  

o  Travel led internat ional ly.  
•  No co-mingl ing of establ i shed groups;  
•  Attendees to provide thei r  own water and food unless cater ing provided by an 

approved Food service suppl ier ;  
•  No shar ing of  food between attendees;  
•  Hand sanit i s ing cons istent ly appl ied; 
•  No more than rat io of  1:9 per coordinator with a maximum group not to exceed 20 

per event including the coordinators  and/or BCC staff ,  garden owners,  etc;  
•  Stay in groups on t rai l s ,  roads,  paths,  etc.  where phys ical  distancing and hygiene 

norms can be maintained;  
•  Team coordinator to use stand back procedures -  give way method where one 

group al lows the other group to pass at the appropr iate distance, where 
appl icable;   

•  High contact points  within an Outdoor Space must be cleaned before another 
group can access that area – this  includes tables,  benches,  and other faci l i t ies that 
have been used by the group such as in the Ki tchen Garden pavi l ion;  

•  Consider the capacity for  the group to apply appropr iate methods;   
•  Communicate plans for  al l  act iv i t ies to other groups such as BCC staff  as requi red;  
•  Groups must remain constant,  with no swapping between groups by indiv iduals 

dur ing the sess ion;   
•  No shar ing of  personal  i tems once act iv i ty commenced (e.g,  tools ,  chai rs ,  

binoculars ,  clothing);   
•  Equipment cannot be shared between groups,  unless cleaned/sanit i sed between 

sess ions;   

FBBGSA rep wi l l  
assess the maximum 
capacity of  each 
def ined area, and 
wi l l  communicate  

-  Must not create 
an unnecessary 
r i sk of  people 
congregat ing.  
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Schedul ing •  Amend act iv i ty schedules to reduce in-person contact for  member part icipants,  the 

publ ic and BCC staff  by:   
o  Schedul ing t ime between act iv i ty sess ions for  al l  attendees to safely arr ive and 

exi t  the venue; and  
o  Consider ing staggered arr ival  and/or departure t imes for  di f ferent groups.   
o  Consider al ternat ive start/f in i sh points  for  di f ferent groups (where appropr iate)  

•  Manage venue entr ies and exi ts  (and separate where poss ible) to ensure a seamless 
f low of part ic ipants and through the area or  venue and l imit  the r i sk of  over lap and 
congest ion.  

•  Consider separate def ined areas/zones as appropr iate to minimise r i sk and manage 
al l  requi rements as out l ined (contact t racing, hygiene, l imit ing co-mingl ing)  

FBBGSA event 
organisers  

Kitchen Garden, 
Plant Label  Audit ,  
Growing Fr iends 
teams and other 
volunteer program 
teams 

•  Direct members to stay at home i f  they are s ick,  and to go home immediately i f  they 
become unwel l .  

•  Keep contact information of  al l  attendees to al l  team act iv i t ies  us ing the current 
Membershipworks FBBGSA web-based database for  al l  regist rat ions,  s ign in and record 
system;  

•  Sign in for  al l  act iv i t ies  to be kept on record for  56 days;  
•  Ni l  supply of  tea and coffee faci l i t ies .   
•  Reduce r i sk by no food handl ing – use cater ing or  gardens Café for  venue and supply 

food and beverages;  
•  Tool  and equipment cleaning procedures – refer  to sect ion Cleaning   
•  Supply ful ly  stocked f i r s t -aid k i t  with appropr iate COVID-19 PPE? 

Team coordinators  

Tours and open 
pr ivate garden 
events 

FBBGSA as the organis ing body i s  respons ible for  apply ing and managing the FBBGSA 
COVID plan at al l  publ ic and pr ivate events.   
At events such as open gardens,  al though on pr ivate property,  the management plan i s  to 
be appl ied at al l  t imes including:   
•  Social  distancing; 
•  Cleaning;  
•  Clear ly def ined Entry and Ex i t ;   
•  Smal l  groups to be scheduled to move through the venue to maintain social  

distancing requi rements;  
•  L imit  the use of  cash t ransact ions by encouraging attendees to use contact less  

payment opt ions;  
•  L imit  t ime within the conf ines of  a vehicle/bus wherever pract ical  to help enable 

f requent cleaning of high touch areas,  surfaces and spaces with detergent or  
dis infectant and to minimise use of  shared faci l i t ies such as toi lets  on the 
vehicle/vessel .  

Event Coordinator 
and FBBGSA reps on 
s i te 
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•  Al l  Procedures l i s ted under Food service, cleaning, social  distancing and outdoor 
act ivi t ies are appl icable.  

Pre-screening for  
team project 
act ivi t ies and set  
bookings 
 

•  Check that patrons have not been in a declared COVID-19 hotspot in the past  14 
days.  This  may include checking border declarat ions or  res idency documentat ion 
before commencing the exper ience. 

•  Noti fy patrons that they wi l l  not be able to part icipate i f  they are unwel l ,  have COVID-
19 symptoms or  have been in a declared COVID-19 hotspot in the past  14 days.  The 
not ice should state that bus inesses have the r ight to refuse service and must ins i s t  that 
anyone with these symptoms wi l l  not be able to part ic ipate.  This  should be done at 
the t ime of booking and with s igns at the entrance or  al ight ing t ransport .  

•  Int roduce f lex ible booking and refund pol icies to help encourage s ick patrons to stay 
home. 

•  Implement measures to rest r ict  numbers within the exper ience, including maintaining 
a maximum of people (as approved by the QLD Health Dept) at any one t ime, 
including organisers  and other staff .  

Event organiser/s  

Social  distancing  
 

•  Int roduce measures to rest r ict  interact ion between di f ferent groups in the tour or  
act iv i ty including ass igning indiv idual  seats for  the durat ion of  the act iv i ty.   

•  Wherever poss ible,  patrons should be seated and remain seated. 
•  I f  pract icable,  set up separate exi t  and entry points  to minimise contact.  
•  Int roduce measures to provide for  appropr iate social  distancing between tour groups 

and members of  the general  publ ic when in publ ic spaces (e.g.  lunch breaks on bus 
tours) .    

•  Bus tours  – preferable to ensure s ingle seat ing unless  co-habit ing fami ly or  f r iends are 
t ravel l ing.  

Event organiser/s  

 


