
Your COVID-19 Safety Plan

Gyms and indoor recreation

Business details

Select your business type

Community centres and halls

Wellbeing of staff and customers

Exclude staff, volunteers and visitors who are unwell from the premises.

Agree

Yes

Business name Newtown Neighbourhood Centre

Business location (town, suburb or 
postcode)

Newtown

Completed by Kel Torrance

Email address kel@newtowncentre.org

Effective date 18 October 2021

Date completed 20 October 2021

mailto:kel@newtowncentre.org


Tell us how you will do this

1. Staff advised to stay home if not well
2. Signage at front entrance advising people not to enter if showing any signs or
symptoms of Covid-19, tested positive to Covid-19 or been in close contact with someone
who has tested positive, returned form overseas in the past 14 days,
3. If any staff have been in identified hot spots and/or have Covid symptoms – test and
isolate until results received and follow health advice (currently isolate for 14 days even if
test clear)
4. If any staff are taking a test on their own initiative eg due to a cold but no other factors
– isolate until test results – follow health instructions post test results

Provide staff with information and training on COVID-19, including COVID-19 
vaccination, when to get tested, physical distancing, wearing masks and cleaning.
Agree

Yes

Tell us how you will do this

1. Staff actively consulted in Business Continuity Plan and Return to Work Protocols
2. We are working closely with the WHS committee to address risk areas
3. Signage placed around the workplace in various locations, showing how and when to
wash hands, sanitise, physically distance
4. Information provided to staff and volunteers on how to manage a sick visitor
5. Training videos from Department of Health sent to all staff
6. Staff advised to wear masks whenever working with clients, doing outreach, or
working on the Information desk.

Display conditions of entry including requirements to stay away if unwell, COVID-19 
vaccination and record keeping.
Agree

Yes

Tell us how you will do this

1. Signage in place at entry and around the Centre showing capacity limits per room and 
for the lift, social distancing requirements, cleaning and sanitising requirements etc
2. Covid-19 specific Terms and Conditions provided to all room hirers and placed in each 



hire space, outlining additional health and safety measures required when hiring rooms.

Covid Safety Plan and Terms and Conditions available on website for Room Hire.
Other types of venues or facilities within the premises must complete COVID-19 Safety
Plans where applicable. If contact details are captured electronically upon entry to the 
main premises on the relevant day, additional collection of contact details via electronic 
methods may not be required if there is no other public access to the sub-premises.
However, additional contact details and time of entry must be captured where these
sub-premises are indoor gyms, nightclubs, dine-in hospitality venues, pubs and bars.
All people who hire our rooms are required to use our QR code when entering the
building so that details are captured centrally. Terms and Conditions require those with 
their own Safety Plan to provide a copy.
Venues taking bookings for weddings and funerals should ensure there is a COVID-19
Safety Plan in place for the event.
Not applicable

Take reasonable steps to ensure all people aged 16 and over on the premises are 
fully vaccinated or have a medical exemption (including staff, volunteers, visitors 
and contractors). For example, ensure posters outlining vaccination requirements 
are clearly visible, check vaccination status upon entry where practical and only 
accept valid forms of evidence of vaccination, train staff on ways to check proof of 
COVID-19 vaccination status, remind customers of vaccination requirements in 
marketing materials. Guidance for businesses is available at: 
https://www.nsw.gov.au/covid-19/businesses-and-employment/covid-safe-
business/vaccination-compliance-for-businesses 

Note: This requirement applies at public swimming pools and indoor recreation 
facilities including gyms.

Note: Staff outside of Greater Sydney who have received one dose of a COVID-19 
vaccine are permitted to enter such premises for work until 1 November 2021 when 
they need to be fully vaccinated, or have a medical contraindication, in order to 
enter the premises.
Agree

Yes

Tell us how you will do this

You must not enter NNC’s premises, or allow any of your guests to enter, who: 
1. Are not vaccinated. You are fully vaccinated if you have had 2 doses of a COVID-19 

https://www.nsw.gov.au/covid-19/businesses-and-employment/covid-safe-business/vaccination-compliance-for-businesses
https://www.nsw.gov.au/covid-19/businesses-and-employment/covid-safe-business/vaccination-compliance-for-businesses


vaccination or you have a medical exemption. Children under 16 years of age who are 
not fully vaccinated can generally follow the rules for fully vaccinated people so long as 
they visit certain businesses with a fully vaccinated member of your household. For 
people over the age of 16 who are not fully vaccinated, more rules and restrictions apply. 
2. Have tested positive to COVID-19 and who have not yet been cleared as negative 
3. Are subject to any quarantining requirements due to travel, both domestic and 
international
4. Are subject to any quarantining requirements due to visiting declared COVID-19 
“hotspots”
5. Are showing any symptoms of COVID-19 or are suspected of having COVID-19
6. Have been asked to self-isolate by health officials for any other reason 
7. Have not shown COVID Marshall QR code sign-in/vaccination status in accordance 
with signs posted within the building.

Physical distancing

Capacity must not exceed one person per 4 square metres of space in indoor areas 
of the premises and one person per 2 square metres of space in outdoor areas of the 
premises.

Note: Group classes at a gym and group dance classes at an indoor recreation 
facility must be limited to no more than 20 persons.

Note: Indoor swimming pools can only open for swimming lessons, squad training, 
lap swimming, and rehab activities.

Agree

Yes

Tell us how you will do this

Capacity must not exceed one customer per 4 square metres of publicly accessible
space (Greater Sydney) and one per 2 square metres (other regions). Children count
towards the capacity limit.
Note: ‘Greater Sydney’ means Greater Sydney as defined by the Public Health (COVID-19



Restrictions on Gathering and Movement) Order (No 7) 2020.
1. Floor marked out with tape in office and reception area
2. Occupancy limit signage placed on entrance to all rooms and offices
3. Surplus chairs removed from meeting/hire rooms.
4. A maximum of 40 people can use the Hall
5. A maximum of 18 people can use the Rainbow Room at any one time
6. A maximum of 2 people can use the small meeting rooms at any one time.

Ensure 1.5m physical distancing where possible, including:

at points of mixing or queuing
between seated groups
between staff.

Agree

Yes

Tell us how you will do this

Support 1.5m physical distancing where practical, including:
1. at points of mixing or queuing such as toilets and entrance and exit points
2. between seated groups
3. between staff.

Signage displayed around the Centre including office areas and rooms for hire.
Signage on the doors stating that only 1 person is allowed in each kitchen at a time.

Avoid congestion of people in any specific areas within the venue where possible, 
such as change rooms and other communal facilities.

Agree

Yes

Tell us how you will do this

Not Applicable



Have strategies in place to manage gatherings that may occur immediately outside 
the premises.
Agree

Yes

Tell us how you will do this

1. Terms and conditions of room hire require that hirers ensure this is managed
2. Centre programs such as One Stop Shop will have staff at door to prevent queuing
and gathering outside entrance
3. Close glass foyer doors if capacity is reached at Information and Referral Desk.

Singing by audiences is not allowed in indoor areas.

Agree

Yes

Tell us how you will do this

1. Terms and conditions of room hire require that hirers ensure this is managed

Ventilation

Review the 'COVID-19 guidance on ventilation’ available at 
https://www.nsw.gov.au/covid-19/getting-back-to-work-a-covid-safe-
way/ventilation-guidance and consider which measures are relevant to your 
premises before completing this COVID-19 Safety Plan.
Agree

Yes

Tell us how you will do this

For indoor environments:
1. Ensure heating, ventilation and air conditioning (HVAC) systems are well-maintained 

https://www.nsw.gov.au/covid-19/getting-back-to-work-a-covid-safe-way/ventilation-guidance
https://www.nsw.gov.au/covid-19/getting-back-to-work-a-covid-safe-way/ventilation-guidance


and operating properly with 6-month inspections/cleaning.
2. Avoid crowded or noisy indoor spaces
3. Limit oscillation and turbulence of fans
4. Increase the outside air intake by opening windows.

Use outdoor settings wherever possible.
Agree

Yes

Tell us how you will do this

Triage incoming clients outdoors before entering building with Covid Marshall.

In indoor areas, increase natural ventilation by opening windows and doors where 
possible.

Agree

Yes

Tell us how you will do this

For indoor environments:
1. Ensure heating, ventilation and air conditioning (HVAC) systems are well-maintained 
and operating properly with 6-month inspections/cleaning.
2. Avoid crowded or noisy indoor spaces by limiting staff numbers
3. Limit oscillation and turbulence of fans
4. Increase the outside air intake by opening windows in offices and venue hire rooms.

In indoor areas, increase mechanical ventilation where possible by optimising air 
conditioning or other system settings (such as by maximising the intake of outside 
air and reducing or avoiding recirculation of air).
Agree

Yes

Tell us how you will do this

1. Limit use of recirculated air units



2. Avoid crowded or noisy indoor spaces by limiting staff numbers
3. Limit oscillation and turbulence of fans
4. Maximise air flow by opening all windows.

Ensure mechanical ventilation systems are regularly maintained to optimise 
performance (for example through regular filter cleaning or filter changes).
Agree

Yes

Tell us how you will do this

1. Ensure heating, ventilation and air conditioning (HVAC) systems are well-maintained 
and operating properly with 6-month inspections/cleaning.

Consider consulting relevant experts such as building owners or facility managers, 
ventilation engineers and industrial or occupational hygienists to optimise indoor 
ventilation.
Agree

Yes

Tell us how you will do this

1. Ensure heating, ventilation and air conditioning (HVAC) systems are well-maintained 
and operating properly with 6-month inspections/cleaning.
2. Contact Inner West Council if optimised indoor ventilation is not suitable/working.

Hygiene and cleaning

Face masks must be worn by staff and customers in indoor areas, unless exempt. 

Note: People engaging in physical exercise are exempt, unless they are participating 
in an indoor gym class or dance class
Agree



Yes

Tell us how you will do this

Everyone in NSW will be required to wear a face mask: 
1. in an indoor area of premises other than a place of residence, 
2. in a vehicle or vessel being used to provide a public transport service, 

A person can remove their face mask if they are: 
1. eating or drinking, 
2. communicating with another person who is deaf or hard of hearing, 
3. at work, and: 
4. doing exercise except in an indoor area as part of a gym class, 

You need to wear your face mask again as soon as the reason for taking it off has ended.

Adopt good hand hygiene practices. Have hand sanitiser at key points around the 
venue.

Agree

Yes

Tell us how you will do this

1. Signage in all office areas, rooms, and common areas advising of need to sanitise, and 
how to do it.
2. Signage in bathrooms showing how to hand wash. Soap provided with good supply 
levels
3. All staff provided personal sanitiser bottle to carry with them
4. 8 x sanitising stations attached to walls around the Centre, and portable bottles in
offices
5. Sanitiser at front entrance

Ensure bathrooms are well stocked with hand soap and paper towels or hand dryers.

Agree

Yes



Tell us how you will do this

1. All bathrooms have antibacterial handsoap on tap in addition to wall mounted hand
soap
2. All bathrooms have interwoven paper towel and garbage bins to place used towels in.
3. "How to wash hands" signage next to taps in all bathrooms and kitchens

Clean frequently used indoor hard surface areas (including children’s play areas) at 
least daily with detergent/disinfectant. Clean frequently touched areas and surfaces 
several times per day. Reduce sharing of equipment where practical and ensure 
these are cleaned with detergent and disinfectant between use. Encourage visitors 
to wipe down equipment after they have finished using it

Agree

Yes

Tell us how you will do this

1. Disinfectant wipes stations are placed in multiple areas around the building, especially
near tables, chairs, phones and computers. Signage is placed next to wipes stations
advising staff and visitors to wipe down tables etc before and after use.
3. Gloves are provided for moving tables around
4. Room Hirers are advised they must clean before and after as a condition of use
5. Commercial cleaners attend the premises every night between midnight and 6am

Record keeping

Use the NSW Government QR code system to collect an electronic record of the 
name, contact number and entry time for all staff, volunteers, visitors and 
contractors.

Note: Community centres and halls are not required to collect electronic entry 
records but are strongly encouraged to do so.



Agree

Yes

Tell us how you will do this

1. The Service NSW QR code is now in operation and everybody who enters the building
must sign in.
2. Signage at the entrance and around the building
3. Staff advised to sign in as a guest for anybody who does not have a mobile phone
4. Staff advised to check that all visitors and clients have signed in before entering.

Processes must be in place to ensure that people provide the required contact 
information, such as by checking phones for the green tick to confirm they have 
checked in (keeping 1.5m physical distance between staff and patrons). QR codes 
should be clearly visible and accessible including at entrances to the premises.

Agree

Yes

Tell us how you will do this

1. The Service NSW QR code is now in operation and everybody who enters the building 
must sign in.
2. Staff advised to check QR code sign-in as well as covid vaccination green tick.

If a person is unable to provide contact details, for example due to age or language 
barriers, another person may provide contact details on their behalf. If it is not 
possible for check-in to occur, keep a record of the name, contact number and entry 
time for all staff, volunteers, visitors and contractors for a period of at least 28 days. 
These records must be provided in an electronic format such as a spreadsheet as 
soon as possible, but within 4 hours, upon request from an authorised officer. 

Agree

Yes

Tell us how you will do this

1. The Service NSW QR code is now in operation and everybody who enters the building
must sign in.



2. Signage at the entrance and around the building
3. Staff advised to sign in as a guest for anybody who does not have a mobile phone
4. Staff advised to check that all visitors and clients have signed in before entering.

Other types of venues or facilities within the premises must complete COVID-19 
Safety Plans where applicable. If contact details are captured electronically upon 
entry to the main premises on the relevant day, additional collection of contact 
details via electronic methods may not be required if there is no other public access 
to the sub-premises. However, additional contact details and time of entry must be 
captured where these sub-premises are gyms, entertainment facilities, hospitality 
venues, nightclubs and retail premises.
Agree

Yes

Tell us how you will do this

Not Applicable

I agree to keep a copy of this COVID-19 Safety Plan at the business premises

Yes
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