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COVID-19 Safe Plan – Document Signing Stations & Venues 
Effective 19th October 2020  

We’ve developed this COVID-19 Safe Plan to help Signing Stations located in Police Stations, Community 
Centres, Shopping Centres, Business Facilities and Personal venues, collectively called DSS (Document 
Signing Stations) for this plan; to create and maintain a safe environment for members, visitors and 
bystanders when visiting signing locations.  

REQUIREMENTS FOR SIGNING LOCATIONS 

In addition to doing the RVAHJ COVID-19 Staying Safe for Authorised Witness online course, here are the 
requirements for signing locations and the actions to be put in place to keep members, visitors, and 
bystanders safe. 

REQUIREMENTS ACTIONS 

Wellbeing of members, volunteers and visitors 

 
Exclude members, 
visitors and bystanders 
who are unwell: 
 

 
Before participating in any Honorary Justice activity, we have advised all 
members they must not attend DSS, if in the past 14 days they have:  
 
- been unwell or had any flu-like symptoms, or 
- been in contact with a known or suspected case of COVID-19, or 
- any sudden loss of smell or loss of taste, or 
- are at a high risk from a health perspective, including the elderly and those 

with pre-existing medical heath conditions. 
 

We have advised that they should check the DHHS Government website for 
advice regarding the full list of symptoms associated with COVID-19 infection:  
www.dhhs.vic.gov.au/how-stay-safe-and-well-covid-19  

 
 
Provide members with 
information and training 
on COVID-19, including 
when to get tested, 
physical distancing and 
cleaning, and how to 
manage a sick visitor: 
 
 
 
 
 
 
 
 
 
 

 
We have worked to promote and encourage the use of the following resources 
and websites in order to obtain accurate information:  
 
- Australian Government Department of Health: 

https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-
ncov-health-alert   

- Vic Government Department of Health and Human Services: 
www.dhhs.vic.gov.au/how-stay-safe-and-well-covid-19 

- World Health Organisation: https://www.who.int/  

- RVAHJ Training Academy - https://training.rvahj.org.au/courses/covid-19-
staying-safe-for-authorised-witnesses/    

 
Similarly, we have promoted Covid-19 safety for our members on our Social 
Media and in our email and print (Custodes) communications. 
 

http://www.dhhs.vic.gov.au/how-stay-safe-and-well-covid-19
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert
https://www.health.gov.au/news/health-alerts/novel-coronavirus-2019-ncov-health-alert
http://www.dhhs.vic.gov.au/how-stay-safe-and-well-covid-19
https://www.who.int/
https://training.rvahj.org.au/courses/covid-19-staying-safe-for-authorised-witnesses/
https://training.rvahj.org.au/courses/covid-19-staying-safe-for-authorised-witnesses/


 
 
Know the Symptoms 
 

 
 
Knowing the symptoms is important to identifying COVID-19 quickly. 
 The symptoms to watch out for are:  
 

FEVER   Chills or Sweats  
 
 

Cough    Sore Throat 
 
 

 Shortness of Breath  Runny Nose 
 
 

 Loss or Change in Sense of Smell or Taste 
 
 

 
 
Make members aware 
of their volunteer 
responsibilities that if 
they are sick or required 
to self-isolate. 
 

 
Whilst our Association’s workforce is a volunteer, we have made members aware  
of the above-mentioned symptoms and stipulated that they should stay away from 
the DSS venues and self-isolate in the event that they experience any symptoms. 

 
Display conditions of 
entry (website, social 
media, venue entry): 
 

 
DSS venues with the support of the sponsoring organisation will display 
posters, distribute and “share” information about COVID-19, as well as the 
Association across our digital channels and at appropriate locations around DSS 
venues. 
 
Where appropriate, we will identify and address potential language, cultural 
and disability barriers associated with communicating COVID-19 information to 
visitors, members and others. 
 
 
 
 
 
 
 
 



REQUIREMENTS ACTIONS 

Physical distancing  

 
Ensure the number of 
people in DSS  venues 
does not exceed one 
person per 4 square 
metres (including visitors, 
members and others): 
 

 
We have considered the number of potential visitors to minimise the number 
of attendees in/on the venue at one time.  
 
Where applicable and in conjunction with the sponsoring organisation, we will 
limit the total number of seats to ensure a minimum of 1.5 metres between 
each person. Where possible, we will mark seats with masking tape and if 
necessary, provide additional seats. 
 

 
 

Where seats are made up of plastic/other moveable chairs, we will position 
them so they are at least 1.5 metres apart. Further, we will place signage in 
areas promoting social distancing and reposition the chairs at the required 
distance between matches. 
 

 
 

 
Minimise co-mingling of 
visitors where possible: 
 

 
We will schedule visits and we have arranged meeting times to minimise 
contact, cross-over and avoid unnecessary gatherings of visitors, members and 
others.  
 
We will schedule time between signing sessions when possible, to enable all 
attendees to arrive and exit the venue safely, with minimal contact with others. 
 

 
Have strategies in place 
to manage gatherings 
that may occur 
immediately outside the 
premises, such as with 
drop off and pick up 
zones or staggered 
start/finish times: 

 
We will stagger arrival and/or departure times when possible for different 
visitors, and within the constraints of the venue design, manage entry and exit 
points to allow a seamless flow of members and visitors through the venue to 
limit the risk of overlap and congestion. 
 

 
Reduce crowding 
wherever possible and 
promote physical 
distancing with markers 
on the floor: 
 

 
We will promote and communicate the importance of social distancing of 
1.5metres between visitors,  members and others.  This will be done through, 
marked seating, social media, direct communication, and signage. 
 
We will indicate the number of people that can occupy indoor spaces in 
accordance with the 4m2 guideline and where applicable including toilets, 
meeting rooms, kitchens, etc.    
 



REQUIREMENTS ACTIONS 

Hygiene and Cleaning  

 
Use telephone or video 
platforms for essential 
members meetings 
where practical: 
 

 
When held, we will conduct Association meetings via virtual meeting platforms 
such as Zoom, Facetime, Teams and so on, in place of face- to-face meetings. If 
we need to meet face to face, we will keep the time to a minimum, implement 
social distancing requirements by ensuring maximum room allowances are not 
exceeded and ask participants sit more than 1.5m apart. 
 

 
Review regular business 
deliveries and request 
contactless delivery and 
invoicing where 
practical: 
 

 
When necessary and or possible, DSS coordinator will contact suppliers and 
seek their support for contactless deliveries to the Office and electronic 
invoicing where practical. 
 

 
Adopt good hand 
hygiene practices: 
 

 
Members will wipe down key spaces, surfaces and objects (such as bench tops, 
door handles, front office door bench, keys etc regularly). 
 
Further we will in conjunction with sponsoring organisations:  
- Promote and provide hand washing guidance to all participants and 

volunteers (http://www.who.int/gpsc/clean_hands_protection/en / ); 
- Promote regular and thorough hand washing by members and visitors; 
- Provide sanitising hand rub within the venue and refill regularly,  
- Replace/refill soap in toilets regularly, and as needed. 
-  

 
Ensure hand sanitiser is 
accessible at the venue 
entry and throughout the 
facility or ground: 
 
 

 
In conjunction with sponsoring organisations  provide hand sanitiser for the 
DSS and ensure it is regularly refilled. 
 
We will encourage members and visitors, and/or their carers to carry personal 
hand sanitiser to enable good personal hygiene. 
 

 
Ensure bathrooms are 
well stocked with hand 
soap and paper towels: 
 

 
Where not provided by the sponsoring organisations and where available: 

- Refill soap in toilets regularly. 
- Refill paper towel dispensers in toilets when required. 

 
Provide visual aids above 
hand wash basins to 
support effective hand 
washing: 
 

 
Where not provided by the sponsoring organisation, we will promote and 
provide hand washing guidance to all participants and volunteers:  
(http://www.who.int/gpsc/clean_hands_protection/en/) and display hand 
washing guidance in allocated facilities within DSS location. 

 
 
Clean frequently touched 
areas and surfaces, 
including in communal 
facilities, several times 
per day: 
 

 
We will clean frequently used spaces, surfaces and objects regularly. 
 
 

http://www.who.int/gpsc/clean_hands_protection/en%20/
http://www.who.int/gpsc/clean_hands_protection/en/


REQUIREMENTS ACTIONS 

Hygiene and Cleaning  

 
Reduce sharing of pens 
and documents where 
practical and ensure 
these are cleaned with 
detergent and/or 
disinfectant between 
use: 
 

 
We will discourage the sharing of common stationery (pens, clip boards etc.) 
and other personal IT equipment (laptops, iPads, headphones, etc). 
 
Shared equipment (particularly pens) will be rotated or washed and wiped with 
antibacterial wipes or alcohol-based sanitiser between each signing session.  

 

 
Ensure there is accessible 
detergent/disinfectant 
and gloves for visitors to 
use, should they wish: 
 

 
In conjunction with sponsoring organisation, make soap or 
disinfectant/sanitiser available in common areas for visitors to access. 
 

 
Disinfectant solutions 
need to be maintained at 
an appropriate strength 
and used in accordance 
with the manufacturers’ 
instructions: 
 

 
In conjunction with sponsoring organisation direct members to store sanitisers, 
disinfectant solutions and detergents appropriately 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: 
 

 
We will encourage members and staff to wear gloves when cleaning and wash 
their hands thoroughly before and after with soap and water. 
 

 
Keep a record of name 
and a mobile number or 
email address for all 
members and visitors 
attending the DSS venue 
for a period of at least 28 
days. Ensure records are 
used only for the 
purposes of tracing 
COVID-19 infections and 
are stored confidentially 
and securely: 
 

 
All members and visitors are required to register and provide contact details.  
 
We have encouraged all participants to download the COVIDSafe App.  

      

 
Make your members and 
visitors  aware of the 
COVIDSafe app and its 
benefits to support 
contact tracing if 
required: 
 

 
So as to further aid the fight against COVID-19, RVAHJ supports the Australian 
Government’s COVIDSafe app and has strongly encouraged all members of the 
Honorary Justice community to get behind this initiative.  
 

We have encouraged members of our Association to download the app from 
the Apple App store and Google Play. 



REQUIREMENTS ACTIONS 

Record Keeping  

 
Cooperate with DHHS if 
contacted in relation to a 
positive case of  
COVID-19 at a DSS 
Venue. 
 

 
We commit to cooperate fully with DHHS if contacted in relation to a positive 
case of COVID-19. 
 

 

Important contacts 
CONTACTS CONTACT DETAILS 

Ambulance, fire, police (emergencies) 000 

Coronavirus hotline, including support payments and services 1800 675 398 

Translating and Interpreting Service 131 450 

Lifeline 13 11 14 

BeyondBlue 1300 22 46 36 

Hospital  

Doctor  

Council  

  

  

  



 

DOCUMENT SIGNING STATION  LOCATION: _________________________________________________ 

Attendance Register  

Instructions: 

Under current public health advice, from 19th October 2020, all Victorian Community Volunteer Venues are required to establish and maintain a register of every 
person who attends the DSS venue. The Association recommends that all person who attend the DSS venue for the purpose of having documents authorised should 
record their details. This includes any members, visitors or others that are permitted in the venue.  

 

If a member or visitor tests positive for coronavirus (COVID-19), a current and accurate DSS venue attendance register will allow the Association and or the sponsoring 
organisation to immediately identify anyone who has been in close contact with that person within the prior 48 hours.  

 

For more information regarding the definition of a close-contact, see: https://www.dhhs.vic.gov.au/victorian-public-coronavirus-disease-covid-19 

 

DSS Venue Details:  

DSS Location:  ____________________________________ DSS Address: ____________________________________________________ 

Contact person:  ____________________________________ Contact Details: __________________________________________________ 

 

Date Name  
{first / last} 

Phone number Check-in time Check-out time Honorary Justice Name Additional Information 

      
  

       

       

       

       

https://www.dhhs.vic.gov.au/victorian-public-coronavirus-disease-covid-19


Attendance Register                  Page # _____ 

Date Name  
{first / last} 

Phone number Check-in time Check-out time Honorary Justice Name Additional Information 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       



Attendance Register                  Page # _____ 

Date Name  
{first / last} 

Phone number Check-in time Check-out time Honorary Justice Name Additional Information 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

       

 


	Important contacts

