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Dealing with COVID-19 Policy and Procedure for Charity 
Housie Staff 

 
Introduction Learning Links is committed to the safety and wellbeing of staff and clients. 

 
Learning Links has established infection control protocols and ways of working to 
reduce the risk of any outbreaks of respiratory infections including the COVID-19 
infection in our work environment. 
 
This policy provides staff with information on our infection control strategies 
including: 

• Physical distancing and hygiene measures 

• Ensuring proper signage and communication to ensure compliance with 
established infection control practices 

• Environment cleaning and disinfection principles 

• Establishing protocols for the management of an outbreak of COVID-19 
infection. 

• Establishing measures that support contact tracing at all workplaces.  This will 
include signing in and signing out logs. 

• Requirements of vaccination or exemptions. 
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Policy • Learning Links is committed to providing safe and healthy environments that 
reduce the risk of individuals being infected or spreading COVID-19 and other 
respiratory infections. 

• Learning Links monitors and reviews the release of information from authorities 
on an ongoing basis and responds swiftly to advice from Health and Regulatory 
authorities and incorporates this advice and directives into our way of working. 

• Staff will receive informed advice, direction, guidance and resources via various 
communication channels on an ongoing basis and when circumstances change.  
This will include effective signage in the workplace.   

• Individuals considered as being at high risk, including those with medical 
conditions, will be supported. 

• Anyone who is unwell with a respiratory illness or communicable disease will be 
excluded from attending our workplace and encouraged to seek medical 
attention. They will be required to have a clearance from their doctor to return to 
our Housie sessions. 

• Staff will be asked to advise Learning Links when they are either tested for or 
diagnosed with COVID-19 and/or have been in close contact with a confirmed 
case of COVID-19. 

• Learning Links will manage notifications of testing and infection in accordance 
with established best practice and Health authority protocols while being 
considerate of confidentiality and privacy. 

• Learning Links will at all times implement vigilant and effective hand washing 
and general hygiene practices. These will include:  

o Washing or sanitising hands on arrival  

o Washing hands before and after eating, and after going to the toilet 

o Coughing and sneezing into a bent elbow or tissue and disposing of the 
used tissue immediately into a lidded bin. 

• Learning Links will promote and implement physical distancing requirements 
between staff and patrons, and in the planning and set-up of the physical 
environment. 

• Learning Links will ensure effective and safe environmental cleaning and 
disinfection principles for the physical environment.  This will include regular 
cleaning of frequent contact surfaces. 

• Learning Links will work closely with our Club Partners to ensure that we support 
them in implementing infection control practices at each club.  This includes 
entry and sign in procedures that might be specific to certain venues. 

• Learning Links will monitor any local outbreaks (including locked down suburbs), 
and their impact on our locations in accordance with government advice and 
work closely with staff to further tighten protective measures where at all 
possible.  

• Staff will be asked not to come to work / go out in public after having been 
exposed to potential risk such as travelling to and from areas with high rates of 
infection, suburbs locked down, and or and after coming into contact with 
confirmed cases until they are cleared to do so.   

• Learning Links will work closely with our Club Partners to ensure that all 
vaccination requirements by NSW Government are met and adhered to. 

 
Definitions  

Term Definition 

Coronaviruses 
(CoV) 

Coronaviruses (CoV) are a large family of viruses that cause 
illness ranging from the common cold to more severe diseases. 
The novel coronavirus (nCoV) is a new strain that has not been 
previously identified in humans. COVID-19 is the infectious 
disease caused by the most recently discovered coronavirus. This 
new virus and the Covid-19 disease were unknown before the 
outbreak began in Wuhan, China, in December 2019. (World 
Health Organisation). 
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Close contact • Having more than 15 minutes of face to face contact over the 
course of a week, with someone who has a confirmed or 
probable case of COV19 including 48 hours before the onset 
of symptoms. 

• Sharing a close space for more than 2 hours with someone 
who has a confirmed or probable case of COVID-19. 

Recovered 
COVID-19 

Confirmed by two negative respiratory specimens collected at 
least 24 hours apart at least 7 days after systems onset. 

Vulnerable 
worker 

A vulnerable worker is a person 70 and over, a person 65 and 
over with a chronic illness, a person 55 and over who is 
Aboriginal, and person with a compromised immune system. 

 
Eligibility  This Policy and Procedure applies to all staff employed in Learning Links Charity 

Housie Operations.  

 
Responsible Responsibilities for the policy are: 

 

Person Responsible for 

CEO • Maintaining oversight of the implementation of the COVID-19 policy 
and procedures to ensure the wellbeing of all staff and patrons.  

• Reminding staff that Section 19 of the WHS Act requires employers to 
take reasonable steps to ensure a healthy and safe workplace. 

• Ensuring training and policies and procedures are implemented as 
required. 

• Monitoring changes in the situation including any local infection 
outbreaks and taking necessary preventative actions and 
communicating with stakeholders as required.   

General 
Manager 

• Working with Health and/or other regulatory bodies in response to any 
diagnosed cases of COVID-19. 

• Ensuing re-engaged employees have been provided with a letter 
outlining their return to work hours if they are different to their ordinary 
hours. 

• Monitoring the NSW Health website daily to check if the Club’s local 
government area (LGA), or a neighbouring LGA, is identified as an 
“area for increased testing and surveillance” (see here for the NSW 
Health page on at-risk LGAs). 

• Applying stricter CovidSAFE standards if the community risk 
increases. 

• Contacting the club if a staff member has contracted COVID-19, and 
notifying NSW Health immediately upon becoming aware that a 
person with COVID-19 could have been on the club premises while 
infected. 

• Working with Health and/or other regulatory bodies in response to any 
diagnosed cases of COVID-19. 

• Ensuring adequate stocks of hand sanitiser at the entry to all housie 

sessions.  

https://www.health.nsw.gov.au/Infectious/covid-19/Pages/latest-updates.aspx
https://www.health.nsw.gov.au/Infectious/covid-19/Pages/latest-updates.aspx
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Manager – 
Charity 
Housie 

• Promoting the use of the COVID Safe App and its benefits for tracing 

as required.   

• Promoting the $20.00 reimbursement for staff flu vaccinations. 

• Where possible, managing work schedules and spaces to ensure 1 
person per 4 square meters to support physical distancing. 

• Reducing risks within teams by ensuring that key roles are not 
working on the same days or in close contact. 

• Developing specific roll out plans for each Housie session.  

• Supporting and responding to any individual concerns within your 
team and making employee file notes as required. 

• Responding to and managing any reports of a probable or confirmed 
case of COVID-19. 

• Developing a one-page checklist which summarises the CovidSAFE 
standards for Housie sessions.  

• Educating staff on the club’s WHS obligations and taking measures to 
protect staff. 

• Identifying and responding to heightened COVID-19 risks. 

• Ensuring adequate supply of protective equipment including 
disposable face masks, disinfectant wipes, and hand sanitiser. 

• Ensuring the HOUSIE – Dealing with COVID-19 Policy is printed and 
available at every Housie session for staff and patrons to view as 
required. 

• Ensuring all staff meet the double dose vaccination requirements as 
per NSW Government requirements. 

Housie 
Area 
Managers 

• Working with the Housie Operations Manager to ensure that current 

and reliable information is communicated to patrons and staff about 

infection control practices.  

• Instructing staff to stay home and get tested for COVID-19 if they are 

unwell, or are a close contact of a person with COVID-19, and only 

return to work with a medical certificate substantiating their good 

health 

• Following recommended practices to reduce the risk of staff being 

infected or spreading COVID-19. 

• Asking staff to correctly clean their hands after every break in the 

sessions, and immediately before commencing work. 

• Checking updates on a regular basis from reliable sources and 

communicating these as required to staff.  

• Ensuring adequate stock of Personal Protective Equipment (PPE) 

and hygiene supplies as required. 

• Responding to and managing confirmed cases of COVID-19, in 

accordance with health authorities and privacy laws. 

• Undertake a risk assessment for all vulnerable employees and, if 

necessary, altering the characteristics of their work to mitigate their 

heightened risk.  This may include wearing Personal Protective 

Equipment (PPE), or cleaning their hands more regularly. 

• Educating staff on the club’s WHS obligations and taking measures to 

protect staff. 

• Asking staff to complete training on managing COVID-19 

management infection control training as required by individual clubs.  

• Monitoring the Housie sessions on an ongoing basis to ensure 

adequate infection control measures are in place at all Housie 

sessions.  

• Overseeing the implementation of daily cleaning, hygiene and entry 
and exit procedures and protocols.  
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Housie 
Supervisor 

• Taking active measures to promote physical distancing of 1.5 metres 

between all persons. 

• Ensuring the club’s Housie Session layout is conducive to physical 

distancing. 

• Encouraging patrons to practise good personal hygiene and use 

display signs to promote responsible behaviour (e.g. coughing 

etiquette includes covering coughs and sneezes with the inner elbow 

or clean tissue, not touching the face, eyes, nose or mouth, and no 

physical contact with others (e.g. shaking hands, hugging) 

• Ensuring alcohol-based hand sanitiser facilities are accessible at 

entry points. 

• Regularly cleaning frequently touched surfaces. 

• Enforcing the venue capacity by monitor capacity in real time and 

leaving an appropriate buffer. 

• Working with the Club Duty manager to remove or refuse entry to 

patrons at risk of transmitting COVID-19 and patrons who repeatedly 

fail to observe distancing or hygiene standards. 

All Staff • Staying home when sick with a respiratory illness, having a COVID-19 
test, and only returning to work after you receive a medical clearance 
to do so.  

• Notifying your manager immediately if you need to self-quarantine, 
are being tested for COVID-19 have a confirmed diagnosis of COVID-
19 or have been in close contact with a confirmed case of COVID-19. 

• If you develop respiratory symptoms attending a COVID-19 testing 

centre for a test and staying home until the test results are received. 

• Promoting and modelling good hygiene (handwashing and respiratory 
hygiene). 

• Washing your hands / sanitise before and after spending time with 

others, including patrons, and before and after eating. 

• Maintain a physical distance of 1.5 meters in meetings, whilst 
working, and when speaking with patrons 

• Keeping the Housie sessions clean and hygienic through the 
implementation of cleaning schedules. 

• Using disinfectant wipes to wipe down PETs and work areas before 
and after use 

• Maintaining confidentiality of all confirmed cases of COVID-19 

• Liaising with your colleagues and your manager so that the number of 

people can be managed to observe the 1 person to 4 square meter 

rules. 

• If you observe a patron to be unwell, inform the Housie Supervisor 

who will respectfully ask them not to attend the Housie session and 

encourage them to seek medical support. 

• Taking extra precautions as required including wearing a face mask in 

crowded places such as when travelling on public transport as 

required by NSW Government. 

• Wearing of face masks is mandatory at all times. 

• Working with Club staff to implement the Club’s infection control 

procedures as required.   

• Carry proof of vaccination to be shown on entry as per NSW Health 

Requirements. 
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Patrons • Upon entering the Housie session, doing the following: 
o Cleaning hands with an alcohol-based hand sanitiser or with 

soap and water 
o Following recommended respiratory hygiene practices when 

coughing or sneezing 
o Maintaining physical distancing  

• Not entering the Club if you are unwell.  

• Informing the Club if you have been tested for or diagnosed with the 
COVID-19 virus or been in close contact with a confirmed case of 
COVID-19. 

• Ensuring COVID-19 quarantine measures are adhered to. 

• Carry proof of vaccination to be shown on entry as per NSW 
Government Requirements. 

 
Related 
Legislation 

• Work Health and Safety Act 2011  

• Public Health Regulation 2012  

• Public Health Act 2010   

 

Related 
Learning Links 
Policies, 
Procedures and 
forms 

• Dealing with COVID-19 Policy and Procedure 

 

Resources/ 
Useful Links 

• Environmental Cleaning and disinfection principles for COVID-19 
www.health.gov.au/sites/default/files/documents/2020/03/environmental-
cleaning-and-disinfectionprinciles-for-covid-19.pdf 

• World Health Organisation – Coronavirus disease (COVID-19) Outbreak: 
www.who.int/emergencies/diseases/novel-coronavirus-2019  

• Fairwork Australia: www.fairwork.gov.au/about-us/news-and-media-
releases/websitenews/coronavirus-and-australian-workplace-laws 

• Australian Government Department of Health: www.health.gov.au 

• Corona Health Information Line: 1800 020 080 

• Public Health Unit: 1300 066 055 (NSW) 

• Australian Health Protection Principle Committee (AHPPC): 
www.health.gov.au/committees-and-groups/australian-health-protection-
principal-committee-ahppc  

• Worksafe Australia 
https://www.safeworkaustralia.gov.au/ 

• Hospitality Vulnerable workers 
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-
information/hospitality/vulnerable-workers?tab=tab-toc-employer 

• The Safe Work Australia (SWA) guidance for the hospitality industry  

• Industry reopening standards discussed between ClubsNSW and the NSW 
Government  

 

  

http://www.health.gov.au/sites/default/files/documents/2020/03/environmental-cleaning-and-disinfectionprinciles-for-covid-19.pdf
http://www.health.gov.au/sites/default/files/documents/2020/03/environmental-cleaning-and-disinfectionprinciles-for-covid-19.pdf
http://www.who.int/emergencies/diseases/novel-coronavirus-2019
http://www.fairwork.gov.au/about-us/news-and-media-releases/websitenews/coronavirus-and-australian-workplace-laws
http://www.fairwork.gov.au/about-us/news-and-media-releases/websitenews/coronavirus-and-australian-workplace-laws
http://www.health.gov.au/
http://www.health.gov.au/committees-and-groups/australian-health-protection-principal-committee-ahppc
http://www.health.gov.au/committees-and-groups/australian-health-protection-principal-committee-ahppc
https://www.safeworkaustralia.gov.au/
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/hospitality/vulnerable-workers?tab=tab-toc-employer
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/hospitality/vulnerable-workers?tab=tab-toc-employer
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Procedure for 
setting up a 
Housie Session 
in a Club 
during the 
pandemic 

Follow the steps below to set up a Housie Session in a Club 

 

Step Action 

1 Work with the Club staff to set up the tables and desk area in a way that 
is going to support physical distancing 

2 Ask patrons to use their own pens/dabbers as they will not be shared 
during this period 

3 Wipe down work stations with disinfectant wipes ready for use  

4 Wipe down all PETs with disinfectant wipes before handing over to 
patrons 

5 Frequently wash/sanitise hands, particularly when handling money 
during session sales. Alternatively, use gloves when handling cash and 
throw out after use. 

6 Remind all patrons to maintain a physical distance of 1.5 metres 

 
Procedure for 
packing away a 
Housie Session 
in a Club 
during the 
pandemic 

Follow the steps below to set up a Housie Session in a Club 

 

Step Action 

1 Wipe down all PETs with disinfectant wipes before putting back into the 
charging rack 

2 Wipe down work stations with disinfectant wipes 

 

 

Procedure for 
setting up a 
Housie Session 
at The Groundz 
Dapto during 
the pandemic 

Follow the steps below to set up a Housie Session at Dapto Showground 

 

Step Action 

1 Work with the Venue staff to set up the tables and desk area in a way that 
is going to support physical distancing 

2 Ensure all patrons provide their details for contract tracing through the 
Service NSW QR Code or on excel/sheet of paper if technological barriers 
arise. 

3 Ensure all patrons provide proof of double dose vaccination if 16 years 
and older by means of COVID-19 digital certificate or immunization history 
statement. Those medically exempt must show medical contraindication 
certificate to prove exemption.   

4 Ask patrons to use their own pens/dabbers as they will not be shared 
during this period 

5 Wipe down work stations with disinfectant wipes ready for use  

6 Wipe down all PETs with disinfectant wipes before handing over to 
patrons 

7 Frequently wash/sanitise hands, particularly when handling money during 
session sales. Alternatively, use gloves when handling cash and throw out 
after use. 

8 Remind all patrons to maintain a physical distance of 1.5 metres 
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Procedure for 
packing away a 
Housie Session 
at Dapto 
Showground 
during the 
pandemic 

Follow the steps below to set up a Housie Session at Dapto Showground 

 

Step Action 

1 Wipe down all PETs with disinfectant wipes before putting back into the 
charging rack 

2 Wipe down work stations with disinfectant wipes 

3 Ensure patrons details that were hand written are added electronically at 
completion of session as required. 
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