
 
COVID-19 Safe Plan 
 

Wellbeing of Staff and Customers / Guests 

- Exclude staff and customers who are unwell from the premises. 

- Any staff that display COVID-19 symptoms should stay home and only return to work after 

they have been cleared of symptoms for at least 24 hours or have been tested and found to 

be negative 

- Provide staff with information on COVID-19, including when to get tested.  

- Display conditions of entry prior to arrival groups are advised of physical distancing 

requirements and of meeting and accommodation room capacities based on current 

guidelines.  

- Signage is also displayed around the centre reminding guests to keep their distance from 

each other and follow the 1.5m rule together with simple steps to help stop the spread. 

- Any guest that displays COVID-19 symptoms will be kept in isolation in an accommodation 

room with all adjacent rooms locked until relocated for testing.  Once guest has left the 

premises cleaning staff will disinfect the entire room and cabin. 

- Staff will be briefed on Castlereagh Conference Centre policy document "Responding to 

Pandemic, Serious Illness, Injury or Death". Within this policy it outlines COVID-19 symptoms 

to be aware of and how to respond to the current COVID-19 pandemic.  This includes 

measures such as physical distancing and cleaning protocols. 

- Flexible booking conditions are currently in place for any COVID-19 related cancellations    

 

Physical Distancing 

- Have room limit signage up in all meeting spaces 

- 1 person per 4 square metres 

- 1.5m physical distancing  

- Stagger mealtimes if required to ensure physical distancing   

- Move or remove tables and seating to support 1.5m physical distancing 

- Reduce the number of people utilising common areas 

- Spread out furniture in common areas 

- Consider redesign of layouts 

- Request contactless delivery / invoicing where practical 

- Have different entry and exits points where possible 

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

floor in areas where people are asked to queue 

- Use telephone or video for essential meetings where practical. 

 

 

 

 



Hygiene and Cleaning 

- Adopt good hand hygiene practices 

- Ensure bathrooms are well stocked with hand soap and paper towels and have a poster with 

the instructions on how to wash hands. 

- No self-serve communal snacks or communal condiments 

- Have single serve condiments available for guests 

- Catering staff / servers to wear face masks and gloves 

- Ensure handwashing facilities or hand sanitiser is readily available 

- Staff regularly check stock levels of soaps and paper towels.  Staff clean bathrooms before 

groups arrive and after groups leave the centre 

- Non-disposable cutlery and tableware is permitted when washed using a commercial grade 

dishwasher which is available at Castlereagh Conference Centre. 

- Clean frequently used areas at least daily with detergent or disinfectant.  

- Staff are to wear gloves when cleaning and wash hands thoroughly before and after with 

soap and water   

- Disinfectant solutions need to be maintained at an appropriate strength and used in 

accordance with the manufacturers’ instructions. 

- Wear the appropriate personal protective equipment (PPE) that is identified on the label and 

the SDS. 

- Groups are provided with hand sanitizer and anti-bacterial sprays at centrally located 

cleaning stations.  Guests are encouraged to clean on a regular basis during their stay. Prior 

to arrival and after departure cleaning staff will disinfect and clean all common areas.   

- If equipment is shared between people, it should be cleaned between uses, where 

practicable. 

 

Record Keeping   

- Keep name and mobile number or email address of all staff, customers and contractors for a 

period of 28 days. Records are only to be used for tracing COVID-19 infections and must be 

stored confidentially and securely. 

- Staff and contractors are required to sign in and out using the Castlereagh sign in sheet 

located outside the dining room 

- Each group staying at Castlereagh will be requested to complete an attendance register to 

be kept together with their booking file and stored confidentially and securely   

- Staff are encouraged to download the Covid Safe app to help assist with contact tracing. 

 

 

 

 

 

 

 

 



 

How and What to Clean  

https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-

workplace-covid19.pdf 

Recommended Cleaning of Surfaces 

 Following suspected or confirmed case 
of COVID-19 

Routine cleaning 

Any Surface Method Frequently 
touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Soft plastics Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly Damp dust + 
Detergent 

Hard plastics Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly Detergent 

Metal surfaces 
(stainless steel, 
uncoated steel, 
zinc coated steel, 
aluminium) 

Clean and 
disinfect as soon 
as you become 
aware  

Detergent + 
Disinfectant* 
*uncoated steel is 
more susceptible to 
rust when disinfected. 
Disinfect only when 
necessary, and treat 
for rust as appropriate 

Clean at least 
daily or every 
shift change 

Clean weekly Detergent 

Painted metal 
surfaces 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly Detergent 

Deliberately 
Greased or Oiled 
metal surfaces 

Clean as soon as 
you become 
aware 

Clean according to 
manufacturer’s 
recommendations 

Clean at least 
daily or every 
shift change 

Clean weekly Clean according to 
manufacturer’s 
recommendations 

Wood Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly  Damp dust + 
Detergent 

Laminate Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly Detergent 

Glass Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean at least 
daily or every 
shift change 

Detergent 

Concrete 
(polished) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly 
  

Detergent 

Concrete (rough) Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least 
daily or every 
shift change 

Clean weekly Vacuum (HEPA) or 
Detergent 

 

https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-workplace-covid19.pdf
https://www.safeworkaustralia.gov.au/sites/default/files/2020-04/how-to-clean-disinfect-your-workplace-covid19.pdf


 

 Following suspected or confirmed case 
of COVID-19 

Routine cleaning 

Any Surface Method Frequently 
touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Leather Clean and 
disinfect as soon 
as you become 
aware 

Clean and disinfect 
according to 
manufacturer’s 
recommendations 

Clean at least 
daily or every 
shift change 

Clean weekly Clean according to 
manufacturer’s 
recommendations 

Fabric Clean and 
disinfect as soon 
as you become 
aware 

Detergent + Steam 
clean If launderable, 
wash on warmest 
possible setting 
according to 
manufacturer’s 
recommendations with 
laundry detergent 

Clean at least 
daily or every 
shift change 

Clean at least 
daily or every 
shift change 

Vacuum (HEPA) 
Damp dust + 
Detergent If 
launderable, wash on 
warmest possible 
setting according to 
manufacturer’s 
recommendations 
with laundry 
detergent 

Paper Not suitable for 
cleaning. Leave 
undisturbed for a 
minimum of 72 
hours. 

Not suitable for 
cleaning. Leave 
undisturbed for a 
minimum of 72 hours. 

Not suitable for 
cleaning 

Not suitable 
for cleaning  

Use alternate, 
cleanable options, 
such as electronic 
tablets If use is 
unavoidable, and 
individual use is not 
feasible, use a plastic 
protective sheet over 
the page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Recommended Cleaning by Item 

 Following suspected or confirmed case of 
COVID-19 

Routine cleaning 

Any Surface Method Frequently touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Alcohol-based 
hand sanitiser 
dispenser 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily  Clean weekly Detergent 

Call bell/door bell Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

Carpet (Soft 
Floor) 

Clean and 
disinfect as soon 
as you become 
aware 

Carpet shampoo + 
Steam clean 

Clean daily Clean weekly Vacuum with HEPA 
filter 

Clean annually Clean annually  Shampoo or steam 
clean 

Ceiling Clean and 
disinfect as soon 
as you become 
aware  

Detergent + 
Disinfectant 

Spot clean daily & 
wash yearly, e.g. 
access hatches and 
surrounds 

Spot clean 
weekly & 
wash every 3 
years 

Damp dust + 
Detergent 

Chairs 
(nonupholstered) 
e.g. plastic chairs, 
wooden chairs, 
other non-padded 
chairs 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

Chairs 
(upholstered) e.g. 
fabric padded 
chairs, sofas, 
office chairs 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + Steam 
clean 

Clean at least daily Clean weekly Detergent 

Cleaning 
Equipment 

Clean after use  Detergent + 
Disinfectant 

Clean after use Clean after 
use 

Detergent 

Clipboard / 
Folders 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean after use Clean weekly Detergent 

Computer, 
Keyboard, Mouse 
Headsets 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant on 
wipeable cover, or 
isopropyl alcohol-
based wipes/sprays 

Clean at least daily 
or when visibly 
soiled, and 
between users if 
equipment is 
shared 

Clean weekly 
or when 
visibly soiled 

Consider adding a 
wipeable cover to 
the device/screen. 
Refer to 
manufacturer’s 
recommendations 
Detergent 

Curtains and 
Blinds 

Clean and 
disinfect as soon 
as you become 
aware 

Damp dust + 
Detergent Steam 
clean curtains or 
blinds  

Clean weekly Clean monthly Refer to 
manufacturer’s 
recommendations 
Steam clean curtains 
or blinds in place or 
machine wash 
curtains according to 
manufacturer’s 
recommendations 

Door frames Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 



 Following suspected or confirmed case of 
COVID-19 

Routine cleaning 

Any Surface Method Frequently touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Door 
knob/handles 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean daily Detergent 

Floor (non-slip 
vinyl) 

Clean as soon as 
you become 
aware 

Detergent + 
Disinfectant 

Damp mop daily Damp mop 
daily 

Detergent 

Floor (polished 
concrete) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Dust removal & 
clean daily 

Dust removal 
& clean 
weekly 

Detergent 

Fridges Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Weekly, & defrost 
to clean as required 
Clean frequently 
touched surfaces 
on fridge (i.e. 
handles) at least 
daily 

Monthly & 
defrost as 
required Daily 
spot check— 
clean when 
necessary 

Refer to 
manufacturer’s 
recommendations 
Detergent 

Hand rails, stair 
rails 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

Keys and locks 
and padlocks 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean daily Clean weekly Detergent  

Kitchen 
appliances 
(toasters, kettles, 
sandwich presses, 
jaffle makers, 
ovens) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean at least 
daily 

Refer to 
manufacturer’s 
recommendations 
Isopropyl alcohol-
based wipes/sprays 
Detergent 

Light and Power 
point Switches 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant Damp 
dust 

Clean at least daily Clean weekly Damp dust + 
Detergent 

Lights/lighting Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean daily Clean weekly Refer to 
manufacturer’s 
recommendations 
Detergent 

Microwave Clean and 
disinfect as soon 
as you become 
aware 

Detergent. 
Disinfectant on 
outside surfaces only. 

Clean frequently 
touched points on 
microwave at least 
daily 

Clean daily Refer to 
manufacturer’s 
recommendations 
Detergent 

Push/pull doors 
(with and without 
a push plate) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly  Detergent + 
Disinfectant 

Remote controls Clean and 
disinfect as soon 
as you become 
aware 
 
 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly  Detergent 



 Following suspected or confirmed case of 
COVID-19 

Routine cleaning 

Any Surface Method Frequently touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Shower Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean daily or after 
each use if shared 
facilities 

Clean weekly Detergent + 
Disinfectant 

Shelves (and 
items on shelves) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean weekly Clean weekly Detergent 

Sink (hand 
washing & 
kitchen) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent 
Disinfectant on areas 
around sink only, not 
in sink 

Clean at least daily Clean daily Detergent 

Tables/desk Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

Telephone Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant Damp 
dust 

Clean at least daily 
& more regularly if 
shared by multiple 
users 

Clean weekly Detergent 

Toilet Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent + 
disinfectant 

Toilet doors and 
locks 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent + 
Disinfectant 

TV Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant Damp 
dust 

Clean weekly Clean weekly Refer to 
manufacturer’s 
recommendations 
Damp dust + 
Detergent 

Vending 
Machines 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant Damp 
dust 

Clean frequently 
touched points on 
machine at least 
daily 

Clean weekly Refer to 
manufacturer’s 
recommendations 
Damp dust + 
detergent or 
Isopropyl alcohol-
based wipes/sprays 

Walls Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Spot clean touched 
walls daily & full 
clean yearly 

Spot clean 
weekly & full 
clean yearly 

Damp dust + 
Detergent 

Windows Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Spot clean touched 
windows daily 

Clean weekly Detergent 

Window frames 
(sliding servery 
window types) 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

 



Specialised Equipment 

 Following suspected or confirmed case of 
COVID-19 

Routine cleaning 

Any Surface Method Frequently touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Electrical 
equipment 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily 
or between users if 
shared 

Clean weekly Refer to the 
manufacturer’s 
recommendations 

Electronic 
equipment 
(sensitive to 
electrostatic 
charge) E.g. iPads, 
tablets, laptops 
exterior of 
computer case 
and monitors 

Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily 
or between users if 
shared 

Clean weekly Consider adding a 
wipeable cover to 
the device/screen. 
Refer to 
manufacturer’s 
recommendations If 
no manufacturer’s 
recommendations, 
use isopropyl 
alcohol-based 
preparations with 
non-electrostatic 
wipes suitable for 
electronic equipment 

EFTPOS machines Clean and 
disinfect as soon 
as you become 
aware 

Isopropyl alcohol-
based wipes/sprays 

Clean after each 
use (if practicable 

Clean weekly Isopropyl alcohol-
based wipes/sprays 

Control panels 
and other plant 
controls 

Clean as soon as 
you become 
aware 

Refer to 
manufacturer’s 
recommendations 
Isopropyl alcohol-
based wipes/sprays 

Clean between 
shifts or users 

Clean weekly Refer to 
manufacturer’s 
recommendations 
Isopropyl alcohol-
based wipes/sprays 

Other PPE if 
shared between 
workers (hard 
hats, safety 
eyewear) 

Clean and 
disinfect as soon 
as you become 

Detergent + 
Disinfectant  

Clean at least daily 
or between users if 
shared 

Clean weekly Detergent 

 

 

 

 

 

 

 

 

 

 

 



Transport 

 Following suspected or confirmed case of 
COVID-19 

Routine cleaning 

Any Surface Method Frequently touched 
surfaces 

Infrequently 
touched 
surfaces 

Method 

Door Handles Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily Clean weekly Detergent 

Gear knobs Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily 
or between users if 
shared 

Clean weekly Detergent 

Seat Belts Clean and 
disinfect as soon 
as you become 
aware 

Detergent + 
Disinfectant 

Clean at least daily 
or between users if 
shared 

Clean weekly Detergent 

Steering wheels Clean and 
disinfect as soon 
as you become 
aware  

Detergent + 
Disinfectant 

Clean at least 
between shifts or 
between users 

Clean weekly Detergent 

Switches and 
other controls 

Clean and 
disinfect as soon 
as you become 
aware 

Isopropyl alcohol-
based wipes /sprays 

Clean at least daily Clean weekly Isopropyl alcohol-
based wipes/sprays 

 

All NSW businesses and workers need to: 

• Comply with national and state public health orders 
• Promote simple but effective physical distancing and hygiene measures 
• Raise any concerns about the risk of contracting COVID-19 immediately and work 

together to identify solutions.  
• Monitor the extent of COVID-19 in your community and share advice 

from state and federal authorities regularly. 

Useful websites: 

https://nswact.uca.org.au/COVID19SafeRoadmap 

Poster and Signage 

https://www.nsw.gov.au/COVID-19/industry-guidelines/posters-and-signage-for-business  

Attendance Register Sample  

https://nswact.uca.org.au/media/8752/attendance-register-template.docx  

Social Distancing  

https://www.safeworkaustralia.gov.au/COVID-19-information-workplaces/industry-

information/general-industry-information/physical 

Symptoms and testing  

https://www.nsw.gov.au/COVID-19/symptoms-and-testing 

 

https://www.nsw.gov.au/covid-19/what-you-can-and-cant-do-under-rules
https://www.safework.nsw.gov.au/safety-starts-here/consultation@work/resolving-issues
https://www.nsw.gov.au/covid-19/find-facts-about-covid-19
https://www.nsw.gov.au/covid-19
https://www.australia.gov.au/
https://nswact.uca.org.au/COVID19SafeRoadmap
https://www.nsw.gov.au/covid-19/industry-guidelines/posters-and-signage-for-business
https://nswact.uca.org.au/media/8752/attendance-register-template.docx
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/general-industry-information/physical
https://www.safeworkaustralia.gov.au/covid-19-information-workplaces/industry-information/general-industry-information/physical
https://www.nsw.gov.au/covid-19/symptoms-and-testing

