
GUIDELINES FOR OFFICAL FGAM MEETINGS 
COVID SAFE CHECKLIST  

 
This checklist is for those who are taking leadership in running events at FGA 

Melbourne office: 38 Lexton Road, Box Hill North or at events at other locations 
including outdoors.  

 
The COVID SAFE OFFICER is responsible for the group being COVID Safe so you 
will need to follow the checklist for each meeting. 
 
If you have questions or queries do not hesitate to contact your pastor or Megan Griffith 
megan.griffith@fgam.org.au or call/text 0422 284 404.  
 
 
1. Checklist Before your Event  
 
☐ BOOKING: Ensure that you have a booking in our Office calendar (CCB) for events 

at Lexton, other venues including outdoors. Email Megan 
(megan.griffith@fgam.org.au) or call 0422 284 404 to book with details of the 
event. It is advisable to book early to avoid dissapointment.  

 
☐ CAPACITY: Ensure your list of confirmed attendees does not exceed the 

government limits. 
 
☐ COMMUNICATE TO YOUR GROUP: Message or email the group of people 

attending just before the event to  
- stay home if they are unwell (any symptoms of cold, flu, chills, fever, loss of 
sense of taste or smell) 
- Stay home if they are in isolation or self-quarantine (i.e. been in contact with a 
confirmed case of COVID-19 in the last 14 days or are waiting for their test results 
for COVID-19). 

 
 
2. Checklist During your Event 
 
☐ SIGN IN: Sign in at either ground floor or level 2 lobby or register online at 

fgam.org.au/meeting.  
 
☐ WASH YOUR HANDS or SANITISE: Wash stations are set up on level 1 (disabled 

toilet), Level 2 kitchenette, Level 2 Guest Central). Outdoor meetings need to use 
sanitiser. 

 
 



☐ CHECK ATTENDEES: Before the event starts publicly announce the following 
- Make sure no one is feeling ill or been in contact with a confirmed case of 
COVID-19 or awaiting coronavirus test results for themselves 
- Check everyone has signed in 
- Remind them to maintain physical distance between the others (1.5 m rule)  
- Ask them not to wander around the building unnecessarily (for the sake of 
cleaning). Use the toilets on the floor you are on. 

 
☐ INCIDENTS: Report to the pastor or staff if there is an incident or behaviour you are 

concerned about (e.g. someone turned up sick, or an incident of damage. We 
may need to follow up or if there was an injury we will need assistance to 
complete an Incident Report. 

 
 
 
3. Checklist for After your Event 
 
☐ WASH HANDS: Remind the group to wash their hands (preferably) or sanitise before 

they leave and again when they get home. 
 
☐ COMMUNICATE TO YOUR GROUP POST MEETING: Message or email the group 

of people who attending between 24-48 hours, asking them to let you know if 
- they have developed any COVID-19 symptoms within 48 hours of attending the 
event (any symptoms of cold, flu, chills, fever, loss of sense of taste or smell) 
- If they have been asked to isolate or self-quarantine within 48 hours following 
the event. 

 
If the event is at LEXTON you need to also do the following: 
 
☐ ROOM CONDITION: Tables need to be wiped down using spray cleaner and a cloth 

or paper towel. Please reset to the format you found it in. 
 
☐ RUBBISH: Ensure all rubbish is removed from tables placed in the bins. 
 
☐ EQUIPMENT: Ensure all equipment used is wiped down, including mics, switches 

on equipment, computer keyboards etc. 
 
☐ SIGN OUT: Remind the group to sign out at the same book they signed in on 
 
 
If you have questions or queries please do not hesitate to contact your pastor or 
Megan Griffith megan.griffith@fgam.org.au or call/text 0422 284 404. Stay safe 
everyone! 
	


