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- Check State Government and Brisbane City Council communications
- Obtain necessary equipment and materials for COVIDsafe operation

N4C Management
Committee



Keep up to date with the guidelines for the number of people permitted to
gather in a group.
Ask volunteers to RSVP for attending activities at the centre to ensure
compliance with limit of people.
Signage at entry points will indicate the limit of people for the whole
premises including all areas.

Upper floor: Signage at entry points. Remove some chairs from the desks.
Ensure social distancing by placing table markings to identify 1.5 metres
distance between people sitting at desks. Move laptops further from each
other and from the printer. (Meeting space area = 42 sq m.)

Lower floor: Signage at entry points. Remove some chairs from the desks.
Ensure social distancing by placing table markings to identify 1.5 metres
distance between people sitting at desks. (Activity area = 36 sq m.)

Nursery: Signage at entry points. Place coloured crosses at 1.5 m intervals at
the workbench
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The N4C Sign-in book will record all visitors to the premises including their
contact phone no. and email. An additional sign-in book is provided in the
nursery, in the shed, for those who do not use the main book.
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- Postpone or cancel non-essential face-to-face gatherings
- Carry out some activities online eg meetings, talks or training. This includes
holding General Meetings and our AGM on Zoom.
- Develop and deliver training on online meeting technology for those who
require it.
- Increase cleaning frequency
- Consider alternative work arrangements where possible for volunteers
considered at increased risk; eg work from home; remote, online activities
- Changing work processes to allow for social distancing eg in the nursery

- Advise volunteers to stay at home if they are sick, and to go home
immediately if they become unwell.
- A person should be tested for COVID-19 if they have any symptoms of
acute respiratory disease (cough, sore throat, shortness of breath) or a fever
or history of fever. They must remain in isolation at home till they get the
result and it is negative for COVID-19.
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- Place alcohol-based hand sanitiser at entry and exit points
- Point out hand washing facilities in each work area, soap and paper towel
- Post signs regarding practicing of proper hygiene and hand washing
- Advise volunteers to bring their own water bottle
- Develop a cleaning list for each work area
- Establish cleaning procedure and identify the products to be used
- Maintain quantities of soap for handwashing, spray and wipe for cleaning,
hand sanitizer and paper towel for wiping hands
- Schedule appointments/bookings to allow for sufficient cleaning time
between activities
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Determine whether the visit is necessary
Have contractors or visitors sign in or text their contact details.
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Review processes at monthly Management Committee meetings
Consult with volunteers on effectiveness
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All Queensland employers have obligations under Work Health & Safety legislation and must take action to protect workers and
others at the workplace from the risk of exposure to COVID-19 so far as is reasonably practicable. All employers should put in
place their own plan to respond to COVID-19 and to any directives issued by Queensland Health. They should consult with their
workers on this plan and it should be made available when requested. This is an internal plan that does not need to be
submitted to Queensland Health.
https://www.covid19.qld.gov.au/__data/assets/pdf_file/0024/127653/COVID-Safe-FAQ.pdf

N4C does not require a COVID Safe Checklist. That is a list of mandatory requirements businesses must complete, sign and
display prominently at each premises in order to offer dine-in services (e.g. a restaurant, pub, club etc.) or nail and beauty
therapy services (e.g. nail salon) from 16 May 2020.


