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If you receive a telephone call from or on behalf of a member of staff or a student,
about a positive test result for Covid-19, close contact with someone who has tested
positive for Covid-19, contact from Track and Trace asking them to self-isolate or
they are self-isolating because they are experiencing Covid-19 symptoms, you
should follow the steps detailed below:

Step 1 — Complete the attached telephone log attached in page 2. Try to get answers
to all of the questions on the list if you can.

Step 2 — Using the information gathered on telephone log, the Line Manager of the
staff member or Curriculum Manager of the student with the positive Covid-19 test
result, is to record this report as a Covid-19 ‘Incident Type’ on the online Accident
Incident Reporting (AIR) system. This can be accessed via the Staff Intranet. The
telephone log should be shredded and disposed of.

Step 3 — Organisational Development will then contact the Assistant Principal, Human
Resources and the Head of HR (if the case involves a member of staff) and will contact
the Vice Principal, Curriculum and External Relations and Assistant Principal, Human
Resources (in the case of a student).

TELEPHONE CALL RECEIVED

Record details on telephone call log

|¢

TRANSFER DETAILS FROM TELEPHONE LOG TO AIR SYSTEM

Complete Covid-19 Report on AIR System

|¢

Organisational Development will notify
Staff - Assistant Principal Human Resources and Students - Assistant Principal Human Resources and

Head of Human Resources Vice Principal Curriculum

Once these steps have been completed, the College Management will follow the
COVID -19 Flow diagram attached on page 3.



Telephone Log - What do | ask?

Name of Caller

Calling on behalf of

Contact Telephone Number

Staff I Student

1. Caller has tested positive for Covid-19

a. Have they been in College since they tested
positive?

b. When was the last time they were in College and
where were they?

2. Caller has been in contact with someone who has tested positive for Covid-19

a. Have they been in College since they had this
contact?

b. When was the last time they were in College and
where were they?

c. Do they have Covid-19 symptoms?

3. Caller has been informed to self-isolate by NHS Scotland Test and Protect due

to contact with someone who has tested positive for Covid-19

a. When was the last time they were in College and
where were they?

4. Caller is experiencing Covid-19 symptoms and has ordered a Covid-19
test/awaiting the test result

a. Have they been in College since they started
experiencing the symptoms?

b. When was the last time they were in College and
where were they?

5. Caller lives with or someone who has Covid-19 symptoms or someone in their
extended household has the symptoms and is awaiting the results of a Covid-
19 test

a. When was the last time they were in College and
where were they?

6. What department do they work in or what course are they on?

7. Who is their line manager or Curriculum Manager?

8. What has the caller been told to do by Health Protection Scotland?




Process flowchart: What to do if there is a suspected or confirmed case of COVID-19

] ) Staff members or students can return to
Scenario 1: Student or College advise staff College to: College if they are well, with no fever for 48
staff member develops member or student to:

¢ Follow guidance on cleaning hours*
symptoms of COVID-19 e  Go home / not return to the e Line Manager of the staff member or Curriculum TESTED
(fever >37.8C OR College for at least 10 days and Manager of the student records this situation NEGATIVE
continuous cough OR should follow guidance for under Covid-19 on the online Accident Incident Does the student/ *If staff member / student has previously been
loss of taste and / or households with possible Reporting (AIR) system, providing all relevant staff member test identified as a close contact of someone who has
smell) while at the coronavirus infection. details positive or negative for tested positive for COVID-19 (and has entered
College or while at home e Gettested as soon as possible e Line Manager of the staff member or Curriculum COVID-19? this flowchart via scenario 3 or 4), they still need
calling 119 encourage the staff member or student to ensure return to the College setting after 10 days if they
* Incident recorded on Accident that they get tested for COVID-19 are well and have had no fever for 48 hours
\ Incident Reporting (AIR) systery e Await test results (24 hours) and report this to the '
\College /
/Staff member or student must \ :
f remain at home, self-isolate for What is meant by a ‘contact’?
10 days and advised to follow the
Scenario 2: Student or staff guidance for households with A contact is a person who has been close to someone who has
member receives a positive possible coronavirus infection. tested positive for COVID-19. You can be a contact any time from 2
result following a test for ‘ days before the_' person who tested positive developed their
COVID-19 e Incident recorded TESTED symptoms ((_Jr, if thgy did not have any symptoms, from 2 days befor_e
- the date their positive test was taken), and up to 10 days after, as this
on Accident POSITIVE . . . :
Incident Reporting is when they can pass the |nfe_ct|on'on to others. A risk assessment
(AIR) system may be undertaken to determine this, but a contact can be:
/ \ / anyone who lives in the same household as another person who
has COVID-19 symptoms or has tested positive for COVID-19
YES anyone who has had any of the following types of contact with
ﬁhe student or staff member muﬁ someone who has tested positive for COVID-19:
stay at home and not come to the face-to-face contact including being coughed on or having a face-
College. If fully vaccinated or under to-face conversation within one metre
Scenario 3: Household the age of 183>Iears 6months, self- been within one metre for one minute or longer without face-to-
member of student or staff isolation is not required. Test and Does the student face contact
member develops symptoms Trace will make contact to provide or staff member been within 2 metres of someone for more than 15 minutes (either
of COVID-19 and the ‘ further advice. The symptomatic develop as a one-off contact, or added up together over one day)
household member has household member should get tested symptoms in the : :
ordered a test/awaiting result and the household should follow the next 10 days? A person may also be a close contact if they have travelled in the
guidance for households with same vehicle or plane as a case.

possible coronavirus infection
e Incident recorded on AIR

/Public Health Scotland will work with the \ Any students or staff members who go on to develop
o f x College to: symptoms should inform the College as soon as
Sci?irthodghﬁ;a: (l;r;gst:r;ber The student or staff member must e Undertake a risk assessment possible and the College should return to the start of
contact of someone who stay at home and not come to the e Identify and notify close contacts of the this flowchart.
has tested positive for College, and should follow guidance need to follow guidance for contacts of T [l St el e i s (Sl
COVID-19 (but does not ‘ for contacts of people with possible people with possible or confirmed ublic Health Scotland will work with the College
live in the same household) Fr cor)fihrmhed coronayirlledwho do not coronav_lruls (\;\(ho do In(t)_t |Ier witg (tjhe to implement any further measures.
ive with the person including person including isolation for ays :
iig?aieo\r,igaﬁﬁgeﬁegiﬁz isolation for 10 days No further action — after 10 e |dentify any further actions need After 10 days, if students or staff members do not
Trace e Incident recorded on AIR days the student or staff develop symptoms, they can return to the College.
/ K system member can return to the

College \ /



https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-decontamination-in-non-healthcare-settings/covid-19-decontamination-in-non-healthcare-settings
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.nhs.uk/conditions/coronavirus-covid-19/testing-and-tracing/ask-for-a-test-to-check-if-you-have-coronavirus/
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person
https://www.gov.uk/government/publications/guidance-for-contacts-of-people-with-possible-or-confirmed-coronavirus-covid-19-infection-who-do-not-live-with-the-person




