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We’ve developed this COVID-19 Safety Plan to help you create and maintain
a safe environment for you, your workers and your customers.

Complete this plan in consultation with your workers, then share it with them. This will help slow the spread of COVID-19 and
reassure your customers that they can safely visit your business. You may need to update the plan in the future, as restrictions
and advice changes — you can make changes to the plan if you’ve printed or saved it, or you can choose to download and

create a new version of the plan.

Businesses must follow the current COVID-19 Public Health Orders, and also manage risks to staff and other people in
accordance with Work Health and Safety laws. For more information and specific advice for your industry go to nsw.gov.au

BUSINESS DETAILS

Business name:
Plan completed by: ~ Chiang Lim
Approved by: Chiang Lim

> GUIDANCE FOR BUSINESS

Association of Quality Child Care Centres of NSW Inc (t/a Australian Childcare Alliance NSW)

Guidance for your workplace and the actions you will put in place to keep your customers and workers safe

GUIDANCE

Wellbeing of staff and customers

Exclude staff, visitors and customers who are unwell.

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

Make staff aware of their leave entitlements if they are sick or required to
self-isolate.

Display conditions of entry for any customers or visitors (website, social
media, entry points).

ACTIONS

1. Refer to ACA NSW's HR Policy Manual

2. Use of leave entitlements

3. Referral to use NSW Pandemic Leave Disaster Payments if required.
4. Signs throughout the office about wellbeing.

5. Online and hardcopy registration of physical attendances of all visitors.

1. Refer to the following:

(a) https://www.nsw.gov.au/covid-19/symptoms-and-testing

(b)
http://www.cec.health.nsw.gov.au/__data/assets/pdf_file/0004/587164/COVID-19-Infection-Prevention-and-Control-
Advice-on-Cleaning-and-Disinfection-in-the-Workplace.pdf

(c) ACA NSW's list of deep cleaning providers (as per NSW Government's list)

1. Discussion during weekly Team Meetings.
2. Monthly report of leave entitlements available to CEO
and Executive Committee (aka board).

1. Signs throughout the office about conditions of entry.
2. COVID-19 obligations article on ACA NSW website.
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REQUIREMENTS

Physical distancing

There are a number of businesses where there are restrictions on
patron numbers and the space required to have that number of
people; check if there are any restrictions on your business by visiting
the NSW Government website. If your business does not have any
restrictions, consider what measures could be put in place to avoid
crowding and close proximity where practicable.

Assign workers to specific work stations and minimise worker movement
between these stations, where reasonably practical. If not practical, clean
with detergent/disinfectant between use.

Put plans and systems in place to monitor and control the numbers
of workers and customers on site at any given time to allow for
physical distancing.

Use flexible working arrangements where possible, such as working from
home, early and late shifts to reduce peak periods.

Consider barriers or other controls to ensure staff and visitors at
interaction points stay at a safe distance or are separated by a barrier
such as a sneeze guard at a service counter. If not practical, clean
regularly with detergent/disinfectant.

Where reasonably practical, ensure staff maintain 1.5 metres physical
distancing at all times (including at meal breaks).

Use telephone or video for essential meetings where practical.

Review regular deliveries and request contactless delivery and invoicing
where practical.

Consider signage near lifts and passenger travelators directing customers
and workers to maintain physical distancing wherever practical.

If staff or workers need to travel together in the same vehicle:

» encourage passengers and drivers to spread out, using front and
back seats

» workers should only handle their own tools and bags where possible

* have processes to clean the vehicle hand touch areas at the end of
each shift with a detergent/disinfectant

» encourage workers to set the air-conditioning to external airflow
rather than recirculation.

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

ACTIONS

No specific restrictions imposed by NSW
Government other than 4 m2 space per person
on site.

All staff have their assigned spaces. Sneeze guards and
sanitiser stations have been installed. Additional
cleaning are organised post meetings on site.

Signs about maximum number of people are in place per floor.
Online and hardcopy registration and records are kept to monitor
the maximum number of people on site and on each floor.

Staff have been provided with remote access to the ACA NSW
infrastructure. Cloud-based telephony has also been established to provide
remote and in-office communications with members and non-members.

Sneeze guards have been installed. Physical distancing is conducted
by way of the number of seats provided, and highlighted crosses
designated locations to achieve 4 m2 social distancing per person.

See above.
ACA NSW uses the Spirit and Zoom platforms
for its telephony and video-communications.

All deliveries are restricted to the perimeter of the ACA NSW
office to achieve contactless engagement. This is also reviewed
periodically during ACA NSW staff's weekly meetings.

Not applicable.

Not applicable.

All external events of ACA NSW (including Network Meetings, Wheels on
the Bus, the Annual Excellence in Early Childhood Education Awards)
have been either converted to online or postponed until further notice.
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REQUIREMENTS

Hygiene and cleaning

Provide hand sanitiser at multiple locations throughout the workplace.

Provide detergent/disinfectant surface wipes to clean workstations and
equipment such as monitor, phone, keyboard and mouse.

Ensure bathrooms are well stocked with hand soap and paper towels,
and have posters with instructions on how to wash hands.

Clean frequently used areas at least daily with detergent or disinfectant.
Clean frequently touched areas and surfaces.

Maintain disinfectant solutions at an appropriate strength and use in
accordance with the manufacturer’s instructions.

Staff are to wear gloves when cleaning and wash hands thoroughly
before and after with soap and water.

REQUIREMENTS

Record keeping

Keep name and mobile number or email address for all staff, visitors
and contractors for a period of at least 28 days. Records are only to be
used for tracing COVID-19 infections and must be stored confidentially
and securely.

Employers should make staff aware of the COVIDSafe app and the
benefits of the app to support contact tracing if required.

Cooperate with NSW Health if contacted in relation to a positive case of
COVID-19 at your workplace, and notify SafeWork NSW on 13 10 50.

ACTIONS

There are:

(a) one sanitiser station per floor

(b) one sanitiser dispenser in each toilet

(c) one sanitiser dispenser for each staff's workspace

(d) at least six sanitiser dispensers in the meeting space's table and console

There are supplies of disinfectant surface wipes
available for all staff.

Signs have been installed.

In addition to staff cleaning upon use, fortnightly cleaning is also conducted
by a contractor. The cleaning contractor is also called to immediately clean
the office after every face-to-face meetings/training conducted.

In addition to ensuring procurement of products satisfy
public health requirements, a monthly check of expiry of
all products are conducted.

Provision of gloves and masks have been made
for all ACA NSW staff.

ACTIONS

An online and hardcopy register is maintained.
All hardcopies are also converted to online too.

All staff currently have and use the COVIDsafe app. All
visitors have also been informed through signs to have
and use the COVIDsafe app as well.
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