Updated 20201214
Telephone script for Patch/Managers re COVID 19 self-isolation cases or Test and Trace
	Date & time:
	
	Phone No: 
	

	Employee Name:
	
	Pay Number:
	

	Position:
	
	Service:
	

	Call made by (if not employee):
	
	Email Address:
	



Example table for inputting on LDQM:
	Scenario
	Covid test status
	LDQM recorded as

	Staff member symptomatic 
	No test or awaiting results
	Coronavirus - isolation 10 day Symptomatic

	Staff member symptomatic 
	Positive test
	Coronavirus – diagnosed

	Household member symptomatic
	No test or awaiting results
	Coronavirus - isolation 10 day Contact

	Household member symptomatic
	Positive test
	Coronavirus - isolation 10 day Contact

	Test and trace notification or other direct contact with diagnosed individual
	No test required unless person starts with symptoms
	Coronavirus - isolation 10 day Contact

	Staff member tested as part of weekly tests in service
	Negative test
	Nothing to record

	Staff member tested as part of weekly tests in service
	Positive test
	Coronavirus - diagnosed

	Staff member tested as part of weekly tests in service
	Inconclusive/unclear result
	Nothing to record



If staff call Patch to report that they have Covid-19 symptoms or have/may have been in contact with someone who has tested positive for Covid-19 the following questions should be asked/recorded:
1. Are you symptomatic?				Y ☐	N ☐
If no: Go to question 2.
If yes:
· advise employee to arrange Covid-19 test 
· advise employee that they must isolate for 10 days from first day they developed symptoms (unless they subsequently receive a negative test result) (see p.2 for guidance). 
· advise employee that you will ask their Line Manager or HR to contact them
· email the employees Line Manager/Area Manager and HR a copy of this form
· update LDQM and Patch Log
· in the box below detail the symptoms that the employee has described to you and the date that they started with symptoms (including when they were last in work and where)
	Details of conversation

	




2. Is anyone in your household symptomatic?	Y ☐	N ☐
If no: Go to question 3
If yes:
· advise employee to arrange Covid-19 test for the member(s) of their household who is/are symptomatic.
· advise employee that they must isolate for 10 days from the first day the household member developed symptoms (unless the symptomatic member of their household subsequently receives a negative test result)
· advise employee that you will ask their Line Manager or HR to contact them
· email the employees Line Manager/Area Manager and HR a copy of this form
· update LDQM and Patch Log
· in the box below detail the symptoms that the employee has described to you and the date that their household member started with symptoms
		Details of conversation

	




3. Has the employee been contacted by someone to inform them that they have been in contact with someone who has subsequently tested positive for Covid-19?      Y ☐ N ☐
If no: log call on Patch Log and respond to their enquiry/query using the appropriate protocol.
If yes: 
· if they confirm that they have been contacted by the NHS Test and Trace Service go to question 5
· ask the employee who they have been contacted by and input comments in the box below
· advise employee that you will ask their Line Manager or HR to contact them
· email the employees Line Manager/Area Manager and HR a copy of this form
· update LDQM and Patch Log
· advise the employee to self-isolate until their Line Manager or HR contacts them and instructs them otherwise
· advise them that they will be asked to forward evidence of the persons positive test result to their Line Manger/HR
	Details of conversation

	




4. Has the employee’s child been asked to isolate as part of a school bubble? Y ☐ N ☐
    If yes:
· Can the employee work from home?
· If employee cannot work from home, annual leave to be taken, and special leave applied for
	Details of conversation

	




5. If the employee has been contacted by the NHS Test and Trace Service:  

· advise the employee that they must self-isolate for 10 days if not symptomatic (household does not need to self-isolate with them but must adhere to social distancing & handwashing) 
· advise the employee contacted by NHS Test and Trace Service that they will need to continue to self-isolate even if they are tested negative during that 10 day period
· advise them that they will need to forward evidence of the contact that they have had with the NHS Test and Trace Service to their Line Manger/HR
· advise them that you will ask their Line Manager or HR to contact them
· email the employees Line Manager/Area Manager and HR a copy of this form
· update LDQM and Patch Log
· input comments in the box below
	Details of conversation

	





6. If the employee has received an unclear/inconclusive test result:

Is the employee symptomatic?        Y ☐     N ☐

· If yes: 	advise employee to self-isolate and arrange another Covid-19 test as soon as possible
· If no: 	advise employee that they can continue to be in work* 
*They only need to self-isolate and get another test if:
a) they have or develop symptoms (see question 1)
b) someone they live with has symptoms (see question 2)
c) they’ve been traced as a contact of someone who has tested positive (see question 5)
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