3BBRfm POLICY STATEMENT &
SAFETY MANAGEMENT PLAN
Covid 19
Preamble:
3BBR is a community radio station manned entirely by volunteers. The majority of those volunteers
would fit into the “high risk” category with respect to the consequences of catching COVID 19. The
purpose of this document is to outline 3BBRFM’s commitment to volunteer safety and well-being
in the COVID 19 environment. It should be read in conjunction with all the official documents
released by the relevant Government departments.
If there are differences in policy between the Government policy and this document, the
Government policy always takes precedence.

3BBR Statement of Policy
•

Asserts that the 3BBRFM Board has responsibility for the safety of all the volunteers and
that the board will make decisions based on known facts and Government policy.

•

Recognises the rights of volunteers to be responsible for their own health and well-being but
that right, and subsequent conduct, must extend to protection of their fellow volunteers.

•

Allows any volunteer that feels unsafe / insecure to not attend the station without risk of
losing their broadcast position on return.

•

Requires that any volunteer that is unwell, or just “feels” unwell, does not attend the station
(not limited to COVID 19 symptoms).

•

Allows for the production of radio shows / items of interest from home, and that they will be
put to air in a timely manner (recognising that some limitations apply).

•

Requires volunteers to perform all the duties as outlined in this, and other related
documents, as produced from time to time.

•

Aims to enable “live” presenters to broadcast from the studio where possible, subject to such
conditions and restrictions as are necessary to be applied based on the current “threat” level.

•

Supports a principle: “If you can stay at home, you should” as a key element of the policy.

•

Recognises that radio can provide comfort to some people in times of stress.

•

Provides for auditing and monitoring of compliance with the policy and procedures and
disciplinary action in the event of failures to undertake proper processes.
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The following sections outline the station policy for each of the current known “Stages” of
Government restrictions:
Stage 2:
1. Live presenters allowed at station provided they have undertaken the appropriate briefing on
cleanliness and use of the OTS computer system (see procedural documents).
2. No more than 2 people in “On Air” studio at a time.
3. No more than 4 people in the building at one time.
4. Social distancing requirements to be observed at all times.
5. Cleaning to be undertaken as per the procedural document (attached at Appendix A.).
6. Minimum of a one hour break between “live” presenters.
7. Station to be vacated as soon as possible at the end of “on air” time.
Stage 3:
1. Only presenters that have previously completed the briefing on cleanliness and use of the
OTS computer system allowed. No further briefings possible.
2. No more than 1 person allowed in the building at a time.
3. Cleaning to be undertaken as per the procedural document (attached at Appendix A.).
4. Minimum of 2 hour break between “live” presenters.
5. Station to be vacated as soon as possible at the end of “on air” time.
6. No person from a Stage 4, or higher designated local government area to attend the station.
7. Any requirements to attend the building for other activities (computer maintenance, etc) to
be done whilst there is no “live” presenter in attendance.
Stage 4:
1. No “live” presenters.
2. Limited access to attend to production requirements, limited to one person at a time.

Other:
1. Station will be locked down, and deep cleaned, if any of the following occur:
•

Presenter, who has attended the station, reports contracting COVID 19

•

Presenter, who has attended the station, reports coming into contact with somebody
that has tested positive to COVID 19
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Station Responsibilities:
•

Provide gloves, cleaning equipment, wipes, garbage bags, hand sanitiser, soap.

•

Provide adequate instructional signage (cleanliness, personal hygiene)

•

Provide sign-in mechanism

•

Provide checklists to maintain a record that cleaning processes have been undertaken
(Appendix B.)

•

Audit on a regular basis to ensure compliance

Presenter Responsibilities:
•

Will NOT attend the station if unwell, or “feel” unwell

•

Will NOT attend the station if they know or suspect that they have been in contact with a
person suffering from COVID -19 (will report that incidence to the station president)

•

Will report contracting COVID 19 to the station President as soon as possible, and will not
attend the station.

•

Will practice social distancing, as is applicable based on “Stage”.

•

Correct use of hand sanitiser on arrival at station, and other times as appropriate (Appendix
B. attached). Note: It is better to wash your hands with soap and water.

•

Sign in / sign out – recording correct times

•

Follow the checklists for cleaning on arrival / departure using Appendix A. as the
requirements.

•

Will leave the console and computers in the proper configuration at the end of shift to enable
proper remote management.

•

Will not share personal equipment (e.g. headphones etc).

•

Use a fresh microphone sock as provided to commence broadcasting and when finished
remove it and place it in the bin provided for used microphone socks to be washed. NB. Do
NOT use your own microphone sock.

•

Will take home everything brought into the station by them, including their rubbish.

•

Will leave the station as soon as is practical at the end of their on air time.

•

Note: There is no requirement to wear a mask whilst on air, the expectation is you will wear
it to and from the station as per current Government policy.

•

If at any time a “live” presenter feels unsafe or uncomfortable they should withdraw their
offer of presenting live from the studio, without any detriment to their position when/if they
return later.
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•

Recognises that in failure to comply with the above conditions will result in withdrawal of
the live broadcasting privileges.

Document produced: 7 August 2020 Rev. 2 Page: 4 of 12

Appendix A: CLEANING PROCESS
The following steps must be undertaken:
General:
•

All cleaning tasks should involve the use of gloves for protection (provided). Correct glove
removal technique must be adhered to, including washing hands on removal (Appendix B.).

•

Use of hand sanitiser should be in line with current accepted best practice (see Appendix B.)

•

All wipes that are used should be placed in provided rubbish bags and that bag must be
removed at the end of your shift. This applies to any other rubbish you may generate whilst
in attendance as well.

•

Anything that is brought to the station must leave with you at the end of the shift

On Arrival at Station
•

Use own hand sanitiser before accessing the key safe.

•

Access key, unlock doors and return key to the key safe and lock.

•

Enter building and use hand sanitiser inside door before proceeding.

•

Sign in, including logging the correct time

Pre-clean
Rationale: You are responsible for your own safety as much as is possible, you should not rely on
the actions of others.
•

Wipe down all surfaces that you are likely to come in contact with using alcohol wipes,
including any door handles, equipment etc

•

If surfaces are particularly dirty use soap and water to clean thoroughly

•

Do NOT allow soap and water to come in contact with electrical equipment

•

Care should be taken with the studio console, CD players, computer keyboards, mice, etc.
Wipe down carefully with a nearly dry alcohol wipe (i.e. not dripping wet!). Wipe paying
particular attention to any buttons / sliders you are likely to use / touch.

•

If using station CD’s they should be cleaned as they are taken from the racks.

Post-clean
Rationale: You should leave the building in as COVID safe condition, as is possible, to minimise
the risk of the disease being spread should you inadvertently attend infected.
•

Everything you have touched needs to be wiped down as you leave. So as you “back out” of
a room you should be following the same guidelines as per “Pre-clean”
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•

If you have coughed or sneezed whilst at the station you need to widen the cleaning area and
should give everything a good wipe down with alcohol wipes. If the heater / air conditioner
is running this may involve a considerable area (consider airflow when making decisions
about what to wipe down)

•

Care should be taken to include door handles on exiting the building.

•

Wipe down the key and key safe when accessing them to lock the station.

•

All rubbish to be removed from the station.

Toilet specific:
•

If you use the toilet area it must be cleaned in line with the protocol above.

•

Before flushing the toilet you should lower the lid to reduce the risk of spread of aerosol
particles.
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Appendix B: Personal Hygiene

Document produced: 7 August 2020 Rev. 2 Page: 7 of 12

Appendix B: Personal Hygiene (continued)
Additional Information:
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