
 
  

COVID-19 Manager Bulletin – 17 June 2020 
  

This email is for Monash Health managers. 
  
The COVID-19 pandemic is an evolving situation. This advice is correct as of 17 June 2020. 
  

Message from the Chief Executive 
  
‘Follow the process' is the message about Personal Protective Equipment (PPE) training and use, 
physical distancing (including in clinical areas), hand hygiene and other safety measures designed 
to protect you and your teams.  And it is essential that our clinical teams are alert for symptoms 
and use PPE when indicated; including when you are not sure. 
  
Please support your teams to complete their PPE refresher training, both online on LATTE and 
face-to-face. The deadline is coming up fast, and the correct use of PPE is critical to protect our 
people. 
  
Although restrictions are easing, COVID-19 is still active, and we want you to be safe. Any 
transmission to our employees is a concern and reminds us to stay alert. Anyone who feels 
unwell, or is displaying any COVID-19 symptoms must not attend work and should be tested. 
  
At some stage, the government will amend the public order regarding working from home. In 
anticipation, we will run a session on 'Returning to Work Safely' at the Manager Forum on 
Wednesday 24 June 2020 and then again, for all employees, on Thursday 25 June 2020. Please 
keep an eye out for the 'Returning to Work' guides for managers and team members. 
  
Those who can work from home should do so, but as services open back up, some roles can no 
longer be done this way. If you have any higher risk employees returning in the coming weeks, 
ensure they complete the necessary steps. 
  
This week's checklist is: 

•         Discuss with your teams the importance of remaining vigilant to people’s clinical presentation 
and to use ‘droplet precautions’ when indicated. 

•         Remind your teams that the employee survey closes at the end of the week – it will take less 
than five minutes to provide their feedback. 

•         Prepare for your 'Give Me Five' conversations. 

•         Register and finalise your STAR nominations by Tuesday 30 June 2020. 

•         Continue to work on accreditation readiness by Wednesday 1 July 2020 – focus on your 
checklists. 

•         Ensure all patient-facing team members complete online and face-to-face PPE training 
by Wednesday 1 July 2020. 

•         Reinforce the message to your team members that they must be vaccinated against the flu or 
declare online by Friday 14 August 2020. 

•         Help your teams find the time to complete their targeted and mandatory training online.  
  
Thank you for your ongoing hard work and commitment as we continue to deliver safe and high-
quality care. Take the time to acknowledge your team members by nominating some (or all) of 

https://coronavirus.monashhealth.org/latest-news/2020/06/12/higher-risk-employees-returning-to-work/
https://mhstars.awardsplatform.com/


them for a STAR award, and remember to play the 'Our time to shine' video to recognise just how 
much we've achieved in recent months.  
  
Andrew Stripp 
Chief Executive 
  

Key messages 
  

Acknowledge your team's work during COVID-19 
During challenging times, it's helpful to take time out and pause to say 'thank you' to our teams. If 
you haven't already done so, now would be an excellent opportunity to take a moment to 
acknowledge the vital role everyone has played in maintaining safe, high-quality patient care 
during these challenging times. You may wish to share the 'Our time to shine’ video as part of a 
tailored email message, during a team huddle, or Webex meet up, to kick-start the conversation 
and say ‘thanks’ for a job very well done. They may even see themselves in some of the images. 
  

Nominate the STARs in your team 
Better than anyone else, you know which of your team members has gone above and beyond to 
demonstrate excellence during the COVID-19 challenges of 2020.  Nominate an individual or team 
on the STAR Recognition Portal before Tuesday 30 June 2020. 
  

Survey deadline extended – encourage your team members to take five 
minutes and tell us how they feel 
To understand how the efforts put in place throughout this time are working and where further 
effort is needed, we have created a short, confidential five-minute survey. The results are 
important in guiding our ongoing pandemic response and supporting our people through any 
ongoing challenges.  Please encourage your team members to complete the survey. You can 
also complete it quickly and easily online. 
  

Book in a ‘Give Me Five’ conversation with your employees today 
Having Give Me Five performance conversations is a valuable opportunity for open and productive 
discussion, where you can provide feedback and clarity on role expectations and gain their input 
to set future goals and aspirations. 
  
As these discussions are part of accreditation, you must keep a record of when the discussions 
have taken place. 
  

What do you need to do? 
1.       Book in time with your employees (top tip: ensure it is clear of other meetings so you can 

have a relaxed conversation without looking at the clock). 
2.       Complete the Performance Review Record spreadsheet 
3.       Email it to performancereviews@monashhealth.org 
  
More information, including templates, guides and top tips, can be found on the Give Me Five 
page of the COVID-19 employee website. 
  

Be accreditation ready by 1 July 2020 – remember the checklists 

https://protect-au.mimecast.com/s/9xOgCnxyEpHKvY9zh9AknR?domain=coronavirus.monashhealth.org
https://protect-au.mimecast.com/s/9xOgCnxyEpHKvY9zh9AknR?domain=coronavirus.monashhealth.org
https://mhstars.awardsplatform.com/
https://www.surveymonkey.com/r/mhpulsesurvey
https://coronavirus.monashhealth.org/wp-content/uploads/2020/05/Give-Me-Five-Record-Performance-Review-Record-for-Managers.xls
mailto:performancereviews@monashhealth.org?subject=Request%20to%20upload%20Give%20Me%20Five/Performance%20Review%20spreadsheet


In the last edition of the Manager Bulletin, we reminded you about the importance of Point of 
Care audits and Infection Prevention risk assessments. This week’s accreditation reminder is on 
checklists. Follow the links, print them out, and discuss them with your teams. Find out more. 
  

PPE training deadline – 1 July 2020 
Your team members in patient-facing roles must complete their PPE training, face-to-face and 
online via LATTE, before Wednesday 1 July 2020.  Details are being sent to all managers this week 
by email, so you can better understand the training rates for your team. We continue to run face-
to-face sessions at 2:00pm, Monday to Friday, at Clayton, Kingston, Moorabbin, Casey, and 
Dandenong. Read more here. 
  

Webex sessions for Managers 
Last week there was an excellent presentation on Virtual Team Management and Development by 
Senior Manager, Organisational Development, Culture & Learning, Linda Neitz, and Executive 
Director People & Culture, Karen Lowe, delivered an update on Enterprise Agreements and the 
current status of negotiation. The slides from these sessions are available on the COVID-19 
employee website; you can download and read them here. All managers would benefit from some 
of the tips in Linda’s presentation. 
  

OH&S and Industrial Manslaughter – download the presentation 
With new Victorian workplace manslaughter offences expected to come into effect on 1 July 2020, 
we recently heard from Jodie Burns, Managing Principal Solicitor from the Victorian Government 
Solicitor's Office. She spoke about our responsibilities under the Occupational Health and Safety 
Act 2004 and how we manage workplace risks. This is critical information for managers, and I 
would strongly encourage you to download the presentation and familiarise yourself with the 
content. 
  

Wellbeing Thursdays 
The employee forums are evolving, with an increased focus on wellbeing.  Last week, Adjunct 
Professor Melissa Casey (Director of Psychology, Clinical Operations Director) discussed typical 
psychological responses to the pandemic; tips for self-care and connecting with others; how to 
manage your psychological and physical safety in the workplace; and identifying mental health 
distress. Melissa's presentation is available here, and you can work through it with your teams. 
  

Vaccinate or declare – 100% is our flu vaccination requirement 
Director Infection Prevention, Rhonda Stuart answered some common questions about flu last 
week, and the responses have been published. This could be a useful source of information if you 
have team members who are resisting the idea of vaccination. Employees who have not yet 
declared or been vaccinated will be emailed this week with options of what to do to comply by 14 
August 2020. The result so far is excellent – 86% - so let’s hit the target. You play an important 
role in ensuring your team reaches 100%. Log into the Business Intelligence Portal to find out 
where you sit. 
  

Please ensure your teams have completed targeted and mandatory training 
The successful completion of targeted and mandatory training is a critical part of delivering safe 
and effective care to our community. We've put together a tailored suite of online training 
modules, which is now available to you and your teams. We rely on you as managers to support 
and encourage your teams to undertake their training. Thank you for helping your team allocate 
time to complete their modules. 
  

https://coronavirus.monashhealth.org/latest-news/2020/06/10/be-accreditation-ready-by-1-july-%e2%80%af-remember-the-checklist/
https://coronavirus.monashhealth.org/protecting-yourself/
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https://coronavirus.monashhealth.org/final_psychological-health_110620-1/
https://coronavirus.monashhealth.org/latest-news/2020/06/10/100-vaccination-or-declaration-is-mandatory-2/
https://coronavirus.monashhealth.org/latest-news/2020/06/12/completing-your-mandatory-and-targeted-training/


Payment summaries coming in the mail 
Last Thursday 11 June 2020, all employees will have received an email advising that 2019-20 
payment summaries will be mailed out in the first week of July, rather than available online. For 
employees to receive their payment summary by mail, please ask them to log in to 
HR21/Employee Self Service before Wednesday 24 June 2020 and check their addresses are up to 
date. Payment Summary information will be supplied to the ATO by 14 July, so automatic data 
pre-filling will be available should people wish to complete a tax return online or see a tax 
accountant. 
  

Ensure you are working to the most up-to-date advice 
Ensure you are working to the most up-to-date advice by referring to the Monash Health 
Employee Coronavirus website. To make accessing the site quicker, you can create a shortcut on 
your smartphone by following these instructions. 
  

 
  
All managers are requested to use these updates in discussions with their teams and then 
disseminate relevant information at stand-ups and handovers. 
  
As advice and information evolve, please consult the latest updates and visit the Department of 
Health and Human Services and Monash Health COVID-19 website for employees regularly for 
the latest. 
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