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Policy and Procedure – COVID-19 Preventative Measures
AUSTRALIAN COLLEGE OF TRADE is committed to the proper management of COVID-19
preventative measures.
We will provide a safe and healthy workplace for our staff, students, contractors, and visitors
by having a planned and systematic approach.
We will provide the necessary resources for the successful implementation of this procedure.
Below are the steps AUSTRALIAN COLLEGE OF TRADE is taking to help prevent the
spread of respiratory viruses during classroom activities.
Face to face training:
Before the Class
Australian College of Trade recommends that all class participants that have been ill or have any
signs of illness within 24 hours prior to their class (fever, cough, breathing difficulties/shortness of
breath, or other symptoms) should not attend class. Further, all participants attending training
sessions will be temperature checked as they enter Australian College of Trade.
Any individual that has an above normal temperature will not be allowed to enter the class and
will be asked to leave. Before leaving they are to provide their personal details in case of any
contact tracing that may be required.
Where possible, rescheduling of classes will be arranged where an individual has been asked to
not attend a class.
If anyone cannot attend class or work at the college, the first point of contact is:
Email: info@acot.vic.edu.au
Phone: 03 94848787
Please be assured that all non-disposable equipment used during the class will have
been cleaned prior to student use.
During the Class
Your trainer will review the procedures we take during all classes to minimise the risk of
infection.
When using cookery equipment or any other equipment in your on-site training, we will follow
these practices:
•

Trainers and students must wear face coverings during class and while in the facility.
If students cannot wear a face covering to their class, they will not be admitted into
the class and must reschedule. Face masks will be provided by Australian College of
Trade. It is understood and acceptable for brief periods of the classes that the mask
may have to be lowered.
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Trainers and students must perform hand hygiene either using soap and water for at least 20
seconds or If soap and water are not available, use an alcohol-based hand sanitiser that
contains at least 60% alcohol.
•

At a minimum, hand hygiene should be performed at the following times:
o

Beginning and end of class

o

Before and after meals and snacks

o

Before and after skill practice tasks and at the end of a class session. (When
wearing gloves, hand hygiene should be carried out before putting on gloves
and after removing them.)

•

Every student must wear gloves during all skill tasks and assessment scenarios.

•

All must adhere to social distancing of 1.5 metres of separation between students
and trainers, students, and other students at all times, as well as no physical contact
for skill tasks. Students will be advised of this by their trainer before every class
and will be provided with a copy of this policy and procedure.

•

The training Kitchens will each have a maximum of 10 students per class to meet
social distancing protocols of 1.5 metres between each student.

•

To assist in social distancing for practical cookery classes, our staff will arrange for
each student’s ingredients to be packed in individual baskets/hampers. This will be to
minimise the need for students to be moving around food storage areas.

•

The process for ensuring that all baskets/hampers are prepared and ready for each
class is as follows:
o

An individual trainer will be assigned responsibility for preparing these
baskets/hampers for one of the three training kitchens.

o

They will prepare these for the next class in that kitchen.

o

The baskets/hampers should be labelled in the cool room and pantry with the
class day/time/location on all baskets/hampers

o

A schedule showing which trainer/s are responsible for each kitchen will be
distributed by the Training Manager

PLEASE BE AWARE THAT A CLASS CAN BE TERMINATED IN CASES WHERE
STUDENTS ARE NOT SOCIAL DISTANCING AS REQUIRED. THIS MUST BE
ENFORCED CONSISTENTLY BY ALL TRAINERS.
After Class
•

All equipment is cleaned using an approved process after each class. The cleaning
process follows manufacturer’s directions, and the process recommended by the
cleaning product manufacturers.

•

Any other non-disposable equipment is also cleaned following guidance and the
manufacturer’s directions.
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Surfaces
•

Surfaces should be cleaned using a detergent, or soap and water prior to
disinfection.

•

For Cleaning and disinfection – see further on

After Cleaning
•

Launder items as appropriate in accordance with the manufacturer’s instructions. If
possible, launder items using the warmest appropriate water setting and dry
completely or use products with the approved emerging viral pathogens claims that
are suitable for porous surfaces.

For Clothing
•

If possible, do not shake dirty laundry. This will minimise the possibility of dispersing
the virus through the air.

•

Launder items as appropriate in accordance with the manufacturer’s instructions.

•

If possible, launder items using the warmest appropriate water setting for the items
and dry items completely.

•

If clothing cannot be immediately laundered, store in a sealed disposable bag.

Cleaning Procedures during the COVID-19 pandemic
COVID-19 spreads through respiratory droplets produced when an infected person coughs
or sneezes. A person can acquire the virus by touching a surface or object that has the virus
on it and then touching their own mouth, nose, or eyes.
A keyway that we will work to protect students, trainers, and other staff members from the
risk of exposure to COVID-19 is by implementing appropriate cleaning and disinfecting
measures for our training venue.
A combination of cleaning and disinfection will be most effective in removing the COVID-19
virus.
It is highly recommended that training rooms and kitchens are to be cleaned at least daily.
More frequent cleaning may be required in some circumstances. For example, where
equipment is shared between students, it should be cleaned between uses.
Cleaning with detergent and water is usually sufficient for routine cleaning.
Once clean, surfaces will be disinfected. When and how often your training room, or certain
surfaces, should be disinfected will depend on the likelihood of contaminated material being
present. You should prioritise cleaning and disinfecting surfaces that many people touch.
Alternatively, you may be able to do a 2-in-1 clean and disinfection by using a combined
detergent and disinfectant.
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Definitions
The following terms are used throughout this document, to improve readability.
Damp dust means to wet a cloth with cleaning agent and wring out, such that the cloth
remains damp, but does not drip water.
Detergent means a surfactant that is designed to break up oil and grease with the use of
water.
Disinfectant means a product labelled as household disinfectant, and containing alcohol (≥
60%), chlorine bleach, oxygen bleach, or wipes or sprays that contain quaternary ammonium
compounds.
Frequently touched surface means a surface that is touched often, by the same or
different people. For example, a door handle or push plate.
HEPA means high efficiency air particulate filter.
Infrequently touched surface means a surface that is touched less than a frequently
touched surface. For example, the surface of a cupboard door.
Cleaning and disinfecting solutions
Cleaning and disinfecting are two different processes:
Cleaning means to physically remove germs (bacteria and viruses), dirt and grime from
surfaces using a detergent and water solution. A detergent is a surfactant that is designed to
break up oil and grease with the use of water. Anything labelled as a detergent will work.
Disinfecting means using chemicals to kill germs (bacteria and viruses) on surfaces. It’s
important to clean before disinfecting because dirt and grime can reduce the ability of
disinfectants to kill germs. The following disinfectants are suitable for use on hard surfaces
(that is, surfaces where any spilt liquid pools, and does not soak in): alcohol in a
concentration of at least 60%, chlorine bleach in a concentration of 1000 parts per million,
oxygen bleach, or wipes and sprays that contain quaternary ammonium compounds. These
chemicals will be labelled as ‘disinfectant’ on the packaging and must be diluted or used
following the instructions on the packaging to be effective.
Health authorities recommend using a 1000 ppm bleach (sodium hypochlorite) solution to
disinfect hard surfaces.
For routine workplace/training venue cleaning in a non-healthcare workplace, physical
cleaning with water and detergent is usually sufficient. Water and physical effort alone will
not kill the COVID-19 virus.
A combination of cleaning and disinfection will be most effective in removing the COVID-19
virus in workplaces/training venues when cleaning, and should be used where there is a high
volume of workers, students, customers or visitors that are likely to touch surfaces.
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Cleaning and disinfection should also be undertaken after a person with a confirmed or
suspected case of COVID-19 has recently been at the workplace/training venue
Note:
Disinfectants require sufficient contact time to be effective at killing viruses. If no time is
specified, the disinfectant should be left for ten minutes before removing.
Checklist of standard precautions for cleaning
□
Where cleaning on or around electrical equipment/fittings, isolate electrical
equipment and turn off power source if possible before cleaning with liquids.
□
Read the label for the detergent or disinfectant and follow the manufacturer’s
recommendations.
□
Obtain a copy of the Safety Data Sheet (SDS) for the detergent or disinfectant and
become familiar with the contents.
□
Wear the appropriate personal protective equipment (PPE) that is identified on the
label and the SDS.
Recommended cleaning by surface
The Handout – “Cleaning surfaces guide for the workplace.COVID-19” - outlines the
recommended minimum frequencies for routine cleaning of various surfaces in the
workplace, as well as recommended cleaning and disinfecting following a suspected or
confirmed case of COVID-19.
It is applicable to all workplaces noting some surfaces may not be relevant to all workplaces.
It is highly recommended that workplaces are cleaned at least daily. More frequent cleaning
may be required in some circumstances. For example, if equipment is shared between
workers, it should be cleaned between uses, where practicable.
More frequent disinfection may be required at workplaces with a high volume of workers,
customers or visitors that are likely to touch surfaces.
Recommended cleaning by item
The Safe Work Australia (SWA) checklists below outline health and hygiene guidelines
under COVID 19 conditions.
They are applicable to all workplaces, noting some items may not be relevant to all
workplaces.
It is highly recommended that workplaces are
cleaned at least daily. More frequent cleaning may be required in some circumstances. For
example, if equipment is shared between workers, it should be cleaned between uses,
where practicable.
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More frequent disinfection may also be required at workplaces with a high volume of
customers or visitors that are likely to touch surfaces.
✓ General
✓ Specialised electronic equipment
✓ Retail
✓ Building and construction
✓ Warehousing and logistics
✓ Transport
Recommended cleaning if a person at your workplace is suspected or confirmed to
have COVID 19.
If a person who has been at your workplace is suspected or confirmed to have COVID-19,
you must thoroughly clean and disinfect all areas of suspected contamination.
Clean and disinfect all areas (for example, offices, bathrooms and common areas) that were
used by the suspected or confirmed case of COVID-19. Close off the affected area before
cleaning and disinfection. Open outside doors and windows if possible, to increase air
circulation and then commence cleaning and disinfection.
•

clean and disinfect hard surfaces using either: a physical clean using detergent and
water followed by a clean with 1,000 ppm bleach solution (2-step clean), for example,
household bleach or hospital-grade bleach solutions that are readily available from
retail stores. Bleach solutions should be made fresh daily.

•

a physical clean using a combined detergent and 1,000 ppm bleach solution (2-in-1
clean) made up daily from a concentrated solution (refer to the Department of Health
website for more information on achieving the correct bleach solution).

Once cleaning and disinfection is complete, place disposable cloths, PPE and covers in a
plastic rubbish bag, place it inside another rubbish bag (double-bagging) and dispose of the
bag in the general waste.
There is no need to close an entire workplace, while cleaning and disinfection takes place,
particularly if the person infected, or suspected to be infected, has only visited parts of the
workplace. However, the cleaning and disinfection must occur before any workers return to
affected areas.
Whether you need to suspend operations in your workplace will depend on factors
such as the size of the workplace, nature of work, number of people, and suspected
areas of contamination in your workplace.
Those cleaning an area of suspected contamination need to be equipped with appropriate
Personal protective equipment (PPE). This includes disposable gloves and safety eyewear
to protect against chemical splashes. If there is visible contamination with respiratory
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secretions or other body fluids in the area, the cleaning staff should also wear a disposable
apron. If the person with suspected or confirmed COVID-19 is in the area to be cleaned (e.g.
a hotel room), put on a surgical mask and ask the person to step outside if possible.
Clean your hands using soap and water for at least 20 seconds, or where this is not
possible, hand sanitiser of with at least 60% ethanol or 70% isopropanol as the active
ingredient] before putting on and after removing PPE.
Cleaning equipment including mop heads and cloths should be laundered using hot water
and completely dried before re-use. Cleaning equipment such as buckets should be emptied
and cleaned with a new batch of disinfectant and allowed to dry completely before re-use.
If your workplace handles food, you should follow the additional advice of Food Standards
Australia New Zealand.
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Source: Australian Government – the Department of Education , Skills and Employment
Information for the VET Sector
The following outlines how we can work together to mitigate the risk of exposure to
coronavirus (COVID-19) and potential disruptions to the VET sector, taking informed
decisions in line with the latest medical advice.
Advice for VET providers and students
The Australian Skills Quality Authority (ASQA) has published information about adaptive
measures for VET providers, including compliance with regulations and policy.
It is important to stay up to date with advice published by the Department of Health, as well
as by your state or territory health authority. The Department of Health provides regular
health updates and alerts. It also provides a range of information about COVID-19 including
how to protect yourself, staff and students, social distancing, personal hygiene, when and
how to isolate if required.
When is a staff member or student required to self-isolate
For information on when individuals are required to self-isolate, please refer to the
Department of Health website, www.health.gov.au.
Individuals who meet the self-isolation criteria, are also excluded from vocational educational
facilities.
If a staff member or student has recently travelled internationally
As of midnight, on 28 March 2020, all arrivals to Australia are required to undertake
mandatory quarantine in hotels in the city of their arrival. From 20 March 2020 at 9pm
(AEDT) only Australian citizens, residents and immediate family members can travel to
Australia. More information about travel restrictions is available on the Department of Home
Affairs website
If a staff member or student has recently travelled internationally, they must follow the
mandatory quarantine requirements and the advice of health authorities. If additional
information is required please contact the Department of Health or see their website,
www.health.gov.au/news/health-alerts
Provider shutdown or closures
If there is a confirmed case of COVID-19, students who may have had direct contact with the
individual must be notified. We will consult with relevant State and Territory health authorities
about possible closure of the facility and advice to students. Advice on cleaning and
disinfection can be found on the Department of Health website, www.health.gov.au.
If there is a need to implement temporary measures to adapt and respond to the COVID-19
pandemic, we will advise ASQA. These measures could include:
•

changes to where we deliver training
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•

where we have temporarily ceased all or part of our training operations

•

where we have made adjustments to delivery modes or methods.

To help make it easy to meet your reporting obligations in relation to temporary changes,
ASQA has released an online submission form.
Any permanent closures can continue to be reported in asqanet. All electronic student
records must remain up-to-date. In the event of a permanent closure, an electronic copy of
the records for each student needs to be forwarded to ASQA.
Attendance at classes
Classes should continue as usual, unless the Department of Health or Chief Medical Officer
advises otherwise. However, we will consider existing flexibility to conduct classes by
distance learning as appropriate.
There are several providers who have concerns and questions relating to delivery and
assessment of some practical aspects of courses, in particular work placements in the
health, aged care and early childhood sectors. ASQA has developed responses to
Frequently Asked Questions that provide further guidance on this and issues relating to
online delivery. Please refer to ASQA for the most up to date information.
Who to contact if concerned:
The Australian Industry Skills Council would like to hear about any challenges faced by the
industry such as problems with training package requirements, issues with the delivery of
training or your concerns relating to workforce pressures. The information you provide will
inform decisions that will ensure RTOs remain supported, operational and responsive
throughout this crisis. Information can be provided via ASQA’s website.
There is a range of information on COVID-19 on the Department of Education, Skills and
Employment website. Providers impacted by COVID-19 should contact ASQA’s Info Line on
1300 701 801 or to email enquiries@asqa.gov.au to discuss any adaptive measures being
considered.
Further Information
In addition to advice issued by the Department of Health you can contact the 24/7 National
Coronavirus Health Information Line on 1800 020 080 which provides health and situation
information on the outbreak. Call 131 450 for translating or interpreting services. The
Australian Health Protection Principal Committee has also published some useful
information about COVID-19.
You might also find it useful to review recent advice from Safe Work Australia on the work,
health and safety implications for your staff.
For the most up to date regulatory advice and information, please refer to Australian Skills
Quality Authority .
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