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15 June 2020 

1: Introduction 

 

Parish properties have been largely closed to tenants and licensees since isolation measures 

began in March 2020. 

Now that restrictions have begun to ease, some parishes have asked about guidelines for 

users of Parish properties, especially where more than one group uses the same premises, 

such as a Parish Hall. 

2: What can we do now that restrictions have eased? 

 

Depending on the type of use planned, it may be possible for your tenants or licensees to 

resume their activities. 

Please continue to refer to Victorian government information here to determine when 

particular activities may be resumed. 

Importantly, the following five requirements must also be applied when people gather: 

• Minimum 1.5 metres distance and good hygiene (handwashing, using sanitiser) 

• Stay at home if unwell 

• Four square metres of space per person, including observers, e.g. a parent at a 

children’s dance class 

• Frequently clean and disinfect communal areas 

• A complete COVIDSafe Plan for all workplaces and premises 
 

Following this plan will enable users of your parish properties to comply with both 

government and Diocesan requirements. 

3: Tenant or licensee? What’s the difference? 

 

People or Businesses operating on a lease (tenants): 

Tenants have exclusive use of one or more Parish properties, usually framed in a lease signed 

by Trustees of the Melbourne Anglican Trust Corporation. Tenants are usually businesses 

such as childcare centres, kindergartens, gymnasiums or dance schools. 

People or Businesses operating on a licence (licensees): 

Licensees usually have access to part of one Parish property for specific hours of the day or 

week, usually defined by a licence agreement signed by Trustees of the Melbourne Anglican 

Trust Corporation. Licensees can be either small businesses or community groups, such as 

yoga or exercise classes, playgroups, book clubs, Alcoholics Anonymous or other support 

groups. 

Please refer to the Hall Hirer’s Pack on the Insurance page of the Document Centre located 

on the Parish Portal for more detailed information about classification of Hall users. 

Please note: residential tenancies, vicarages and op shops are not covered by the scope of 

this document. 
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4: What do we need to do to allow our license holders to re-open? 

 

Tenants: 

As tenants have exclusive use of the property, they are responsible for cleaning, disinfecting 

and sanitising the premises. Your Parish has no obligation to ensure that tenants are 

adhering to Government restrictions or guidelines. 

Tenants may re-open their business when they decide it is safe to do so, subject to Federal 

and Victorian Governments restrictions. 

Creating a COVIDSafe environment: 

The following minimum requirements need to be met in order that any licensee resumes 

activities on Parish premises. Each licensee’s own situation will determine their ability to 

open and the timeframe of recommencing public gatherings. 

Prepare & Prevent: 

When preparing to re-open Parish properties, the local leadership needs to meet and agree: 

• Whether it is safe and practical to resume limited activities in your Hall or Parish 

Centre. You may choose to remain closed until your leadership agrees that it is now 

safe to resume, or restrictions ease further, making it practical to resume activities. 

• A local plan specific to your parish 

• Your Parish COVIDSafe Officer should be involved in planning to allow licensees to re-

open 

• An outbreak or incident plan including procuring the equipment required 

• Each licensee must complete the checklist agreement (supplied in Appendix A) and 

the COVIDSafe Officer must return it to the Parish. No activities on parish premises 

may be held until this form has been completed and submitted. 

• Each undivided indoor space should have the posters in Appendix F printed. The last 

two should be completed with the contact details of the parish’s COVIDSafe Officer 

and the capacity of each space respectively. 
 

5: What must be done before, during and after each activity?  

Before each activity: 

• COVIDSafe Posters are displayed prominently at the entrance and in key locations 

(Refer Appendix F). Write the name of the COVIDSafe Officer on the last poster. 

• Marks such as “X” are placed on the floor to encourage social distancing while 

queuing to leave or enter the property. 

• When people arrive, they should wait in a line at least 1.5 metres apart if there is a 

queue to enter. Use tape to mark “Xs” on the ground or floor. 

• On entry, each attendee is asked if they have experienced any COVID19 or flu like 

symptoms in the past 2 weeks. If yes, they should be informed that they will be 

unable to attend unless cleared by doctors. If they are well, then they are asked to 

give their contact details to the person completing the attendance register. 

• The attendance register (refer Appendix B) is set up at the entrance to the activity. 

One person should record details to avoid passing items such as pens 
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• Appropriate hand sanitation is supplied by each licensee and set up in a prominent 

location with appropriate signage 

• A seating plan is established at 1.5 metres apart, or adequate plans are in place to 

ensure social distancing. Current regulations state that there must be four square 

metres of space per person in the building. 

 

During the activity: 

• Before starting, announcements should include updates on COVIDSafe practices, 

including as a minimum: 

o Practise social distancing at a minimum of 1.5 metres at all times 

o No physical greetings or exchanges such as handshakes or hugs 

o Wash hands and maintain good hygiene practice 

o Cough and sneeze into your elbow 

o Other relevant COVIDSafe practices that apply to the group 

• The licensee monitors attendee numbers to ensure maximums are not exceeded. 

Current regulations state that there must be four square metres of space per person 

in the building and that people must stay at least 1.5metres from each other. 

 
After the activity: 

• There is a clear post-activity plan to monitor and enforce social distancing practices 

• Shared refreshments, if offered, must be served hygienically, people cannot serve 

themselves, and utensils cannot be shared. 

• Attendees should leave the premises as soon as possible at the conclusion of the 

activity, without breaching social distancing guidelines 

• The attendance register should be stored in an easy to locate place 

• Post activity cleaning is complete. Pay attention to touchpoints: door handles, 

windows, handrails, light switches, heating and cooling controls, chairs or other 

seating, toilets and bathrooms, kitchen surfaces 

 
 

Cleaning Protocols: 

• Wear gloves when cleaning and discard after each use 

• Thoroughly clean surfaces using detergent and water 

• Only use a disinfectant after cleaning with the detergent and water 

• Leave disinfectant on the surface for at least 10 minutes before removing it 

• If someone who becomes infected or exposed has been at your venue in the last 14 

days, follow the national protocols of cleaning 
 

 

For more information see the Safe Work Australia website: 

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-  

spread-covid-19 
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6: Someone who attended an activity is sick, or might have been exposed to 

COVID19. What do we need to do? 

 

Incident Response & Recovery 

If anyone present, whether it is staff, volunteer or attendee suspects that someone may have 

the virus, or has been exposed to it, it is vital that they notify the COVIDSafe Officer 

immediately. They will be responsible for overseeing the Incident Response Plan. 

If someone who has attended an activity subsequently tests positive for COVID19 within 14 

days of attending the Parish property, they must inform the Licensee immediately. 

Please refer to the Safe Work Australia information sheet (Appendix E). 

The process for a Licensee to inform the Parish of a COVID19 notification is: 

1. Inform the Vicar 

2. Notify the COVIDSafe Officer 

3. Secure the site and follow the Safe Work Australia information sheet process 

4. Complete the normal incident reporting process (Incident Report form in Appendix C) 

5. Co-operate with the Parish on the appropriate government notification 

 

Post Incident Follow-up and Re-opening 

Premises that have been closed due to an incident, even if the subsequent testing reveals a 

negative result, are not permitted to re-open without the permission of their Episcopal 

Bishop, who will work with the Risk and Insurance Team to ensure that sufficient measures 

are in place, and that it is reasonably safe to resume permitted activity. 

The Risk and Insurance Team will review the adequacy of the COVIDSafe plan and the 

incident response measures. This will follow a standard risk assessment process. 

If the test is a positive test, then additional steps are likely including contact tracing, deep 

cleaning and the isolation of people potentially infected as a result of contact. It is essential 

to keep meticulous records of participation and contact details. 

Where continuing risk to the community exists, it is likely that continued operation of the 

premises will be curtailed for a period (expected to be 14 days) to ensure the risk of further 

infection is minimised. 

Should the Risk and Insurance Team make such a recommendation to the Episcopal Bishop, 

any decision to act outside of this recommendation will need the approval of the Diocesan 

Crisis Management Committee. 
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7: I need to know more; who can I contact? 

 

Key Contacts:   

Episcopal Bishops: 

Jumbunna: The Rt Rev’d Paul Barker  

bishoppaulbarker@melbourneanglican.org.au 

Marmingatha: The Rt Rev’d Genieve Blackwell 

bishopgenieveblackwell@melbourneanglican.org.au 

Oodthenong: The Rt Rev’d Kate Prowd 

bishopkateprowd@melbourneanglican.org.au 

 

 

Chief Executive Officer [MADC]: 

Ken Spackman CEOsoffice@melbourneanglican.org.au 

 
 

Chief Operating Officer: 

Matthew Wilson mwilson@melbourneanglican.org.au 

 

 

Risk and Insurance Team: 

Catherine Moore, insurance@melbourneanglican.org.au 

Ainslee Spadaro 

Leasing & Licensing Specialist: 

Arvind Thampy propertymanagement@melbourneanglican.org.au 

 

 

<end>s 
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Appendix A – COVIDSafe Checklist for Re-opening 

 

This checklist must be completed and submitted to the parish before licensee activities can 

recommence. Use this list in assessing readiness to open. Your parish leadership group may 

decide to delay re-opening until restrictions have eased further. 

Please use one sheet per licensee. 
 

 

Licensee/Hall User ……………..……………………………………………………………………………………….  

Tel: …………………………Email ......………………………………………………………………………………….. 

PARISH of ………………………………………………………………in ……………………………………………..  

COVIDSafe Officer………………………………………………………….  

Tel .……………………………………. Email …………………………………………………………… 

The guidelines from Safe Work Australia: 

https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/cleaning-prevent-spread- 

covid-19 

Translations in languages other than English: 

https://covid19inlanguage.homeaffairs.gov.au/ 

Decision-making Y / N 

The information from Safe Work Australia (see link above) has been read  

There is agreement that the Parish/Ministry Centre is ready to comply  

The Licensee’s activities are now permitted by the Victorian government  

Other languages 

For groups with a language other than English, translations have been read from the link 

above 

 

Vulnerable persons 

There is a strategy to minimise risks to vulnerable persons in the community  

Signage and communications 

Safe Work Australia guidelines have been complied with (see link above)  

An announcement is made at the beginning of each activity reminding attendees to 

maintain social distancing and use hand sanitiser, and for any ‘symptomatic’ person (or 

close contacts) to self-exclude 

 

Cleaning 

A mechanism for regular thorough cleaning, and record-keeping, has been put in place. 

Cleaning requirements in the Safe Work Australia (see link above) are practised. 

 

Hand sanitiser has been placed at entry and exit points with signage  

Activity times have been scheduled to allow sufficient time for cleaning between each 

activity (20 minutes minimum) 
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Social distancing 

A seating plan has been prepared to keep people 1.5 metres apart  

Someone has been designated to supervise social distancing on arrival and departure  

The density quotient of the building has been calculated (four square metres of space per 

person) 

 

Activity 

Activities have been designed to avoid prolonged face to face contact and to allow time 

for cleaning 

 

An attendance register has been prepared for each service and someone is assigned to 

collect contact details 

 

No choir or singing group practices and for services, only minimal congregational 

singing such as one hymn/song at the end of the service 

 

Someone is assigned to turn away people when the maximum number of people is 

reached 

 

Other groups 

The COVIDSafe Officer has an agreement with groups (church or otherwise) using church 

premises for maintaining social distancing per Safe Work Australia guidelines and 

including proper cleaning 

 

Op shops (where applicable) are practising the Safe Work Australia guidelines provided by 

the Diocese (here) 

 

Incident management 

People know to report any incident of COVID contact to the COVIDSafe Officer  

The COVIDSafe Officer will promptly report any incident to their Vicar, Episcopal Bishop 

and the Diocesan Risk and Insurance Team, close the premises and follow measures as 

indicated by Safe Work Australia (link below). 

 

 

Please email this completed form, and any additional comments or concerns, to the Parish. If 

you have any questions, please call Catherine Moore, Ainslee Spadaro or Matthew Wilson 

through the Melbourne Anglican Centre (9653 4220). 
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Appendix B – Sample Attendance Register 

 

 
Please note: you must keep this form as part of your attendance register for 28 days. All 

attendees (including clergy, musicians, ushers, etc) at any public gathering in your parish must 

be recorded here, with their first name, telephone number. It is preferable to have one 

person record all details to avoid passing pens between attendees. 

 

 

 

Licensee/Hall User ..………………………………………………………………………………………. 

Tel: …………………………Email ………………………………………………………………………….. 

PARISH of …………………………………………………in …………………………………………….. 

COVIDSafe Officer……………………………………………. Tel .……………………………………. 

Email …...……………………………………………………………………………………………………… 

First name Telephone 

e.g. Jane 0418 653 420 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  

9.  

10.  

11.  

12.  

13.  

14.  

15.  
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Appendix C – Incident Report Form 

 

Date: 

Parish/Entity: 

Reported by: 

Address: Post Code: 

 
 

Incident Details 

Name of Injured Person and/or Owner of damaged property:  

Is this person: Employee  Volunteer  Other  Details: 

Address:  

Date of Incident:  Time of Incident: Am/Pm 

Location:  

Name of witness(es):  

  

Address:  

Describe how the incident occurred: 

 

 
 

 

 

 

Details of injury or property damage: 

 
 

 
 

 

Details of subsequent events (e.g. treatment received/given, name of doctor, name 

of hospital) 

 

 

 

Who/what do you consider caused the incident? 

 
 

Name: Position: 

Phone No: Email: 

Signature: Date: 
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Incident / Hazard Report Form continued 

 

 

Hazard Details 

Is the hazard preventable? Yes  No  

Describe the hazard that exists: 

 

 

 

 

Detail any action taken: 

 

 

 

 

 

Can the hazard be removed to prevent future occurrences? Yes  No  

If yes, has it been done? Yes  No  

  

What corrective action has been identified or taken?: 

 

 

 

 

 

Who is responsible for completing corrective action? 

 

What is the target date for completion? 

Comments 

Signature of person completing Hazard Details: 

Position: 

Date: 
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Appendix D – Sample Checklist for each Activity 

 

There is no need to send this form to the Diocese; it is designed as a handy checklist for 

each Licensee before, during and after each Activity. 

 

 

Licensee/Hall User ……………..……………………………………………………………………………………. 

Tel: …………………………Email .....………………………………………………………………………………….. 

PARISH of ………………………………………………………………in …………………………………………….. 

COVIDSafe Officer…………………………………………………………. Tel .……………………………………. 

Email ……………………………………………………………………………………………………………………… 

Before the Activity Y / N 

Prepared for incident or outbreak  

Cleaning has been completed in line with Safe Work Australia guidelines  

Sanitiser and signage deployed and displayed  

A seating plan to maintain social distancing is in place  

Xs or other marks are on floor to indicate social distancing  

A plan is in place to limit attendees  

Attendance register is in place  

All attendees screened on arrival and contact details collected  

During the Activity  

Announcement at start of activity regarding COVIDSafe practices and COVIDSafe Officer  

Social distancing is maintained throughout the activity  

If refreshments are shared, it is done hygienically with no shared utensils or self-service  

After the Activity  

Everybody departs as soon as possible while maintaining social distancing  

The attendance register is complete and stored securely  

Cleaning and disinfection is completed  
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Appendix E – Safe Work Australia guidelines (to be read in conjunction with the 

guidelines in the link at Appendix A) 
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Appendix F – Printable Posters for Display 
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