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1. Introduction 
This document has been prepared to describe new protocols and safety measures to help protect 

everyone attending venues used for U3A Dandenong activities. This document is supporting 

documentation to the COVIDSafe Plans – U3A Dandenong for each venue used.  

This document covers activities at the Gloria Pyke Netball Stadium (GPNS)  

2. Venue and Behaviour Requirements 

2.1. If anyone is unwell or they have been in close contact with someone that has the 

Covid19 virus– they must not attend any Dandenong U3A activities 

2.2. Face masks are required when inside the venue.  

If you cannot perform your role whilst wearing a mask, you may remove it to 

perform.  This applies to singers. For those who can wear a mask while performing 

their role, they must wear a mask. 

Physical distancing of 1.5 meters is particularly encouraged for those who cannot 

wear a mask either for medical reasons or to perform their role. 

2.3. All members using the venues for Dandenong U3A activities are now required to 

sign in and out. Where QR codes are available they are to be used, otherwise the 

Tutor or another member of the class can add your details when signing in. 

Class tutors are responsible for ensuring all people attending their respective 

classes or meetings register each and every time. Should an outbreak occur, this 

will enable contact tracers to quickly determine if you may have been in contact 

with an infectious person and for you to be notified promptly.  

A hand sanitiser will be supplied to Tutors to make available for course members to 

use. Surfaces touched in shared areas may not have been sanitised after use so 

please use hand sanitiser when entering room for your course. Sanitise and wash 

hands frequently. 

2.4. Cleaning of furniture & surfaces is required after each use – refer section 4 

2.5. Each member is responsible for ensuring all surfaces they touch are disinfected 

after use. This includes toilets and desks and chairs. 

Note. When using computers, do not touch screens as if the computer doesn’t have a 

glass screen these cannot be disinfected without damaging the screen. iPad’s, tablets 

and phones usually have glass screens which can be disinfected using an alcohol-based 

wipe. 

2.6.  All Tutors will need to ensure the contact surfaces are disinfected in between 

classes/meetings, ready for the next group.  

2.7. At the start of each session each member is required to sanitise their own area.  
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2.8. (A gap in between sessions will be applied to allow time for this).  

2.9. These facilities will be cleaned every night but this will not include cleaning of 

furniture. 

2.10. Common kitchen cupboards will remain locked at all times.  (No food or drink to be 

prepared.) Any food or drink required must be brought by members for themselves 

and not shared. 

2.11. Room capacities – signs are available on each entrance stating the new ruling on 

capacity in each room.  

• Capacities have been calculated not only based on the 4 square metre rule, but 

also taking into consideration the space required as an emergency passage 

towards exit doors that need to remain clear at all times. 

• The maximum number must be strictly adhered to for safe social distancing. 

• Ensure seating distances are maintained to required standards.  

• Excess furniture is not to be used under any circumstances.  

• Failure to follow these rules may result in groups being removed from the 

venue.  

• Room capacities have been set in UMAS (membership/enrolment database 

accessed via the dandenongu3a.org.au website) so that no further enrolments 

will be accepted when the room capacity has been reached and members will 

be wait listed. 

2.12. Exercise Equipment - Use your own equipment where possible and minimise 

sharing of equipment. Shared equipment must be disinfected between uses. 

2.13. Games – Games must be sanitised at end of session – (e.g. all Mah-jong tiles need 

to be sanitised) 

2.14. Social distancing signage is located around the building.  

• Keep 1.5 metres away from others.  

• Avoid physical greetings such as handshaking, hugs and kisses.  

• The more space between you and others, the harder it is for the virus to spread.  

• Please ensure all your attendees understand and adhere to personal hygiene 

standards to help keep everyone else safe. 

• Avoid touching eyes, nose and mouth 

• Cover coughs and sneezes with arm or tissue if not wearing a face mask at the 

time 

• Put used tissue / face mask in bin and wash or sanitise hands 

• Sanitise and wash hands frequently  

• Practice and advise members to maintain and promote personal and respiratory 

hygiene.  

2.15. Tutors are to ensure they know where the first aid kit is located. Tutors also need 

to know if an AED is available in the building and where it is located. 
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2.16. Tutors need to ensure you and class members are familiar with evacuations 

protocols and that a plan is in place to guide your members to the Assembly area in 

an Emergency scenario.  

3. Vulnerable members 
Government advice indicates that some members are at greater risk of more serious 
illness with COVID-19. It is the responsibility of those members to decide whether they 
wish to accept the risk and attend classes. 

High Risk 

• Aboriginal and Torres Strait Islander people 50 years and older with one or 

more chronic medical conditions 

• People 65 years and older with one or more chronic medical conditions 

• People 70 years and older, and 

• People with compromised immune systems 

4. How do I clean? 
Use the following steps to clean an environment: 

4.1. For Hard surfaces such as desks and door handles 

• Wear disposable plastic gloves when disinfecting. Gloves shall be discarded 

after each clean. Clean hands immediately after removing gloves using soap and 

water or hand sanitiser. 

• Thoroughly clean/disinfect surfaces using the spray bottle with 

clean/disinfectant solution. Always clean from the cleanest surfaces to the 

dirtiest surfaces.  

• Allow the disinfectant to remain on the surface for the period of time required 

to kill the virus (contact time) as specified by the manufacturer. If no time is 

specified, leave for 10 minutes. 

• Dry surfaces using disposable paper towel or a disposable cloth. 

• Dandenong U3A will supply hand sanitiser, disinfectant spray and wipes, 

disposable gloves and paper towel. 

4.2. For Fabric and soft surfaces 

• Wipe with a disinfectant wipe or alcohol-based wipe. 

4.3. For computer keyboards and electrical fittings such as light switches 

• Wipe with a disinfectant wipe or alcohol-based wipe. 

• When using computers do not touch screens as if the computer doesn’t have a 

glass screen these cannot be disinfected without damaging the screen. iPads, 

tablets and phones usually have glass screens which can be disinfected using an 

alcohol-based wipe. 

 

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/general-industry-information/vulnerable
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread-covid-19
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5. Steps to take when the person you are concerned about is at a 

venue for Dandenong U3A activities now 

There may be circumstances where a person in a venue for Dandenong U3A activities is displaying 
COVID-like symptoms  

5.1. Isolate the person 

If the person has serious symptoms such as difficulty breathing, call 000 for urgent 
medical help. Otherwise, you must take steps to prevent the person from potentially 
spreading the virus by isolating them from others. You must also provide appropriate 
personal protective equipment (PPE) to the affected person, such as disposable surgical 
mask, and hand sanitiser and tissues, if available. Also provide protection to anyone 
assisting the person. 

5.2. Seek advice and assess the risks 

Next, to determine if it is reasonable to suspect the person may have COVID-19, talk to 
the person about your concerns and see what they say.  

For the Gloria Pyke Netball Stadium contact Christine Ware 97946168 

Check with Venue contact re –  

• Notifying WorkSafe on 13 23 60  

• Notifying DHHS 1800 675 398 

Notify the Program Coordinator who will contact the tutor of the following classes 

Ensure that you have current contact details for the person and make a note about the 
areas they have been in the venue, who they have been in close contact with in the 
venue and for how long. This will inform you about risks to others and areas to clean 
and disinfect. This information may also assist the state public health unit if they need 
to follow up with you at a later time.  

If confirmed as Covid19 go to step 6 

You can seek government health advice by calling the state help line. You can also 
contact the National Coronavirus Helpline on 1800 020 080, which operates 24 hours a 
day, seven days a week. The National Helpline can provide advice on when and how to 
seek medical help or about how to get tested for COVID-19. 

  

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/office/covid-19-your-workplace#heading--2--tab-toc-steps_to_take_when_the_person_you_are_concerned_about_is_at_the_workplace_now%C2%A0
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/office/covid-19-your-workplace#heading--2--tab-toc-steps_to_take_when_the_person_you_are_concerned_about_is_at_the_workplace_now%C2%A0
https://www.health.gov.au/contacts/victorian-department-of-health
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5.3. Transport 

Ensure the person has transport home, to a location they can isolate, or to a medical 
facility if necessary.  

Wherever possible, if a person is unwell or travelling to a location for mandatory 
isolation, they should use a personal mode of transport to minimise exposure to others. 
They should not use public transport unless there is no other option.  

If the person needs to use a taxi or ride share service then the person should avoid 
contact with others including the driver to the extent possible. This includes: 

• wearing a face mask,  

• avoiding direct contact with the driver, including sitting in the back seat to 

achieve as much separation as is reasonably possible  

• practising good hand hygiene and cough/sneeze hygiene, and 

• paying by card. 

5.4. Clean and Disinfect 

Close off the affected areas and do not let others use or enter them until they have 
been cleaned and disinfected. Open outside doors and windows if possible, to increase 
air flow. 

All areas, for example offices, bathrooms, kitchens and common areas and equipment 
that were used by the person concerned must then be thoroughly cleaned and 
disinfected. Advise venue contact of areas affected to ensure appropriate cleaning is 
conducted. 

5.5. Identify and Tell Close Contacts 

The state public health unit will identify close contacts of a confirmed COVID-19 case 
and provide them with instructions, for example, in relation to quarantine 
requirements.  

Locate attendance records to determine who the affected person may have had recent 
close contact with and for how long. This will inform you about possible risks to others, 
and additional areas that may also need to be cleaned and disinfected. If instructed by 
health officials, tell close contacts that they may have been exposed to COVID-19 and 
the requirements for quarantine. You must maintain the privacy of all individuals 
involved. record contacts in close contact spreadsheet  

6. Steps to take when the person notifies you they have COVID-19 and 

has been at a venue for Dandenong U3A activities  
Reference Confirmed case Checklist 

6.1. Seek advice and assess the risks 

For the Gloria Pyke Netball Stadium contact Christine Ware 97946168 

Check with Venue contact re –  

• Notifying WorkSafe on 13 23 60  

• Notifying DHHS 1800 675 398 

  

https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert/how-to-protect-yourself-and-others-from-coronavirus-covid-19/good-hygiene-for-coronavirus-covid-19
https://www.dhhs.vic.gov.au/close-contact-spreadsheet-covid-19-xlsx
https://www.dhhs.vic.gov.au/confirmed-case-of-coronavirus-covid-19-in-workplace-doc


U3A Dandenong  COVID19 Management Plan 

January 2021  Page 8 
 

Compete notification form  email to 

• DHHS - covidemployernotifications@dhhs.vic.gov.au 

• Civic and Community Facilities Department 
bookings@cgd.vic.gov.au with sessions attended (date/times, etc) 

• Program Coordinator - program@dandenongu3a.org.au who will 
contact the tutor of the following classes  

• president@dandenongu3a.org.au 

If required - Seek government health advice by calling the state help line. You can also 
contact the National Coronavirus Helpline on 1800 020 080, which operates 24 hours a 
day, seven days a week. The National Helpline can provide advice on when and how to 
seek medical help or about how to get tested for COVID-19. 

6.2. Identify and Tell Close Contacts 

record contacts in close contact spreadsheet  

Locate attendance records to determine who the affected person may have had recent 
close contact with and for how long. This will inform you about possible risks to others, 
and additional areas that may also need to be cleaned and disinfected If instructed by 
health officials, tell close contacts that they may have been exposed to COVID-19 and 
the requirements for quarantine. You must maintain the privacy of all individuals 
involved. Tutors can download/print out enrolment list using UMAS for the affected 
class and this will have contact details for all class members. 

The state public health unit will identify close contacts of a confirmed COVID-19 case 
and provide them with instructions, for example, in relation to quarantine 
requirements. 

6.3. Assess risks 

Complete the DHHS Workplace risk assessment form and email with  close contact 
spreadsheet as above refer 6.1 

7. Steps to take when venue closure affects other courses 
If a venue is closed for cleaning due to a confirmed Covid-19 case any other courses 
affected need to be identified and members need to be notified of the expected 
duration of the venue closure. 

8. Return to courses after having or suspected of having COVID-19 
When advised the venue has been cleaned and cleared for recommencing courses, 
notify members affected by the closure the recommencement date. 

Any member who has been suspected of having COVID-19 or has had COVID-19 must 
produce evidence of a negative test result. The negative test must have been 
performed at least 14 days after initial notification of suspected infection of positive 
result. 

https://www.dhhs.vic.gov.au/employer-notification-form-covid-19-doc
mailto:covidemployernotifications@dhhs.vic.gov.au
mailto:bookings@cgd.vic.gov.au
mailto:program@dandenongu3a.org.au
mailto:president@dandenongu3a.org.au
https://www.health.gov.au/contacts/victorian-department-of-health
https://www.dhhs.vic.gov.au/close-contact-spreadsheet-covid-19-xlsx
https://www.dhhs.vic.gov.au/workplace-risk-assesment-covid-19-doc
https://www.dhhs.vic.gov.au/close-contact-spreadsheet-covid-19-xlsx
https://www.dhhs.vic.gov.au/close-contact-spreadsheet-covid-19-xlsx

