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1. Introduction 
This document describes the government mandated COVID-19 related safety measures that are 
relevant to our organisation. Part of your responsibility as a Tutor, Course Coordinator or Covid 
Marshal at a particular Dandenong U3A event is to ensure these protocols are observed.   

This document is supporting documentation to the COVIDSafe Plans – U3A Dandenong.  

This document has been prepared to describe new protocols and safety measures to help protect 
everyone attending outdoor U3A Dandenong activities.  

This document covers activities such as Cycling, Hiking, Walking and any excursions Tutors may 
organise. 

2. Tutors/Course Coordinators requirements 

2.1. The course Tutor/ Course Coordinator must either take on the role of Covid Marshal or 
assign it to a course member. In preparation for their role the Covid Marshal must complete 
the Victorian Government’s online infection control training. 

2.2. Tutor/ Course Coordinators are to ensure they know who has the first aid kit. 

2.3. In addition to maintaining an attendance record for each occasion, the Tutor/course 
coordinator must keep a record of the venues attended. 

3. Covid Marshals 
Each outdoor activity or excursion must have a Covid Marshall. 

COVID Marshals must ensure there is effective implementation of this Covid management Plan. 
Monitoring must occur during course time and when members are entering or exiting any venue. 

COVID Marshals must 

 Ensure all attendees are signed in with the QR code at any venue visited and marked off on 
the attendance sheet. 

 When the regulations require it, ensure that all attendees are wearing facemasks and 
understand how to fit them properly. 

 Ensure that course members are observing hygiene measures. 
 Ensure that course members maintain physical distancing where practicable and that 

congestion is minimised. 
 Encourage COVIDSafe practices across Dandenong U3A. 

Notify the Dandenong U3A committee as soon as practicable about systemic behaviours or practices 
that are not compliant with the COVID-Safe Plan. 
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4. Venue and Behaviour Requirements for All Members 
This section describes how all members contribute to the reduction of spread of Covid 19 by 
complying with Victorian Government and council venue requirements. It is expected that the Covid 
Marshal reinforces this behaviour by actions described in Section 5 

4.1. 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. It is the responsibility of all 
members to minimise the spread of Covid by complying with this requirement.  

(Refer Victorian Government Staff Coronavirus (COVID-19) Health questionnaire) 

4.2. Face masks are required when inside any venue visited whenever the Victorian Government 
COVIDSafe settings specify mandatory wearing of masks indoors. It is the responsibility of 
all members to minimise the spread of Covid by complying with this requirement. 

4.3. All members visiting any venues for Dandenong U3A activities are now required to sign in. 
QR codes are to be used to sign in. If a member does not have the ability to sign in, the 
member must ask the Tutor or another member of the class to sign them in.  
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.  

4.4. A hand sanitising station should be available in the entrance to all venues. Surfaces touched 
in shared areas may not have been sanitised after use so please use hand sanitiser and 
wash hands frequently. 

4.5. Physical 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.  

 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.  

5. Venue and Behaviour Requirements for Covid Marshals 
Covid Marshals contribute to the reduction of spread of Covid 19 by educating members about the 
requirements that apply to them. This reinforces compliance with Victorian Government and council 
venue requirements. This section describes additional duties of Covid Marshalls.    

5.1. If anyone is unwell or have been in close contact with someone that has the Covid19 virus– 
they must not attend any Dandenong U3A activities. The Covid Marshal should reinforce 
this by confirming with each member present that they are well and free of Covid. 

(Refer Victorian Government Staff Coronavirus (COVID-19) Health questionnaire) 

5.2. Practice and advise members to maintain and promote personal and respiratory hygiene.  
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5.3. Ensure that face masks are worn inside a venue whenever the Victorian Government 
COVIDSafe settings specify mandatory wearing of masks indoors. 

5.4. Ensure all members using any venue for Dandenong U3A activities are signed in using. QR 
codes, each and every time.  

5.5. Enforce venue capacity limits. 

Signs should be displayed at the venue entrance stating the maximum capacity   

 The maximum capacity in each room must be strictly adhered to for safe social 
distancing. Use outdoor seating as required. 

6. Steps to take when the person you are concerned about is at a 
Dandenong U3A outside activity/excursion now 

There may be circumstances where a person in a venue for Dandenong U3A activities is displaying 
COVID-like symptoms. As a Covid Marshal these are the actions to take. 

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. 

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. If they have been in a café or 
other venue make a note about the areas they have been in the venue, and for how 
long. This will inform you about risks to others. This information may also assist the 
venue management and state public health unit if they need to follow up with you at a 
later time.  

 If they have attended a venue - Notify the venue of the suspected case and 
areas visited in the venue so they can clean and disinfect. 

Notify the Program Coordinator / President and secretary of suspected case. 

Ensure that you have current contact details for the person and if confirmed as Covid19 
go to step 7 

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. 
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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. 

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  

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. 

7. Steps to take when the person notifies you, they have COVID-19 and 
has been at a Dandenong U3A outside activity/excursion  

Reference Confirmed case Checklist 

7.1. Seek advice and assess the risks 

 Notify the U3A Dandenong Program Coordinator and U3A Dandenong President 
of situation, venues visited and actions taken. 

Reference Confirmed case Checklist 

The President or if unavailable the Program Coordinator will 

 Notify DHHS 1800 675 398 

 Notify any venues visited 

 Notify WorkSafe on 13 23 60  
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Complete 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  

 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. 

7.2. 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. 

7.3. Assess risks 

Complete the DHHS Workplace risk assessment form and email with  close contact 
spreadsheet as above refer 7.1 

8. Return to courses after having or suspected of having COVID-19 
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. 


