COVID SAFE PLANNING

	Club/Group Name
	

	Plan for … (general meetings, specific event)
	

	Plan Completed By
	

	Contact Information
	


	Date Completed
	

	Next Review
	

	
We understand that restrictions often change quite quickly, if a section does not apply to your group or the activity that the COVID Safe Plan is for, simply put ‘Not Applicable’


	Guidance
	Actions 

	Ensure Physical Distancing

	Is there a density limit for the building?

 
	


	Ensure clear and visible signage that specifies maximum occupancy of that space, reminders to socially distance. What signage will you need? Where will they be displayed? 
https://www.coronavirus.vic.gov.au/signs-posters-and-templates
	

	Minimise the build-up of attendees waiting to enter and exit the building/venue. How will you do this? Staggered arrival times? Multiple entries/exits? 
	

	How will you ensure that attendees will maintain 1.5m physical distancing?  
You might consider:
Modifying the layout of tables and chairs to ensure attendees do not directly face one another, Markers on the floor, signage reminding people about physical distancing. 
How will you do this?
	

	Guidance
	Actions 

	COVID Safety and Food Sharing
	

	How will you make sure that you are being COVID Safe while preparing and sharing food? 

	

	Guidance
	Actions 

	Proof of Vaccination Checks
	

	Will you display signage about the Vaccination requirements? If so, where?

	

	You must ensure that all volunteers and attendees at your event are fully vaccinated, how will you do this?
	

	How will you let attendees know about the vaccination requirements?
	

	What will you do if someone is unable to provide proof of vaccination?

	

	Guidance
	Actions 

	Wear a Face Covering

	Do attendees/volunteers need to wear a facemask? What are the current face mask requirements? https://www.coronavirus.vic.gov.au/face-masks
If applicable, how will you inform attendees/volunteers that they need to wear a facemask? 
	


	Provide training, instruction and/or guidance on how to correctly fit, use and dispose of PPE, such as facemasks. How will you do this? Will you provide training, will you display signage?
https://www.coronavirus.vic.gov.au/signs-posters-and-templates
	

	You should install screens or barriers for additional protection where relevant. Do you need screens or barriers? Where will they be placed? 
	

	Guidance
	Actions 

	Practice Good Hygiene 

	You should make soap and hand sanitiser available throughout the building/venue and encourage regular handwashing. Where will sanitiser be placed? What signage will you display?
https://www.coronavirus.vic.gov.au/signs-posters-and-templates
	

	Replace high-touch communal items with hygienic alternatives, for example single-use or contactless options, where possible to do so. What items need to be replaced and by what? What items will not be used?
	

	Increase environmental cleaning, ensure high touch surfaces are cleaned and disinfected regularly. E.g. doorhandles, tables tops. How often will you clean and who will clean?
	

	Ensure adequate supplies of cleaning products, including detergent and disinfectant. Where will supplies be located? 
	

	You should clean between shifts. Who is responsible?

	

	You should display a cleaning log in shared spaces. Where will this be displayed? Who will fill this out? 

	

	Guidance
	Actions 

	Keep Records & Act Quickly If Workers Become Unwell

	Establish a system to screen all attendees before entry. Anyone feeling unwell should stay home. Will you ask how they’re feeling at the door? Will you do temperature checks? Will you display signage on symptoms? 
https://www.coronavirus.vic.gov.au/signs-posters-and-templates
	

	You must use the Victorian Government QR Code Service to check-in your attendees, volunteers and visitors. How will you do this?
For more information visit: coronavirus.vic.gov.au/about-victorian-government-qr-code-service
	

	Have a plan to manage an attendee who develops symptoms or is notified they are a close contact whilst attending your function; this includes:
· Making arrangements to send the person home in suitable and safe private transport so the risk of potential coronavirus (COVID-19) transmission is reduced. 
· Have a designated area where the person can remain in isolation until they are able to travel home
	

	Have a plan to immediately notify the appropriate source in the event of a confirmed case and provide a copy of the contact details of any close contacts.  Who will contact DHHS?
	If using a Buloke Shire Facility, you need to notify the Shire (1300 520 520) of an outbreak. If you are meeting in a business, you need to let the business know of a confirmed case. If you are meeting elsewhere, you can contact the DHHS COVID Hotline (1800 675 398) directly to let them know of an outbreak.

	Have a plan in case you have to cancel or close. How will you run if there is an outbreak, if there is a snap lockdown? How will you communicate this to workers, volunteers and attendees?  
	

	Have a plan in place to clean the building/venue (or part) in the event of a positive case. Who is in charge of cleaning? How will you clean?
	

	Have a plan to reschedule once agreed by DHHS and notify volunteers/attendees when they can return. How will you notify volunteers/visitors that you’re able to meet again, what the new plans are?
	

	Guidance
	Actions 

	Avoid Interactions In Enclosed Spaces

	Move as much activity outside as possible. When is this applicable, how will you do this? What are the density limits for outside? 
	

	Enhance airflow by opening windows and adjusting air conditioning. Is this possible? Who will do this? 
	

	Optimising fresh air flow in air
conditioning systems. Who will make sure this setting is set? 
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