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COVID-19 VACCINATION PROCEDURE 

Procedure Number: PRIB-19 Original Issue: 10/11/2021 

Responsible Officer: Director, People and Culture Current Version: December 2022 

Authorised Officer: Chief Executive Officer Due for review: Annually (Nov 2023) 

Disclaimer:  Printed hard copies of this document are uncontrolled.  For the current version, please refer to Policy Central. 
 
Purpose 

GOTAFE is committed to protecting the health, safety and wellbeing of staff (or 
Employees), students, contractors and visitors. This includes minimising the risk of 
contracting and transmitting COVID-19 while undertaking work or study on campus. 

The purpose of this COVID-19 Vaccination Procedure document (the Procedure) is to 
provide guidance for individuals to meet their obligations under GOTAFE’s COVID-19 
Vaccination Policy (the Policy). The Procedure covers the following in detail:  

• Roles and Responsibilities  

• Providing Proof of Vaccination Status  

• Exemptions 

• Dealing with Non-Compliance with the Policy  

• Privacy Collection Requirements  
 

Roles and Responsibilities 

Anyone attending a GOTAFE campus has a duty to eliminate or minimise the risk of 
spreading COVID-19.  We all have a role to play in achieving our Occupational Health 
and Safety (OHS) requirements and minimising the risk to the health, safety, and 
wellbeing of the GOTAFE community.  

Employees, students, contractors, and visitors attending a GOTAFE campus all have 
an obligation to minimise the risks in relation to COVID-19 and must comply with this 
Procedure and the Policy, including by: 

o for Employees, having had a Primary Vaccination Course; 
o providing satisfactory proof  of vaccination (where applicable); 
o ensuring they comply with all COVID-19 control measures put in place by 

GOTAFE from time to time, including wearing face masks, testing, social 
distancing, isolation and complying with quarantine requirements. 

o ensuring they comply with all public health orders made by the Minister for 
Health (if applicable). 

 

In addition, existing GOTAFE Employees also have certain obligations as highlighted 
below to comply with the Policy: 

Roles Responsibilities 

COVID Executive • Providing guidance and signing off on the COVID-19 
Vaccination Policy and Procedure documents. 

• Conducting a business risk assessment and ensuring 
consultation on the Policy. 

• Taking reasonable steps to protect the health and safety 
of staff and students at all times. This includes ensuring 
appropriate control measures are implemented and 
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Roles Responsibilities 

regularly reviewed, to reduce the risk of transmission of 
COVID-19. 

• Ensuring appropriate communication strategies are in 
place to keep staff and students informed of their 
responsibilities  

Current Employees 
 

• Alerting their Manager and the People and Culture Team 
as soon as possible in the event another employee or 
person at the campus fails to comply with the requirement 
to have had a Primary Vaccination Course or comply with 
measures in place to reduce the risk of transmission of 
COVID-19. 

Corporate 

Leadership 

Teams  

• Ensuring that all employees provide satisfactory proof of 
vaccination or medical exemption as required under the 
Policy.  

• Ensuring employees are not permitted to perform the 
duties which may risk exposure to COVID-19 until proof 
of vaccination evidence is received;  

• For employees who have not had a Primary Vaccination 
Course, work through the details of the Employees risk 
assessment (i.e., COVID Unvaccinated Status Form) and 
the subsequent process for managing the Employee in 
consultation with the People and Culture Team. 

• Where appropriate and for a limited time period, providing 
employees who have not had a Primary Vaccination 
Course with safe alternative duties, in accordance with 
the Policy. 

• Advising employees of the requirements to provide 
evidence of any additional doses of a COVID-19 vaccine 
in order to have a Primary Vaccination Course. 

• Overseeing GOTAFE’s central register of vaccination 
status of employees under their direct supervision, 
including proof of vaccination;  

• Ongoing review of control measures in place to minimise 
the risk of exposure to, and transmission of, COVID-19 in 
the workplace or in connection with work duties; and  

• Ensuring that all new positions which require individuals 
to have had a Primary Vaccination Course are clearly 
advertised on that basis.  

People and Culture 

Team  

• Providing support to CLT in conducting risk assessments 
for individuals who refuse to provide proof of vaccination.  

• Providing support to CLT in dealing with queries or 
concerns raised by employees in relation to failing to 
provide proof of  vaccination evidence .  

• Keeping a central updated register of all risk 
assessments. 

• Providing support and guidance to employees in relation 
to their rights and obligations under the Policy. 

• Ensuring all employees who are required to have had a 
Primary Vaccination Course under the Policy have 
provided satisfactory proof of vaccination. 
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Roles Responsibilities 

• Keeping an updated central register (via MyHR system) 
of employees who have had a Primary Vaccination 
Course, proof of vaccination and medical exemptions. 

• Ensuring employees who have a temporary medical 
exemption are required to provide proof of having had a 
Primary Vaccination Course or a further exemption at 
relevant times.  

• Ensuring potential new employees who refuse to provide 
proof of vaccination are deemed unsuccessful in the 
recruitment process. 

Digital 

Solutions 

Team

• Creating and managing a secure location where 
vaccination records will be stored. 

• Arranging access to select staff on a ‘need to know only’ 
basis. 

Procedure  

The procedure below provides guidance to ensure anyone attending GOTAFE can 
meet the requirements set out in the Policy. The section below covers the following in 
detail:  

1) Providing Proof of Vaccination Status  
2) Exemptions 
3) Dealing with Non-Compliance to the Policy  
4) Privacy Collection Requirements  

1) Providing Proof of Vaccination Status  

 

Any Employee attending GOTAFE campuses must be able to provide evidence of 
having had a Primary Vaccination Course (or evidence of a medical exemption)  

GOTAFE will accept the following as proof of vaccination: 

• a current COVID-19 Digital Certificate issued by Services Australia and displayed 
through the Medicare App, Services Victoria App or equivalent smartphone wallet 
(or a printed version);   

• a current Immunisation History Statement displayed through the Medicare App (or 
a printed version), together with a valid photo ID. 

 

Existing GOTAFE Employees will need to ensure they upload their proof of vaccination 
evidence within the MyHR system if they have not done so already. New Employees 
will be required to provide proof of vaccination status during the recruitment process.  

Prospective students will be advised of the vaccination status that applies to the 
industry/sector as part of the pre-qualification process and as part of their onboarding 
/ enrolment process online. 

2) Exemptions  

Anyone who wishes to apply for an exemption to the requirement to have had a 
Primary Vaccination Course on a temporary or permanent basis must be able to 
provide sufficient information and supporting evidence. One of the criteria below must 
be met in order to be granted an exemption under the Policy: 
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o a medical contraindication that means the person is unable to receive a dose, 
or a further dose, of any COVID-19 vaccine that is available in Australia in 
accordance with ATAGI Clinical Guidance on COVID-19 vaccine 
contraindications, as updated from time to time, or  

o an exemption made by a medical practitioner in accordance with "ATAGI 
Guidance on acute major medical conditions that warrant a temporary medical 
exemption relevant for COVID-19 vaccines", as updated from time to time.  

Acceptable evidence that an employee meets one of the above criteria will include: 

o a current COVID-19 digital certificate issued by Services Australia that states 
that the person is unable to receive a dose, or a further dose, of any COVID-
19 vaccine that is available in Australia (or a printed version); 

o a current Immunisation History Statement displayed through the Medicare App, 
that states that a person is unable to receive a dose, or a further dose of any 
COVID-19 vaccine that is available in Australia; or 

o a certificate from a medical practitioner that certifies that the person has a 
specified valid reason for a temporary exemption, where that reason is one of 
those specified in the "ATAGI Guidance on acute major medical conditions that 
warrant a temporary medical exemption relevant for COVID-19 vaccines", as 
updated from time to time. 

 

Applications for an exemption will be considered by GOTAFE on a case-by-case basis. 

3) Non-Compliance with the Policy1 

 
1Individuals who have not had a Primary Vaccination Course however have a valid medical exemption are considered 

to have complied with the Policy. 

 

Current Employees   

A Risk Assessment will be required for GOTAFE employees who have not had a 
Primary Vaccination Course.  

The People and Culture team will identify these employees and send them a GOTAFE 
- COVID Unvaccinated Status Form. The Employee must complete the form and send 
this off to humanresources@gotafe.vic.edu.au copying in their Manager: 

• HR Business Partner will receive a copy of the signed form via the central mailbox 
and review this in line with the Policy. 

• The HR Business Partner will then get in touch with both the Manager and the 
Employee to discuss next steps.  

• A process will be engaged in with the Employee as follows: 
o GOTAFE will meet with the employee to discuss their failure to comply with 

the Policy and the reasons for this; 
o GOTAFE will consider the reasons the Employee has failed to comply with 

the Policy and any issues raised by the Employee and alternative options 
to allow for compliance with the Policy such as the ability to access leave; 

o If required and appropriate, additional time will be provided to the Employee 
to receive any required doses of a COVID-19 vaccination; 

o If, following this process, the employee continues to refuse to comply with 
the Policy (and specifically the requirement to have had a Primary 

mailto:humanresources@gotafe.vic.edu.au
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Vaccination Course) without valid reason, they may be subject to 
disciplinary action, up to and including termination of employment. 

 

New Employees  

All new positions for GOTAFE will be clearly advertised on the basis that individuals 
will need to comply with the requirements in the COVID-19 Vaccination Policy.  

If potential Employees have not had a Primary Vaccination Course and are not able to 
provide proof of vaccination in accordance with the Policy, they will not be offered 
employment with GOTAFE. 

 

Students  

All students are required to follow all COVID-related directions issued by the Minister 
for Health. Anyone who does not comply with the Ministers directions will not be 
permitted on campus to complete their study.  

During the enrolment process, all prospective students will be advised of the 
vaccination status which applies to the relevant industry/sector as part of the pre-
qualification process. 

Contractors/ Visitors 

Contractors / visitors or any other individual who attends a GOTAFE campus is 
required to follow all COVID- related directions issued by the Minister for Health. 
Anyone who does not comply with the Minister’s directions will not be permitted on 
campus. 

4) Privacy Collection Requirements  

All information collected by GOTAFE in relation to staff, student, contractor and visitor 
vaccination status will be dealt with in accordance with the Privacy and Data Protection 
Act 2014 (Vic) and the Health Records Act 2001 (Vic).  

This includes ensuring that: 
o vaccination information and proof of vaccination collected by the GOTAFE will 

be securely stored and held for the required period 
o information will only be used for the purposes it was collected 
o GOTAFE will limit its use and disclosure of an individual’s vaccination status to 

what is reasonably necessary to prevent and manage COVID-19 transmission 
risks on campus, and to comply with any Minister for Health‘s Direction which 
applies to GOTAFE. 

o For student vaccination records (i.e., the vaccination certificates), the IT team 
will create a secure location where these records will be stored. Only two roles 
within GOTAFE (i.e., Director of Education Governance and Manager of 
Corporate Governance) will be authorised to provide access to these records 
in line with GOTAFE’s Student COVID Records Authorisation Form and 
Confidentiality Agreement (FSA-141B) 

o For staff vaccination records (i.e., the vaccination certificates), as per the usual 
collection of personal data, the People and Culture Team will have access to 
this data. CLT will have access to view their staff’s vaccination certificates. 

 

Definitions 

• ‘Approved Vaccine’ means any COVID-19 vaccine recommended by the 
Australian Technical Advisory Group on Immunisation (ATAGI). 
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• ‘Primary Vaccination Course’ means two doses at least 14 days apart of any two 
dose COVID-19 Approved Vaccine or one dose of a one dose COVID-19 Approved 
Vaccine. Mixing doses of a two dose COVID-19 vaccine is also included in the 
definition of Primary Vaccination Course. More information is available at 
https://www.health.gov.au/initiatives-and-programs/covid-19-vaccines/advice-for-
providers/clinical-guidance/clinical-recommendations.; and 

• ‘Proof of vaccination’ means a Services Australia COVID-19 digital certificate or 
immunisation history certificate.  

• Medical exemption means an exemption from the requirement to be vaccinated 
in accordance with this Procedure. 

• On Campus means any land forming (including mobile campus) a GOTAFE 
campus or otherwise used or occupied by GOTAFE for the purposes of 
undertaking education, research, or other activities. 

• CLT - Corporate Leadership Team 

Documentation and regulation 

• COVID-19 Vaccination Policy; 

• Public Health and Wellbeing Act 2008 (Vic); 

• GOTAFE’s Health, Safety and Wellbeing Policy; 

• Other material related to the Health, Safety and Wellbeing function at GOTAFE 
include, but are not limited to: Occupational Health and Safety Act 2004; 
Occupational Health and Safety Regulations 2017;  

• All information collected by GOTAFE will be dealt with in accordance with the 
Privacy and Data Protection Act 2014 (Vic) and the Health Records Act 2001 (Vic).  

• Document - Staff Guidance - Checking Vaccination Status and Dealing with 
Difficult Customers 

• GOTAFE - Covid Unvaccinated Status Form 

• GOTAFE - Student COVID Records Authorisation Form and Confidentiality 
Agreement (FSA-141B) 

https://www.health.gov.au/initiatives-and-programs/covid-19-vaccines/advice-for-providers/clinical-guidance/clinical-recommendations
https://www.health.gov.au/initiatives-and-programs/covid-19-vaccines/advice-for-providers/clinical-guidance/clinical-recommendations

