
 

 

COVID Safe plan  

 

 

Guidance on how to prepare your COVID Safe plan is available here.  

Our COVID Safe Plan 

Business name:   Full Gospel Assembly Melbourne 

Site location:   38 Lexton Road Box Hill North 

Contact person:   Megan Griffith 

Contact person phone:   0422 284 404 

Date prepared:    6 August 2020 

Date updated:   30 October 2020 

 
 

Guidance Action to mitigate the introduction and spread of COVID-19 

Hygiene 

Provide and promote hand sanitiser 
stations for use on entering building 
and other locations in the worksite 
and ensure adequate supplies of 
hand soap and paper towels are 
available for staff.  

 
Four automatic dispensers of hand sanitiser are available in our building. Hand 
sanitiser dispensers are located at each entrance and several hand pump bottles 
are placed each room. Additional bottles of sanitiser are located in the level 2 and 
ground floor storerooms. 
 
We have three hand washing stations which are indicated by blue A3 signs. Each 
station has liquid hand soap and paper towel for drying hands. 
 
Employees and volunteers are required to sanitise or wash their hands for 20 
seconds upon entry to the building and before they leave. They are also 
requested to wash their hands when they return home. 
 

Where possible: enhance airflow by 
opening windows and adjusting air 
conditioning.  

Due to the style of the building it is not possible to open windows. The rooms that 
are used for permitted activities are very large as it is the main lobby and also the 
sanctuary. The capacity of each room, based on the 4 square meter rule indicates 
77 and 119 for the Lobby and Sanctuary, respectively. The other room used is the 
commercial kitchen. The 4 square meter rule allows for 10 people in the kitchen. 
We only permit 6 people to be in the kitchen at any one time. 

In areas or workplaces where it is 
required, ensure all staff wear a face 
covering and/or required PPE, unless 
a lawful exception applies. Ensure 
adequate face coverings and PPE are 
available to staff that do not have 
their own.  

We require all staff and volunteers to wear face masks while in the building unless 
they have a physical exemption. 
For people handling food, they must wear gloves as well. 
 
Additional disposable face masks are available in the level 2 storeroom. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

Provide training to staff on the correct 
use and disposal of face coverings 
and PPE, and on good hygiene 
practices and slowing the spread of 
coronavirus (COVID-19). 

Videos have been produced by our doctors for correct use of face masks. Each of 
our volunteers and staff will be asked to watch the video. 

Replace high-touch communal items 
with alternatives. 

We do not share equipment such as microphones and cooking utensils. All people 
using workspaces are required to wipe down with disinfectant after use. This is 
prior to the cleaner coming and also wiping down the work areas.  
 
There is no sharing of food and drinks 

 
 
 

Guidance Action to mitigate the introduction and spread of COVID-19 

Cleaning 

Increase environmental cleaning 
(including between changes of staff), 
ensure high touch surfaces are 
cleaned and disinfected regularly (at 
least twice daily). 

We have contracted a cleaner to clean three times a week, including after 
each permitted activity involving more than 3 people. 
 
The cleaner cleans all entrances, door handles, stair rails, bathrooms, toilets, 
table surfaces, hallways, wash areas, lift buttons and other high touch 
surfaces. 

Ensure adequate supplies of cleaning 
products, including detergent and 
disinfectant. 

The cleaner provides their own products. We have stocks of hand soap, paper towel 
and cleaning products available at the wash areas and in our storerooms. 
 
 

 
 

Guidance Action to mitigate the introduction and spread of COVID-19 

Physical distancing and limiting workplace attendance 

Ensure that all staff that can work 
from home, do work from home.  

Staff and volunteers only come to the premises when necessary, for permitted 
activities or for preparation thereof. 

Establish a system that ensures staff 
members are not working across 
multiple settings/work sites. 

We only have one work site. However, as we have a large volunteer base and they 
come from different areas, this is an issue of risk for our organisation. This is 
mitigated by having people who live closer to volunteer for permitted activities, or 
people who are retired or are not otherwise moving around for their work. We also 
check regularly with each person if they would like to opt out of volunteering. 

Establish a system to screen employees 
and visitors before accessing the 
workplace. Employers cannot require 
employees to work when unwell.  

 
We have a trained COVID Safe Officer at each permitted activity. This officer has 
completed the online Government training found at https://covid-19training.gov.au/ 
in addition to our in-house training (fgam.org.au/covidsafe). Each person completing 
the whole training must signed a declaration form saying they are aware of their 
responsibilities.  
 
Prior to the permitted activity all staff or volunteers are contacted to inform them that 
they must not attend if they are:  
• Unwell with symptoms of COVID19. 
• Waiting for a COVID19 test result. 
• Been in contact with a confirmed COVID19 case in the last 14 days. 
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Guidance Action to mitigate the introduction and spread of COVID-19 

• Tested positive for COVID19 without a subsequent health clearance 
• Have been instructed to self-isolate by a recognise authority for any other 

reason. 
 
The COVID Safe officer verbally checks with each employee or volunteer upon 
arrival to ensure they do not fall into any of the above categories. 
 

Configure communal work areas so 
that there is no more than one worker 
per four square meters of enclosed 
workspace, and employees are 
spaced at least 1.5m apart. Also 
consider installing screens or 
barriers. 

Our rooms are large and this is not an issue. If we meet onsite we meet in large 
rooms. 

Use floor markings to provide 
minimum physical distancing guides 
between workstations or areas that 
are likely to create a congregation of 
staff. 

 
Floor markings will be used when more people are on site. They will form part of our 
COVID Normal practices and will be implemented during less restrictive levels. 
 
Cones are used for the Deakin meals pick up to ensure that physical distances are 
maintained as students collect meals. A contactless meal collection has been 
organised so that the students pick up their meals without touching any of the 
surfaces or coming within 1.5 meters of our staff or volunteers. 
 

Modify the alignment of workstations 
so that employees do not face one 
another. 

There are no work stations in the office. The kitchen benches are moveable and the 
COVID Safe officer will be instructed to ensure they volunteers do not face one 
another. 

Minimise the build up of employees 
waiting to enter and exit the 
workplace. 

This is not a significant risk. 

Provide training to staff on physical 
distancing expectations while working 
and socialising (e.g. during 
lunchbreaks). 

Staff have completed the COVID Safe Officer training.  
 
The COVID Safe Officer present at each permitted activity is responsible for 
managing volunteers to keep physical distances and comply with regulations. 

Review delivery protocols to limit 
contact between delivery drivers and 
staff. 

Deliveries are no longer at the office, but items are delivered to the private 
residences. Staff are reminded not to come within 1.5 meters of delivery drivers. 

Review and update work rosters and 
timetables where possible to ensure 
temporal as well as physical 
distancing. 

Not required due to small numbers of people required for our permitted activities. 

Where relevant, ensure clear and 
visible signage in areas that are open 
to the general public that specifies 
maximum occupancy of that space, as 
determined by the ‘four square metre’ 
rule.  

An architect has measured the size of each room. We have calculated the 
maximum capacity of Each room according to the four square meter rule and 
erected signs showing maximum capacity. 
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Guidance Action to ensure effective record keeping 

Record keeping 

Establish a process to record the 
attendance of customers, clients, 
visitors and workplace inspectors, 
delivery drivers. This information will 
assist employers to identify close 
contacts.  

We have a sign in and sign out book at both entrances. There are clear instructions 
provided at the table. They record their name, phone number, purpose of visit, time 
in and time out. All people visiting the premise must sign in and sign out, irrespective 
of the amount of time spent in the building. We also require the time of entry and exit 
to assist with contact tracing if required. 
 
For outdoor gatherings, people register their attendance online at 
fgam.org.au/meeting. 

Provide guidance to staff on the 
effective use of the workplace OHS 
reporting system (where available). 

We provide regular staff straining and follow up by briefing volunteers at the time of 
each permitted activity. 
 
We update staff with changes as new regulations are released. 

 
 

Guidance Action to prepare for your response 

Preparing your response to a suspected or confirmed COVID-19 case  

Prepare or update your business 
continuity plan to consider the 
impacts of an outbreak and potential 
closure of the workplace. 

We ensure that there is redundancy in staff capability in the event that one of our 
staff is unable to work. We also work off site except for permitted activities. 

Prepare to assist DHHS with contact 
tracing and providing staff and visitor 
records to support contact tracing. 

)ur record keeping is a combination of digital and manual. Collation is straightforward 
and can be scanned/emailed and sent to DHHS upon an hour of receiving the 
request. 
 
We also have our own contact tracing procedures written down which we will also 
follow in addition to DHHS. 

 
Prepare to undertake cleaning and 
disinfection at your business 
premises. Assess whether the 
workplace or parts of the workplace 
must be closed. 
 

In the event that someone has been infectious with coronavirus while on our premise 
we will shut the whole building and not allow anyone to enter for 3 days. Afterwards, 
we will have the place disinfected and cleaned. 

Prepare for how you will manage a 
suspected or confirmed case in an 
employee during work hours. 

 
One of our pastoral staff follows up with a person who has become unwell if it is 
within 48 hours of a permitted activity. Through an interview process, we determine 
the level of risk to exposure to COVID19. We ask them to get tested and self-isolate 
until the test results have been returned. They must notify us upon receiving their test 
results as soon as possible, within 24 hours. 
 
We notify all people that they may have potentially come in contact with a case of 
COVID-19 during the permitted activity. We say that the person has become unwell 
and is getting tested. We keep them informed of the test result.  
 
So far all test results have been negative for COVID19. If there was a positive case 
that was contracted while working at FGAM, we will contact DHHS COVID hotline 
and Worksafe Vic (by the next business day). We would contat all of the close or 
incidental contacts and ask them to get tested and self-isolate until they hear from 
DHHS. 
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Guidance Action to prepare for your response 
We will follow up with the person and their family for anyone who has tested positive. 
We follow the Self-quarantine checklist of supports to ensure that the welfare of the 
person or persons affected. This also applies to anyone who has been in contact with 
the positive case and also needs to self-isolate for 14 days. 
 

Procedures for a suspected or 
confirmed case of COVID19 

If a staff or volunteer tests positive for COVID19. FGAM will implement the 
following procedures.  
 
Case Investigation 

1. Interviewing the person who has confirmed or probably case of COVID-19 
2. Eliciting their close and incidental (possible) contacts 
3. Monitoring the clients for COVID-19 symptoms 
4. Connecting clients to resources to support self-isolation 
5. See if they need a car package of sanitiser, face masks, food etc. 

Contact Tracing 

1. Notify close contacts of their potential exposure 
2. Inform them their need to self-quarantine 
3. Referring them to testing 
4. Monitoring them for COVID-19 symptoms 
5. Connecting contacts to resources to support self-quarantine (refer self 

quarantine checklist) 

However, we recommend all FGAM contacts of an infected person be contacted in 
the case of an FGAM member exposing others if they were serving at FGAM at the 
time. 
 
Notify Authorities  
 
FGAM will notify the COVID hotline (1800 675 398) as well as Worksafe Victoria (13 
23 60) if a confirmed case of COVID19 has been present in our premises or during a 
permitted activity. 
 

Prepare to notify workforce and site 
visitors of a confirmed or suspected 
case. 

We notify all people that they may have come in contact with a someone who has 
become unwell following a permitted activity. We tell them that the person has 
become unwell and is getting tested. We keep them informed of the COVID19 test 
result. 
 

Prepare to immediately notify 
WorkSafe Victoria on 13 23 60 if you 
have a confirmed COVID-19 case at 
your workplace. 

So far all test results have been negative for COVID19. If there was a positive case 
that was contracted while working at FGAM, we will contact DHHS COVID hotline 
and Worksafe Vic (by the next business day). 
 

Confirm that your workplace can 
safely re-open and workers can return 
to work. 

Following a positive case we will determine which parts of the building were 
accessed during the time and what equipment was used. After that, there will be a 
period of 3 days were the building will not be used. After that it will undergo 
disinfecting and cleaning prior to use. 

 

 

Signed:   
Name: Megan Griffith   
Role: Office Manager 
Date: 6th October 2020 

I acknowledgement I understand my responsibilities and have implemented this COVID Safe plan in the workplace. 


