
 
  

COVID-19 Manager Bulletin – 1 July 2020 
  

This email is for Monash Health managers. 
  
The COVID-19 pandemic is an evolving situation. This advice is correct as of 1 July 2020. 
  

Message from the Chief Executive 
  
A lot can happen in a fortnight. You will be well across the current state of affairs with the COVID-
19 pandemic, with significant increases in screening, positive cases, community transmission, and 
lockdowns in the hotspot areas across Melbourne. 
  
Naturally, there is an increased state of anxiety within the community, and we are not immune. 
One of the most important roles you play with your teams is that of reassurance. 
  
From the outset of this pandemic, we have urged you to follow reputable sources of information 
and not be too overwhelmed by the media and social media coverage, which can be 
concerning.  We do need to keep things in perspective for ourselves, our teams, our patients, and 
our families. We are experiencing the kind of blip we suggested would occur until a vaccine is 
found for COVID-19. And we are managing it well. 
  
I want to acknowledge once again the incredible work of our screening teams who conducted 
2,900 tests on Tuesday – the highest one-day performance so far. This is giving the State excellent 
data to assist with decision making and to identify any further cases of community transmission. 
  
Often the best sources of information are our own experts! Yesterday and today, Medical Director 
Infection Prevention and Epidemiology, Dr Rhonda Stuart and I conducted a session on how we 
manage a COVID-19 contact trace, so that our employees can have confidence in what happens 
and how. 
  
You can now find these materials on the coronavirus website for employees, where we have a 
new page for past events. Encourage your team to watch and read the slides and, ideally, work 
through any questions with them. If we haven’t addressed everything, let me know. 
  
I am keen for our people to know that, with our planned and cautious approach, we have had only 
three cases of transmission from COVID-19 positive patients to health care workers, and not one 
case of secondary transmission. 
  
The clear message is; remain vigilant. On that front, thank you for your support in achieving 
a strong take up in PPE training.  However, there is always room for improvement, and if you lead 
a patient-facing team who have not completed their training, you need to act now. 
  
The Premier and Chief Health Officer have indicated that the rate of community transmission is 
concerning, and we need to bring the current outbreaks under control. Even outside of the 
lockdown postcodes, those who can work from home must work from home until 31 July 2020, 
and we are following that directive. 
  

https://coronavirus.monashhealth.org/resources/past-events/
https://coronavirus.monashhealth.org/latest-news/2020/06/30/we-are-very-close-to-achieving-our-goal-of-100-ppe-training-by-1-july/


Despite this, it is time to start having conversations with your teams about what the safe return to 
the workplace will look like, and using new detailed guides for managers and employees to help 
you with those plans and conversations. The strong advice is that if you start planning for this 
change over the coming month, it will make the transition easier when the time comes. 
  
Further to this, next week at the Manager Webex forum, Executive Director, Karen Lowe and her 
People and Culture team will be working through some role-plays to help deal with this change. As 
always, make these Wednesday 2pm sessions a priority. 
  
This week's checklist is: 

•         Explore the Returning to the Workplace Safely guides and checklists. Comprehensive 
information is online to help you and your teams get ready for this transition. 

•         We need to focus on the kinds of conversations that help our employees understand how 
their role is contributing to Monash Health, how they can help the team, and how they can 
keep growing. Our ‘Give Me Five’ conversations need to come to the top of your priority list 
this week. 

•         The requirement for targeted training has been set at 90% - these courses are now 
automatically assigned under ‘My Required Learning’ on the Latte homepage. 

•         Reinforce the message to your team members that they must be vaccinated against the flu or 
declare online by Friday 14 August 2020. If you have casual or bank staff, please remind them 
to declare online – it takes just one minute. 

•         Remind your teams about the social media and privacy policies – there is intense media and 
community interest in our work, but slip-ups can be costly. 

  
Thank you for your ongoing hard work and commitment as we continue to deliver safe and high-
quality care.  
  
Andrew Stripp 
Chief Executive 
  

Key messages 
  

Planning for a safe return to the workplace 
If you or any of your team members have been working remotely, we need to start thinking about 
when and how we can return to work safely. Last week, Executive Director People and Culture, 
Karen Lowe, and Organisational Development and Learning Consultant, Cathryn O’Flaherty, spoke 
at the Manager Webex Forum about managing the change of coming back to the workplace. Their 
materials are available to you on the coronavirus website for employees. 
  
New Returning to the Workplace Safely guides and FAQs are also available, and I encourage you to 
read them thoroughly. There are some useful checklists and advice about cleaning workstations – 
with the highest priority on keeping you safe when you do return. To help protect those who must 
work on-site, you and your team should continue to work from home if you can. For those who 
remain in the workplace, these guides also contain important information and reminders about 
social distancing, cleaning, hand hygiene and more. 
  

Book in a ‘Give Me Five’ conversation with your employees today 
Having ‘Give Me Five’ conversations is a valuable opportunity for open and productive discussions 
where you can provide feedback and clarity on role expectations and gain their input to set future 
goals and aspirations. 

https://coronavirus.monashhealth.org/managers/returning-to-the-workplace-safely-a-guide-for-managers/
https://coronavirus.monashhealth.org/employees/returning-to-the-workplace-safely-a-guide-for-employees/
https://coronavirus.monashhealth.org/managers/returning-to-the-workplace-safely-a-guide-for-managers/
https://coronavirus.monashhealth.org/managers/communication/#webex
https://coronavirus.monashhealth.org/managers/communication/#webex
https://coronavirus.monashhealth.org/managers/returning-to-the-workplace-safely-a-guide-for-managers/
https://coronavirus.monashhealth.org/employees/returning-to-the-workplace-safely-frequently-asked-questions/
https://coronavirus.monashhealth.org/employees/cleaning-your-workstation/


  
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 coronavirus employee website. 
  

Protecting privacy and reputations – policy reminder 
Given the intense community and media interest in everything we do right now, we can forget 
how easy it is to share something interesting with our networks, which may not be appropriate as 
an employee. Please remind your team members about the Monash Health social media policy, 
particularly the importance of respecting patient privacy. If they are unsure, they should check the 
policy or speak to you about it first. 
  
On a similar note, employee privacy must also be protected. Monash Health employee records, 
including health records, must only be accessed when required as part of your job. We have 
systems in place to monitor and control access to employee information, so please only access 
records in line with your duties, and it would be timely to remind your team members also. Read 
our Employee Privacy Procedure for more details. 
  

Follow the visitor policy 
During yesterday’s Employee Forum, a number of people sent in comments or questions 
indicating there had been some inconsistency in applying the current visitor restrictions. Please 
familiarise yourself with these rules and apply them consistently. There is also a range of patient 
and visitor resources available to help support adherence to these rules. Please download and use 
them where appropriate. Remember that at the end of life, a sensible judgement can be made by 
the local team for additional people to visit in a controlled way. 
  

Encourage your team to complete their training 
Encourage your team members to log in to Latte and complete their mandatory and targeted 
training as soon as possible. 
  
The targeted training packages (as well as the mandatory packages) that employees are required 
to complete are now automatically assigned under ‘My Required Learning’ on the Latte 
homepage. 
Training employees is a critical part of delivering safe and effective care to our community. For 
more information, please download and read the updated Mandatory & Targeted Training 
Procedure on PROMPT. 
  

The EMR upgrade is here 
We have rolled out a range of improvements and enhancements within the EMR. Please ensure 
you make yourself familiar with the EMR System Upgrade Release Notes. 
  

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
https://coronavirus.monashhealth.org/employees/give-me-five/
https://coronavirus.monashhealth.org/employees/give-me-five/
https://coronavirus.monashhealth.org/latest-news/2020/04/02/social-media-policy-2/
https://coronavirus.monashhealth.org/latest-news/2020/04/02/social-media-policy-2/
https://system.prompt.org.au/Download/Document.aspx?id=44526370&code=DB396F3B2015001C2D0CF37287F1149C
https://monashhealth.org/patients-visitors/coronavirus/visitor-restrictions/
https://coronavirus.monashhealth.org/resources/patient-visitor-resources/
https://coronavirus.monashhealth.org/resources/patient-visitor-resources/
https://system.prompt.org.au/Download/Document.aspx?id=54270390&code=35D51224C5984C43ABC223239177E35B
https://system.prompt.org.au/Download/Document.aspx?id=54270390&code=35D51224C5984C43ABC223239177E35B
https://emrmonashhealth.org/wp-content/uploads/2020/06/EMR-System-Upgrade_Release-Notes_FINAL.pdf


Our EMR team will be supporting you during the week to ensure you feel comfortable and so that 
any issues can be troubleshot immediately. If you have a ‘how-to’ question, please refer to 
the updated QRGs on the EMR website or ask a teammate or EMR champion. 
  
If you have a technical question, please call the IT Helpdesk (option 2) or ‘log an EMR issue’ on 
your desktop. Remember, the usual escalation pathways for help and support still apply. 
  

OH&S and Industrial Manslaughter – download the presentation 
With new Victorian workplace manslaughter laws coming into effect today, 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 we strongly encourage 
you to download the presentation and familiarise yourself with the content. WorkSafe has also 
put together an informative webinar on the new laws, which comes highly recommended by our 
OH&S team. 
  

Do you know about our Aboriginal Employment Procedure? 
One of our key areas of focus under the Equity and Inclusion Strategy has been developing a 
workforce that reflects our communities. Since introducing our Aboriginal Employment Procedure 
in September 2018, we have welcomed 55 new Aboriginal employees to Monash Health. 74 of our 
employees now identify as Aboriginal or Torres Strait Islanders, a significant increase. 
  
With your help and support of the Aboriginal Employment Procedure, we will continue to provide 
support to enable Aboriginal peoples to achieve job satisfaction and meaningful careers with us. 
  

Do you work with casual employees? Remind them a flu declaration is 
needed 
Do you have casual or bank employees who are yet to declare their flu vaccination status? We are 
working towards hitting our 100% flu vaccination or declaration target by 14 August 2020. The 
result so far is excellent – 86.9% and edging up. You play an important role in ensuring your team 
reaches 100%. Log into the Business Intelligence Portal to find out where you sit and keep 
reminding your people. 
  

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. 
  

 
  

  

https://emrmonashhealth.org/#code-upgrade-qrgs
https://coronavirus.monashhealth.org/managers/communication/#webex
https://youtu.be/lUf5Ei3TABc
https://system.prompt.org.au/Download/Document.aspx?id=42169232&code=245FCEEFFB70D05A8233EDDD549F96CA
https://coronavirus.monashhealth.org/
https://coronavirus.monashhealth.org/
https://coronavirus.monashhealth.org/download/
https://www.dhhs.vic.gov.au/health-services-and-general-practitioners-coronavirus-disease-covid-19
https://www.dhhs.vic.gov.au/health-services-and-general-practitioners-coronavirus-disease-covid-19
https://coronavirus.monashhealth.org/managers/

