
KCLG COVID 19 Safe Plan

Purpose and scope

COVID SAFE PLAN – Community Events Overview

This COVID 19 safe plan has been prepared by Kiewa Catchment Landcare Groups (KCLG) to help provide a COVID 19  Safe workplace and 
prepare for a suspected or confirmed case of COVID-19. 

The Victorian Government (Department of Health and Human Services, DHHS) defines a ‘community event as a public or private activity involving 
members of the public with a common interest or purpose, hosted by an organisation and held in a venue or public place.’  As per this definition 
and for the purpose of this COVID 19 Safe Plan, it is intended that events will include events, workshops and meetings within the KCLG network. 
It will also include events held on private properties. 

The plan will be adopted for KCLG events and is available for groups within our network to adopt or change as needed.  A COVID 19 marshal will 
also be identified at each event to ensure the actions in this plan are adopted. 

Requirements in this plan will be communicated to attendees during event promotion and on-site OHS inductions.  It will also be made available 
on our website.  

As current rules may change at any time it is advised that the DHHS website:  https://www.coronavirus.vic.gov.au/how-we-work-current-restrictions 
is checked regularly and the plan is updated accordingly for each event.

APPROVED ON: 27TH JANUARY 2022
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AUTHORISED BY: KIEWA CATCHMENT LANDCARE GROUPS COMMITTEE

KCLG COVID SAFE PLAN TEMPLATE

 

Event name/description:  

Event coordinator name:   

COVID Safe Marshal name:  



Event date:   

 

Actions that will be undertaken to mitigate COVID transmission: 

Physical 

distancing
Set up a registration table and signage at the entrance of each event to meet attendees and promote the importance of maintaining 1.5 m 

distancing.

Discuss COVID safe measures during event induction

For indoor events:

Adhere to any density quotients of specific event premises, noting these may change from one person per 4m2 or one person per 

2m2 (refer to DHHS site prior to the event for current rules).

Ensure signage showing the maximum number of people allowed in the space is displayed in a visual position near the entrance 

door. 

Work closely with the manager of the venue or a landholder to comply with their COVID safe plan requirements

Arrange seating to maximise social distancing arrangements

Register all attendees at advertised events through Eventbrite so that numbers can be capped appropriately to the venue size and/or 

current restrictions.

Hold events outdoors where possible

If carpooling at field events is required ensure that attendees wear face masks and practice proper hand hygiene when travelling in pool 

vehicles

Face masks
Face masks with proper nose and mouth covering are to be worn in all indoor settings unless a lawful exemption applies, or the person is 

under 8 years of age. 

Facemasks for outdoor settings are recommended where social distancing cannot be maintained



Make available face masks at the registration desk for those who come without them and have the COVID marshal remind attendees 

about mask wearing requirements if needed.  

Hygiene
Clean and disinfect registration desk and stationery (e.g., pens) regularly during the event.  Have available disinfectant and wipes on the 

registration desk.

For indoor events adhere to venue manager cleaning rules

Make hand sanitizer available in a visible location on the entrance desk and restrooms 

Reduce the need for communal items through catering

Encourage regular hand washing through signage 

Record 

keeping
Use the QR code for sign-in attendance at all events – for outdoor events this may be a KCLG QR code, or for a hired indoor event this 

will be the QR code of the venue manager.  

Use Eventbrite to register all persons for advertised events

Maintain Landcare register for all events as well as QR code, scan these and save electronically as a record at the end of the event. 

Station staff and COVID safe marshal at entrance of each event to ensure all persons check in correctly. 

Attendees at an event must be fully vaccinated or have a valid medical exemption

Ventilation
Promote events in outdoor settings where possible

For indoor settings enhance ventilation by opening windows and doors where possible to enhance air flow and optimise fresh air flow in 

air conditioning systems

 

Responding to a confirmed case of COVID following an event



If an attendee notifies KCLG of a confirmed case of COVID following an event, the KCLG COVID safety marshal must:

Notify the Committee, Venue manager or landholder where the event was hosted so that proper cleaning, testing and isolation procedures can be undertaken. 

Inform the affected person to get tested, isolate and follow the COVID checklist procedures for a positive test result available on the DHHS website. 

Using records collected to notify other attendees to isolate, get tested and follow the COVID checklist procedure outlined on the DHHS website.

Checklists for COVID cases:  https://www.coronavirus.vic.gov.au/checklist-cases

 

You can download a pdf version of this document here

This policy will be monitored and reviewed regularly to ensure it remains current


Approved on: 27th January 2022


Authorised by: Kiewa Catchment Landcare Groups Committee
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