Connect. Create. Play

HCC & HNCH COVIDSAFE PLAN
It is mandatory for every Victorian business with on-site operations to have a COVIDSafe
Plan. To ensure compliance HCC and HNCH have created a COVIDSafe Plan.
Our COVIDSafe Plan demonstrates:
● Our actions to help prevent the introduction of coronavirus (COVID-19) to our
workplace.
● The type of face mask or personal protective equipment (PPE) required for our
workforce when appropriate.
● How we will prepare for, and respond to, a suspected or confirmed case of
coronavirus (COVID-19) in our workplace.
● How we will meet all the requirements set out by the Victorian Government.
We will review and update this COVIDSafe Plan regularly, especially when restrictions
or public health advice change.

FACTS OF COVID-19 VIRUS
Coronavirus (COVID-19) is a highly transmissible virus spread through small droplets from
the nose or mouth via talking, coughing, sneezing or exhaling. Symptoms can include fever,
chills or sweats, cough, sore throat, shortness of breath, runny nose or loss of sense of
smell. In certain circumstances, headache, muscle soreness, stuffy nose, nausea, vomiting
and diarrhoea may also be considered.

VULNERABLE PEOPLE AND HIGH-RISK CATEGORIES
We wish to acknowledge that many of our community members are at higher risk of serious
illness in relation to COVID-19. If you fall into one or more of the following categories, we
invite you to contact us to discuss your individual circumstances. We are committed to
providing flexible options for students in vulnerable groups to minimise any potential risk to
their health and safety.
●
●
●
●

Aboriginal and Torres Strait Islanders;
People 65 years and older with chronic medical conditions;
People 70 years and older;
People with compromised immune systems

Hampton Community Centre
14 Willis St, Hampton VIC 3188
Phone: 03 9598 2977 Email: hampton@highett.org.au

Highett Neighbourhood Community House
2 Livingston Street, Highett VIC 3190
Phone: 03 9555 3797 Email: office@highett.org.au

MEMBERS WHO APPEAR UNWELL WILL BE SENT HOME AT STAFF DISCRETION
There is a clear directive from authorities that you should be tested for coronavirus if you
have any symptoms at all, so medical clearance will be required from any member who has
been sent home by Centre staff before resuming in-person classes.
If you OR ANYONE IN YOUR HOUSEHOLD is awaiting the results of a COVID-19 test,
do not attend classes until results are received (and they are negative for coronavirus).
Everyone entering our Centres must use hand sanitiser on arrival or wash their hands with
soap and water. Signs have been placed around the Centres to advertise and encourage
this behaviour.
A QR CODE created by DHHS is in use to log all visitors to the premises outlining the date
and time they attended which will enable effective contact tracing. All members, staff and
visitors entering our Centres MUST scan the QR code or manually sign in to the log
in a book in the foyer of the Centres.
Class times may vary slightly to allow tutors and staff to clean highly touched areas.
Please hold off entering the room until the previous class has exited and allow time for
this to happen.
1. Ensure Physical Distancing
● Staff, members and visitors are always required to maintain a distance of 1.5 metres
between themselves and others. Masks are available to any member who may require
one.
● Staff have been supplied with training to outline the importance of social distancing
and hygiene.
● Signs have been displayed in all foyers and rooms to advertise information regarding
social distancing and safe hygiene practises.
● Floor markings where appropriate may be used to guide correct social distance.
● Entrances and exits have been arranged and clearly marked to allow for flow of traffic
and to prevent congestion.
● Room ratios are advertised externally on room doors and adhere to current
government guidelines. Currently we are using the 4sqm rule in line with DHHS
protocol (Feb 2020).
2. Practise good hygiene
The best way to prevent transmission is to stay home if you’re unwell, practice social
distancing and ensure good personal hygiene.
● Wash your hands often with soap and water for at least 20 seconds, especially after
blowing your nose, coughing, sneezing, or using the toilet.
● Avoid touching your eyes, nose, and mouth with unwashed hands.
● Cover your nose and mouth with a tissue when you cough or sneeze.
If you don’t have a tissue, cough or sneeze into your upper sleeve or elbow.
● Do not share drink bottles.
● Stop shaking hands, hugging or kissing as a greeting.
● Ensure a distance of at least 1.5 metres is kept between yourself and others.
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3. Keep records and act quickly if workers become unwell
● Staff have received notification and training outlining that they must stay at home if
they present mild symptoms, have been required to self-isolate, if they are waiting
Covid 19 test results, have been in contact with an individual who has tested positive
for Covid 19, or if they have been in contact with an individual who is waiting for Covid
19 test results.
● All staff and visitors must sign in using QR code or DHHS sign in sheet. Sign in sheets
to be retained for three months in a locked cabinet.
● Where a Covid 19 case has been identified within the workplace, staff will inform the
Manager who will immediately contact both DHHS and Worksafe. If the Manager is
unavailable staff will contact the Events Co-ordinator.
● In the result of a staff member, member or visitor testing positive to Covid 19 they
must be directed to return home and isolate immediately, whether or not they have
symptoms. Once home, they must wait for further instructions from the Victorian
Department of Health and Human Services (DHHS).

1. In the event that it is a staff member, we will notify DHHS by completing the
Employer COVID-19 notification form (Word) and emailing
covidemployernotifications@dhhs.vic.gov.au If DHHS has not contacted us within
24 hours of notification please call 1300 651 160.
2. Notify WorkSafe 13 23 60 and other relevant industry bodies.
If there is a confirmed case of coronavirus (COVID-19) we will do the following within
48 hours:
1. Complete the Workplace risk assessment (Word).
2. Identify workplace close contacts by completing the Close contact
spreadsheet (Excel).Your immediate action assists DHHS with contact tracing. DHHS
will review the spreadsheet to confirm and identify any additional close contacts.
3.
Submit the Workplace risk assessment (Word)and Close contact
spreadsheet (Excel) by emailing: covidemployernotifications@dhhs.vic.gov.au
4.
Notify identified close contacts – ask them to quarantine and watch for
symptoms. DHHS will also contact close contacts to explain what they need to do, offer
assistance, and support them throughout their quarantine period. We will respect the
privacy of anyone with a confirmed case of coronavirus and treat their condition with
understanding and compassion.
5. Close the Centre and work with DHHS on the measures we need to take and advise
when it is safe for your business to reopen.
6. Professional deep clean of the workplace or areas identified in the Workplace risk
assessment.
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7. Any person who tests positive for coronavirus (COVID-19) must remain in home
isolation until they have been notified by DHHS that they have met the criteria for
release from isolation. Any person who is determined to be a close contact of a
person with coronavirus by DHHS should not attend the Centres for 14 days after their
last close contact and must self-isolate. During isolation, they should watch for
symptoms and seek medical assessment and testing if they become symptomatic.
4. Avoid interactions in enclosed spaces
●
●
●
●
●

Doors will remain open to allow for optimal air flow, where possible.
Windows will remain open to allow for optimal air flow, where possible.
Confined spaces with minimal air flow will be closed and not available for use.
Air conditioning systems will be used to promote fresh air flow.
Patrons permitted in each area will meet the density requirements of DHHS.

5. Create workplace bubbles
● Class start/finish times have been staggered as much as practicable to limit the
number of patrons entering/exiting the building at any one time.
● Members strongly encouraged to avoid sharing spaces.
● Where possible, staff will limit their exposure to other workplaces, social settings and
public places.

WHAT SHOULD I DO IF I HAVE COVID-RELATED
QUESTIONS, CONCERNS OR FEEDBACK?
Safety is our priority and we welcome your feedback. Please email manager@highett.org.au

OTHER CONSIDERATIONS
We reserve the right to revert any or all classes to online delivery at any time in the event of
staff illness, changing requirements by authorities, a case/suspected case of COVID-19 or
for any other reason determined necessary by us. No refunds or discounts are permitted in
the event of classes reverting to Zoom, however, should a class be cancelled, members will
be eligible for their choice of a make-up lesson or credit, upon request by email.
Contact details for members and visitors may be passed on to the Department of Health and
Human Services for the purpose of contact-tracing if necessary.
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HCC HNCH DOCUMENTATION
● HCC HNCH QR Codes
● Staff Cleaning Procedure
● Covid Safe Posters
● Room Cleaning Register
● Tutor Cleaning Procedure
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