
 
HIRE/CASUAL AGREEMENT 

COVID-19 ANNEXURE 
 

Version 2, 02 February 2021 

 

Organisation Name:  

Address:  

Name of Contact Person:  

Phone Number:  

Email Address:  

 

Days and Times the 
building will be in use:  

Please outline the proposed 
use of the building:  

 

# Item  Initial Comments 

1. You will be responsible for the cleaning after each use. The following 
points must be complied with as part of the cleaning: 

- All used surfaces must be cleaned using a two-step process that 
includes both detergent and disinfectant. 

- The Australian Government and Safe Work Australia 
recommend that the disinfectant contains at least 70% alcohol or 
benzalkonium chloride. Packaging should be checked to confirm 
that these ingredients are included. 

- All cleaning should be undertaken safely and comply with your 
Safe Work processes, be in line with the manufacturers’ 
guidelines, and be undertaking using appropriate protective 
equipment. 

- Cleaning products must be stored out of the reach of young 
children. 

 

 

2. You must record each instance of cleaning using the COVID-19 
Safe Reinstatement of Hall Hire to Third Parties - Cleaning 
Record. The parish will advise of the location of the document. 

 
 

3. The maximum number of persons within the building at any time 
must not exceed the ‘maximum capacity’ signage that has been 
placed at the entry to the building in accordance with the Parish fact 
sheet, Requirements of the Parish. 
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Further information on maximum occupancy can be sourced 

via the NSW Government website COVID-19 What you can and 
can't do under the rules | NSW Government 

Note: It is imperative that when parents/carers are collecting 
children from an event that if they enter the room they will then be 
counted in this number. The organiser must have a process in place 
to ensure that any children or youth can be safely collected from the 
site without exceeding this number. Parents and carers must also 
maintain social distance from each other.  

4. You must have a record management process in place that records 
all site attendees to ensure that the name and contact information of 
all participants is retained for at least 28 days. 

 
 

5. The user will have a process in place to outline the conditions of 
entry to participants prior to them arriving on site.   

6. Hand sanitiser will made be available for use by all participants on 
arrival and departure at the site.   

7. Any preparation and service of food on the premises is required to 
be in accordance with the Parish fact sheet, Preparation and Service 
of Food. 

 
 

8. If you become aware that a suspected or confirmed case of 
COVID19 was onsite you must notify the Parish immediately.   

 

Declaration and Undertaking 

It is noted that the Public Health orders are subject to change. The Anglican Diocese of Newcastle is taking all 

reasonable steps to provide a COVIDSafe building during this time. However, it is the responsibility of the 

organisation hiring the premises to ensure that the use of the building is in line with these orders and that they 

are promoting a COVIDSafe activity. 

In the event of a suspected or confirmed case of COVID19 you must notify the relevant authorities. The Anglican 

Diocese will also provide separate notification. Your contact details will be provided to them as part of this 

process.  

I hereby confirm that I have read and fully understood and can comply with the responsibilities set out in this 

annexure. 

 
Name 

 
Signature 

 
Date 

 

 

  

  

  

  

  

 

https://protect-au.mimecast.com/s/ghs3CD1vlLsjAj7Fv6cLm?domain=nsw.gov.au
https://protect-au.mimecast.com/s/ghs3CD1vlLsjAj7Fv6cLm?domain=nsw.gov.au

