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Changes from the previous version are highlighted in yellow
Purpose
This procedure details the safety management plans for operating a food relief, food bank or emergency relief service in the COVID-19 environment. It will assist a congregation or venue to be able to consider how they implement each section of the COVID Safe Checklist: Restricted Businesses and what measures they need to put in place to ensure that attendees and workers are protected from the risk of COVID-19 transmission. 
The COVID-19 virus is highly transmissible from person-to-person and readily spreads to close contacts of infected individuals. The provision of a relief services is vital for those in need. Whilst it is important to continue to care for those in need, it is also vitally important that we care and protect our workers (paid and unpaid) who delivery these services.
The UCAQ is committed to providing a safe workplace for its employees, contractors, visitors, students and volunteers. To meet this commitment the UCAQ will:
•	meet its obligations under the Workplace Health and Safety Act;
•	abide by the relevant Public Health Directions issued by the Queensland Chief Health Officer;
•	follow National COVID-19 safe workplace principles,; and
•	commit to continuous improvement.
Whilst this is a management plan for operating relief services, the service should only recommence with the approval of the Church Council or Presbytery Standing Committee. 
It should be noted that whilst the federal and state governments have provided a roadmap for when activities may potentially resume, they cannot resume until Queensland’s Chief Health Officer updates the relevant Public Health Direction.
Scope
All ministry agents, staff, volunteers, contractors providing the relief service and customers using the service.
Face Masks (from 29 June 2021)
· Face masks are mandatory in the impacted areas 
· Face masks must be carried at all times,
· Worn covering the nose and mouth at all times when indoors 
· This requirement does not apply to:
· Infants and children under the age of 12 years
· To a person communicating with those who are deaf or hard of hearing or where seeing the mouth is essential for communication
· To a person teaching or leading
· To consume food and drink.
· Face masks are not mandatory in other areas of Queensland but people are encouraged to wear them when:
· In shopping centres and other public places
· Indoor spaces where physical distancing is not possible
Area capacity (from 29 June 2021)
i. Area capacity is based on usable space.
ii. Maximum individuals determined by area capacity as calculated below. 
iii. For indoor venues, in a non-restricted local government area, one person per two square metres (up to total dependent on usable space) with physical distancing requirements being met. 
iv. For indoor venues, in a restricted local government area, one person per four square metres.  If the indoor venue is smaller than 200m2, then one person per two square metres to a maximum of 50 people is permitted.
v. For indoor venues with ticketed seats (I.e. must be able to identify person in seat location as per cinema or theatre ticketing (e.g. row C, seat 3) may have 100% capacity.  Attendees must remain in their seats to the extent possible during the service.
vi. For outdoor venues or spaces, occupant density no longer applies however Queenslanders are still expected to practice physical distancing to the extent possible when outside their place of residence
· Indoor worship-related events can operate under the existing approved plan rather than completing a COVID Safe Event Checklist. The COVID Safe Event Checklist is required if the event is taking place at a venue not operating under an approved plan. 
· Outdoor worship-related events are not required to complete a COVID Safe Event Checklist or COVID Safe Event Plan.  Occupant density and the requirements for contact tracing no longer apply.
Contact tracing
· Check-in Qld App – from 9 July 2021, places of worship must use the Check-in Qld App for contact tracing purposes.  The place of worship must ensure:
· The QR Codes are displayed at all entry doors,
· Staff, volunteers, members and guests use Check-in Qld App to register their attendance, or
· Attendance is registered by the place of worship using the business profile.
What is needed to safely operate food relief services 
The information detailed below is designed to assist a place of worship to demonstrate how it is meeting the requirements of the COVID Safe Checklist.  There is space available for a place of worship to add further information that may be specific to their situation.
1. Contact tracing information
· Restricted businesses must electronically collect and store contact information about all guests, members and workers at the time of entry.
	Outline how you will collect contact information.

	· We will achieve this by either:
· The Check-in Qld App; or
· Registering all guests, members and workers through the Business Profile mode of the Check-in Qld App.
· We will not collect from a person who is younger than 16 unless there is an adult who can provide information on their behalf
· We will have another method available to collect contact information if it is not possible to use the Check-in Qld App due to unexpected circumstances.

	Detail below any additional measures being taken to collect contact information:

	









Physical Distancing
If NOT adopting the Industry Plan for Food Services
· Maximum individuals determined by area capacity as calculated below.
· One person per 1.5 square metres, with physical distancing adhered to.

If adopting the Industry Plan for Food Services
· Maximum individuals determined by area capacity as calculated below.
· One person per 2 square metres with physical distancing requirements being met.
· For indoor spaces, implement measures to restrict attendee numbers to:
· 1 person per 2 square metres (50% capacity) for areas open to or used by attendees and workers, or
· Up to 100% seated venue capacity provided attendees are in ticketed allocated seating
· Note: occupant density does not apply in outdoor spaces.
· Encourage people, either verbally or through signage, to observe physical distancing of 1.5m to the extent possible.
· All persons must keep at least 1.5m distance between everyone in the areas used by workers and for customers to wait inside.
	Measures being taken to manage occupant density and physical distancing:

	· We will manage occupant density and physical distancing by:
· Calculating the occupant density at one person to two square metres (50% capacity)
· Display the building and room capacities
· Develop a system for applying a ticketed allocated seating model if considering moving to 100% capacity that will provide attendees with a ticket for an assigned seat
· Remind people to physically distance to the extent possible through signage and verbal messaging
· Manage flow of attendees when entering and exiting

	Determine your building or room capacities (calculate all three figures to assist in moving between)

	Building or room (floor area):
· 
	25% Capacity
· 
	50% Capacity
· 
	75% Capacity
· 
	100% capacity
· 

	Detail below any additional measures being taken to assist in managing occupant density and physical distancing.
e.g. are you using an online booking system, verbally reminding people to physically distance etc.

	







Receiving donations
· Any donations that have not been commercially prepacked, such as items donated by Church members or the public, should be sanitised and only handled in a manner that protects the health and safety of workers. This means:
· Deliveries should be contactless, where possible.
· All donations should only be handled by workers wearing gloves.
· Donations should be wiped with either disinfectant wipes or a disinfectant solution and disposable paper towel.
· All paper towels, and gloves should be appropriately discarded in a closed top lined bin immediately after sanitising and before engaging in any other tasks.
· Cloth towels may be used, provided they are safely washed and sanitised, prior to being used for other tasks.
· An alternative to sanitising by wiping down the donated goods, is to leave the goods, untouched, for at least 4 days in storage before distribution.
· Area / bays for donations should be clearly marked with the date of donation, so there is no exposure / touching of the goods whilst in storage for the 4 days, or contamination of additional donated items during the 4 day storage period. As with donated goods, sensible measures and care should be taken to ensure both clean and sanitary storage areas. If containers which donations have been received in are to be reused, wipe them with disinfectant, set aside cardboard boxes to be untouched for 24 hours, or wash cloth bags on the hottest setting. All other container types should be left untouched for 4 days.
Do not accept donations from people who:
· appear unwell or has been unwell with cold / flu symptoms in the last 14 days
· have contracted COVID-19 in the last 14 days
· have been in close contact with anyone who has contracted, or is suspected to have contracted, COVID-19 in the last 14 days.
· Returned from overseas in the last 14 days.

Given the current COVID-19 environment, it is acceptable to ask the above information.
Distributing donations
· Donations should be distributed using clean gloves, and:
· Outside enclosed storage / pantries/ spaces
· Observing the mandated 1.5 metres physical distancing – placing donations on a table or counter for the recipient to pick up is recommended rather than handing to the recipient.
· To the extent that they can, be pre-packaged, in new / unused bags.
· Donation recipients, and those accompanying them, may not enter the storage or sorting areas, including bathrooms. This is to prevent surfaces, storage areas, door knobs and handles from being infected.
· If recipients handle the goods, then request substitutes, or hand items back, then the same care to re-sanitise should be taken as it would be for receiving donations, and before they are reallocated or stored. 
Fresh produce and bread etc
· Ensure that you consider any additional risks that may be posed by distributing fresh produce and baked goods, such as bread. As long as there are safeguards in place towards food safety and handling, such items can continue to be provided.
Provision of café or dining service
· If providing opportunity for customers to receive refreshments or dining a separate safety management plan will be required.
· Refer to Safety management plan for cafe and refreshment services. In addition, the Industry COVID Safe Plan for Retail Food Services is to be considered. If the Industry Plan is adopted additional numbers will be permitted on-site, dependent on area capacity.
· If dining-in provided, patrons must be seated when eating or drinking.
2. Kitchen / preparation area
Refer to Safety management plan for cafe and refreshment services.
· Any workers involved in refreshment preparation or service must undertake free TAFE course - COVID Safe Dining In. This is compulsory if providing a dining-in service.
3. Dining area
Refer to Safety management plan for cafe and refreshment services.
· Buffet style serving of food and drinks is permissible.
· Communal sharing of food or drinks is permissible.
· Attendees are required to sit when eating or drinking refreshments indoors and should be encouraged to keep physical distance of 1.5m between people 
· If using tables and chairs, they are to be cleaned before new patrons sit or place items on them.
· Single serving / takeaway type food may be provided. 
· Any workers involved in refreshment preparation or service must undertake free TAFE course - COVID Safe Dining In.
· Non-disposable items can be used, these must be collected by persons wearing gloves and preferably sanitized in a commercial-grade dishwasher, or a dishwasher at the highest heat setting. 
· If only option is handwashing, must be at 60 – 70 degrees Celsius soapy water. Temperature is to be maintained, and crockery is air dried before being put away. Need to mitigate scalding risks to individuals. 
· If unable to wash items at high temperatures, refreshments are to be provided in single use disposable items. 
· Refer to Safety Management Plan for Church Cafe and Refreshment Services. 
[bookmark: _Hlk40346680]Enhanced Cleaning
· Clean frequently touched surfaces:
· Clean and disinfect (sanitise) regularly
· Clean infrequently touched surfaces:
· Clean at least daily
· Clean and disinfect (sanitise) at least weekly
· Surfaces used by customers, such as tables, must also be cleaned and disinfected between customers
· Disinfectant products (sanitisers) used must contain:
· Alcohol in a concentration of at least 70%
· Chlorine bleach in a concentration of 1,000 parts per million
· Oxygen bleach, or
· Wipes and sprays that contain quaternary ammonium compounds

	Detail your cleaning regime

	· We will ensure our cleaning regime:
· Conforms to published guidelines
· Involves detergent and/or disinfectant is undertaken in all areas with attention on high contact points.
· Is undertaken after any service or gathering. High touch points will be cleaned throughout the day, if activities are occurring throughout the day.
· Is completed by workers that have been provided the appropriate training and personal protective equipment (i.e. gloves and masks)

	Products being used to undertake the cleaning
· 

	Include information about your cleaning regime
e.g. who is cleaning the premises, are workers following a checklist, how often is cleaning being undertaken etc.

	














Toilet facilities
· Room capacity is displayed on signage on entry. If the maximum number is in the room area, waiting for facilities should happen in the outer area until someone exits.
Personal Hygiene
· Hand washing facilities (clean running water, soap and paper towels or an air dryer) should be made available through the place of worship for use by visitors, members and workers.  If hand washing is not practical, an alcohol-based sanitizer must be available
· Alcohol based hand santisers must have greater than 60% ethanol or 70% isopropanol
· All visitors and workers must be notified, either verbally or through signage, that they should not enter the premises if in the previous 14 days they have:
· Returned to Australia from overseas (other than a safe travel zone country)
· Been in close contact with an active COVID-19 case
· Been in a Queensland declared COVID-19 hotspot, place of concern or exposure venue, as defined by the Chief Health Officer
· Had a fever, cough, sore throat, distorted sense of taste, shortness of breath, chills, vomiting or any cold/flu like symptoms in the last 72 hours.
· The sharing of equipment and tools need to be minimised.
· Signage on how to hand wash and how to hand rub is displayed in the work environment.
· Personal property that comes to the workplace should be cleaned with a disinfectant wipe (refer Cleaning section).

	Detail your health and hygiene protocols

	· We manage health and hygiene by:
· Hand sanitiser has been placed at all entry and exit points and throughout the building. 
· Appropriate signage for use on entry and exit is displayed. 
· All attendees are encouraged to sanitise on entry and exit to the venue. 
· Signage on how to hand wash, how to hand rub, and how to minimise the transmission of the virus is displayed.
· People are to practice good personal hygiene to limit the spread of germs. This includes:
· no shaking hands or touching objects unless necessary;
· sneezing into their elbow; 
· using a tissue and disposing of in a closed bin;
· not touching their face; and
· thorough hand washing and hand sanitising, especially:
· serving between customers in handling stock; 
· before and after eating;
· after coughing or sneezing; after going to the toilet; 
· after changing tasks; 
· after touching potentially contaminated surfaces.
· Toilet and shower facilities
· Communal shower facilities can open but need to be cleaned between users in shared facilities. Signage and restricted entry are displayed.
· Room capacity needs to be calculated and displayed on signage on entry. If the maximum number is in the room area, waiting for facilities should happen in the outer area until someone exits.
· Liquid soap and disposable towels are available in all toilet facilities.
· Handwashing signage is displayed in the toilet facilities.
· Offerings and cash handling
· Cashless transactions are encouraged as the preferred method. Money handling is minimised.
· If money is handled, gloves will be used or hands washed after each transaction
· Gloves will be used when counting cash. Hands will be washed with soap and water, or use of hand sanitiser, before and after, using gloves.

	Detail below any additional measures being taken to improve the health and hygiene
e.g. limiting the sharing of pens, hymnals and other resources etc.

	

















Cashier area
· Cashless transactions are the preferred method. Money handling should be minimised.
· If money is handled by workers, sanitiser or gloves must be used.
· Gloves must be used when counting cash.
· Queuing marking on the floor must be adhered to.
· Floor markings or a temporary barrier erected in place near the payment area denoting a 1.5m distance from the cashiers. If the shop is a premises that is likely to have people waiting to pay, additional floor markings denoting 1.5m spacing near the cashier should be installed.
· Cashier counter should be disinfected at the commencement of trade, between customers, and at the conclusion of trade. 
Donations and deliveries to the work site
· Deliveries should be contactless, where possible.
· Donations should be stored in a location where workers won’t have contact with them for a period of at least four days.
Vulnerable persons
The following may be considered as a vulnerable person to COVID-19:
· Over 70 years of age
· Over 65 years of age who have existing health conditions or comorbidities, and
· First Nations People over the age of 50 who have existing health conditions or comorbidities,
· Are significantly immunocompromised or taking immunosuppression therapy;
· Have chronic medical condition, including:
· Kidney disease
· Coronary heart disease or congestive heart failure
· Chronic lung disease including moderate to severe asthma, cystic fibrosis, bronchiectasis, suppurative lung disease, chronic obstructive pulmonary disease or chronic emphysema
· Poorly controlled diabetes
· Poorly controlled hypertension
· Cancer
· Genetic immune deficiencies
· Chronic liver disease.
· As per government health advice, immunocompromised persons should take extra precautions and  when they travel outside and avoid situations where they may come into contact with a lot of people.
· Vulnerable persons are encouraged to exercise judgement and consult their doctor for advice on their specific situation.
· Vulnerable workers (paid or volunteers) must have completed a vulnerable worker risk assessment and have it approved by Church Council before undertaking service duties.
· Where risk cannot be appropriately mitigated, employers and employees should consider alternate arrangements to accommodate a workplace absence. 
Staff facilities (e.g. lunch area, toilet facility)
· Room capacity has been determined based on one person per two square metres and signage erected at the entrance.
· Ensure 1.5 m between individuals in the area. Consider removing furniture to assist with meeting physical distancing requirements. Display signage noting the requirement for 1.5m distancing.
· If possible, workers should not use the same toilet facilities as customers.
Ongoing review
· It is essential to continually review the operations in line with relevant government requirements.
· At least at the closure of each work day, opportunity should be sort from workers on how layout and the work environment may be improved, whilst meeting the physical distancing and provision of a safe work environment.
Unwell person/s
· Direct workers or attendees to stay at home if they are sick, and to go home immediately if they become unwell whilst at the place of worship
· If workers have any COVID-19 symptoms, no matter how mild, encourage them to get tested.
	Detail your response to a worker or attendee who is unwell or has COVID-19 systems.

	· If a worker or attendee is unwell or have COVID-19 systems is unwell we will:
· Instruct a person who is unwell with even minor symptoms to stay home
· Encourage them with any COVID-19 symptoms, no matter how mild to get tested.
· If a person suspects they have COVID-19, they must:
· Isolate themselves (self-quarantine) and not leave their residence. 
· Contact their medical practitioner or 13HEALTH and follow instructions.
· If a worker or attendee is at the place of worship and becomes unwell or displays COVID-19 symptoms we will:
· Provide them with a face mask and direct them to leave the place of worship (to seek medical assistance or return to home).
· If a worker or attendee is suspected to have COVID-19 and is at the place of worship, we will:
· Provide the person with a face mask and isolate the person to prevent the spread. 
· Call 13HEALTH and follow directions of the public health officials.
· Ensure the person has transport to their home or to a medical facility. 
· Consider if they can drive themselves, if their vehicle is available, or use taxi or ride-share service ensuring the person wears a mask whilst being transported.
· Clean and disinfect the areas where the person and close contacts have been. 
· Do not use those areas until the process is complete. 
· Use personal protective equipment when cleaning (eye protection, gloves, mask, disposal apron, if available).
· Ensure workers assisting a potentially infectious person have appropriate PPE and follow hand hygiene procedures.
· The worksite will be thoroughly disinfected before future use. 
· Complete a Synod WHS Incident form.
· If there is a confirmed or suspected COVID-19 case within the workplace, the person in charge of the workplace is to notify WHS Queensland.

	Detail below any additional measures being taken to care for unwell persons at your place of worship.
e.g. location of area for isolating an unwell worker etc.

	














4. If the person was recently at the workplace
· Seek advice from public health officials.
· Identify and inform: consider who the person has had close contact with. If instructed by public health officials, tell close contacts they may have been exposed and follow advice on quarantine requirements. This is within the requirements of the Privacy Act.
· Clean and disinfect the areas where the person and close contacts have been. Do not use those areas until the process is complete. Use personal protective equipment when cleaning (eye protection, gloves, mask, disposal apron, if available).
· There is not an automatic WHS requirement to close down an entire workplace, particularly if the person infected, or suspected to be infected, has only visited parts of the workplace. A decision on whether to close all or partial sections of the workplace for a period of time will be considered by the executive and in conjunction with directions from public health officials.
· The work area is to be thoroughly disinfected prior to further use.
· Complete a Synod WHS Incident form.
· If there is a confirmed COVID-19 case, the person in charge of the workplace is to notify WHS Queensland.
5. [bookmark: _Hlk40082908]Workplace health and safety
· Follow a work health and safety risk management framework to outline how the risk of COVID-19 is being managed:
· Identify workplace hazards relating to COVID-19 (such as potential for transmission in the place of worship or hazards resulting from a worker or attendee who tests positive for COVID-19 infection)
· Determine who might be harmed, and how (including workers and any other individuals in the place of worship)
· Conduct a risk assessment on the identified hazards (assessing the likelihood and consequence of COVID-19 transmission at the place of worship)
· Decide on control measures (including ways to prevent the spread of infection)
· Put controls in place
· Monitor and review controls regularly.

	Show how your work health and safety risk management framework has resulted in control measures being implanted to keep your workers and all attendees safe.

	· Caring for our workers:
· We will ensure appropriate training is provided to all workers before they commence their assigned tasks and records of training are maintained
· We will provide the necessary PPE to keep workers safe whilst performing their duties
· We will take extra care to ensure the safety of those workers and attendees that are considered more at risk from COVID-19 (vulnerable persons)
· Vulnerable persons will be encouraged to exercise judgement and consult their doctor for advice on their specific situation.
· Vulnerable workers (paid or volunteer) must have completed a vulnerable worker risk assessment and have it approved by Church Council before undertaking service duties.
· To reduce risk of transmission of COVID during services
· Increased airflow through the place of worship by opening windows and doors
· Regularly remind attendees to physical distance to the extent possible and encourage the use of face masks when unable to do so
· Ensure hand sanitizer is available on entry and exit and encourage attendees to utilize
· Communion
· The risks of transmission of virus through physical proximity and handling items mean any celebration of holy communion/eucharist should be conducted with care:
· Elements will be prepared in accordance with food safety standards.
· Hands are to be sanitised before and after each interaction.
· Elements and plates/cups will only be handled by stewards and not passed between members
· Individual elements will be used rather than a shared loaf/cup
· If operating at 100% capacity with ticketed allocated seating, members will remain in their seats and receive the elements from stewards.
· If using reusable communion glasses, they will be washed in a commercial dishwasher or in boiling water.
· Choirs and bands
· There is evidence that virus droplets in singing may be dispersed over a wider area whilst singing which makes performances a higher risk activity. 
· We will maintain 4m from the choir to the conductor and/or front row
· Worship teams and/or bands will be at least 2m away from the audience or worshippers. 
· Baptisms
· The baptism will not proceed if any person is unwell
· All items used for baptism will be cleaned beforehand
· Minister is to wash hands/sanistise immediately before baptism
· During whole baptism liturgy a parent is to hold the baby/child and maintain physical distancing with other people to the extent possible
· For infant baptism:
· The parent holds baby/child over baptismal font
· The Minister pours water over baby/child’s head as per normal, speaking towards congregation
· The parent dries baby/child with suitable white hand towel brought from home
· Baptismal certificate and candle are placed on table for parent to collect
· For dedications and/or the laying of hands on the child: 
· The Minister is permitted to do so providing the Minister’s hands have been sanitized immediately before and immediately after.
· Where the baptism is for an adult, the following is to be observed:
· Immersion – the baptisee may be submerged by the Minister directly after the Minister has hand sanitised.
· Sprinkling – the baptisee stands over the font with the minister sprinkling water as per the liturgy.
· Worship resources
· Consider use of technology for displaying information on a screen during the service.
· Single-use paper resources are preferred to reusable items. Use of books and more than one-time paper resources is discouraged. 
· If they are used, they will be deposited in a collection box at the end of the service and not to be touched for at least three days to limit transmission of the virus from the resources.

	Detail below any additional health and safety control measures that have been implemented to care for workers and visitors to the place of worship.

	
















Hazard and incident notification
· A hazard incident notification form (WHS forms) is to be completed. In accordance with the Synod Critical Incident Policy, any confirmed COVID-19 case with a member or worker of the Uniting Church Synod should be escalated.
· If a person who has been at the site is a confirmed or probable case of COVID-19 and you are notified
· Contact Queensland Health by telephoning 134 COVID to seek advice from public health officers on workplace procedures to be put in place.
· If the confirmed or suspected COVID-19 case is treated and transported by paramedics or requires immediate treatment as an in-patient in a hospital it is a notifiable incident.  
· A notifiable incident needs to be reported to Workplace Health and Safety Queensland (WHSQ), telephone: 1300 362 128.
· Any records of a notifiable event to WHSQ need to be retained for a minimum of 5 years from the date it was reported to WHS Queensland
· In the event that there is a confirmed case of COVID-19, Queensland Health will be notified by the medical professional who confirms the diagnosis.
Church Council Approval
	Who is responsible for the completion and implementation of the COVID Safe Checklist?
	

	Name of the congregation/entity and address of the place of worship:
	

	Date this safety management plan was approved by Church Council/governing body:
	

	Signed on behalf Church Council/governing body by:
	

	Signature:
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Attendance register 
UCAQ attendance register

Synod Wide Work Health and Safety Policy Statement
C/1.3 Critical Incident and Issues Escalation Policy
Definitions
	Term
	Meaning

	COVID-19 
	Novel coronavirus formally named SARS-CoV-2. The clinical disease state resulting from an infection with SARS-CoV-2 is known as COVID-19. COVID-19 is high transmissible from person-to-person and readily spreads to close contacts of infected individuals. 

	Physical distancing (or social distancing)
	To keep space between yourself and other people outside of your household as one way to slow the spread of viruses, such as coronavirus.  This requires people to stay, where possible, 1.5m from other people, not to gather in groups, and avoid crowded places and mass gatherings.

	Social grouping
	A group of friends who may have travelled together. It may also include family members who do not reside in the same household.

	Volunteer
	A person who, in a church activity, is rostered for a duty, involved in running the activity, and/or directed to perform specific tasks other than to join in communally.
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