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Response Document in the Event a Member of Staff Tests 
Positive for COVID 19. 

 
 
 
Introduction: 
 
This is a brief document to outline the measures that must be implemented if a member of staff tests positive 
for Covid-19. This document outlines the responsibilities of our employees and the company to ensure we 
work safely and maintain the best possible environment for our staff. 
 
The guidance in this document is not medical guidance but operational guidance and those at an increased 
level of risk should take advice from their healthcare provider and NHS advice and guidelines.  
 
As a business we cannot overcome this pandemic but collectively we can react to it to reduce the impact on 
our staff and business operations and ensure our offices are a safe place of work and reduce the likelihood 
of transmission of the Covid-19 Virus. 
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1. NHS COVID-19 APP 

 
On Thursday 24th September 2020 the NHS COVID-19 app launched nationwide to help control COVID-19 
transmission alongside national and local contact tracing. 
Features of the app include contact tracing using Bluetooth, risk alerts based on postcode district, QR check-
in at venues, symptom checker and test booking. 
Businesses are required by law to display the official NHS QR code posters so people can check-in at 
different premises with the app, we have installed these posters at our Cowper Street, Slough and 
Wellingborough offices. 
We encourage you to download the NHS COVID-19 app to help control the spread of coronavirus and protect 
yourselves, your loved ones and colleagues. 
 
 

2. Registration of contact details with MJL reception and floor manager.  
 
Please use the NHS COVID-19 app and scan the QR code to log-in on arrival at the offices or sites where 
they are displayed. 
In order we have your correct details please assist our receptionists and floor managers where applicable 
where you will be working by completing the registration form so that if a member of staff does test positive 
we can contact you quickly. Mobile phone numbers are best for this. We also ask for Email addresses where 
you do not have an MJL/E7 email address. Although not compulsory we ask for a home address as well in 
the event we need to shut your floor and can then send over any laptops or documents once cleaned to 
enable you to continue to work from another location.  
 
 

3. If you develop symptoms whilst at work or at home. 
 

If you begin to show symptoms of Coronavirus whilst at work, please leave the and go straight home by the 
most direct route. Do not stop to speak to anyone. Please notify the receptionist of floor manager by phone 
or text, this is to avoid possible spreading of the infection. If you begin to show symptoms of Coronavirus 
whilst at home, arrange a test. Do not return to your place of work. Notify our receptionists, your floor or line 
manager and continue to follow guidance.  
 
Do not attend your place of work if you show or display any of the following symptoms:- 

• A dry continuous cough 
• A High temperature 
• Feeling Nauseous 
• Loss of taste and or / loss of smell 

The new Delta variant symptoms can also be: 
• A Bad headache 
• A runny nose 
• A sore throat 

If you experience any of the above symptoms whilst at work return home immediately after informing 
reception and your line manager. 
 
Arrange to have a Covid-19 test either via the NHS Website, Walk-in centre, local testing station or  
https://www.gov.uk/get-coronavirus-test. 
 
If the test proves negative and you are feeling well, then return to work.  If you continue to feel unwell then contact 
your doctor before you return to work and inform them that you have been tested for Covid-19.  

https://www.gov.uk/get-coronavirus-test
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4. If you are a ‘contact’ of someone in the office, your place of work, socially or at home who has 

tested positive. 
 

From 16 August, you will not be required to self-isolate if you live in the same household as someone with 
COVID-19 and any of the following apply: 

• you are fully vaccinated 
• you are below the age of 18 years 6 months 
• you have taken part in or are currently part of an approved COVID-19 vaccine trial 
• you are not able to get vaccinated for medical reasons 

Fully vaccinated means that you have been vaccinated with an MHRA approved COVID-19 vaccine in the 
UK, and at least 14 days have passed since you received the recommended doses of that vaccine. 

NHS Test and Trace will contact you to let you know that you have been identified as a contact and check 
whether you are legally required to self-isolate. If you are not legally required to self-isolate, you will be 
provided with advice on testing and given guidance on preventing the spread of COVID-19. Even if you do 
not have symptoms, you will be advised to have a PCR test as soon as possible. 

You should not arrange to have a PCR test if you have previously received a positive PCR test result in the 
last 90 days, unless you develop any new symptoms of COVID-19, as it is possible for PCR tests to remain 
positive for some time after COVID-19 infection. 

Even if you are vaccinated, you can still be infected with COVID-19 and pass it on to others. If you are 
identified as a contact of someone with COVID-19 but you are not required to self-isolate, you can help 
protect others by following the guidance on how to stay safe and help prevent the spread. As well as 
getting a PCR test, you may also consider: 

• limiting close contact with other people outside your household, especially in enclosed spaces 
• wearing a face covering in enclosed spaces and where you are unable to maintain social 

distancing 
• limiting contact with anyone who is clinically extremely vulnerable 
• taking part in twice weekly LFD testing 

This advice applies while the person in your household with COVID-19 is self-isolating. 

If you are a health or social care worker who has been identified as a household contact and are exempt 
from self-isolation, there is additional guidance available that you should follow to reduce the risk of spread 
of COVID-19 in these settings. 

Children and young people aged under 18 years 6 months who usually attend an education or childcare 
setting and who have been identified as a close contact should continue to attend the setting as normal. 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-stay-at-home-guidance%2Fstay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection%23PCR&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631673568%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=iBq3Is%2Fd5gUgnOdypZ5dkF2VVzR2W4ebs1w%2BkS8fq4U%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fguidance%2Fcovid-19-coronavirus-restrictions-what-you-can-and-cannot-do%23keeping-yourself-and-others-safe&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631673568%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=S7wxw7IuxrHOzWh6lgrv8NelmR9qy8CbIJwWPe5Tcb4%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Forder-coronavirus-rapid-lateral-flow-tests&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631673568%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=il4afDxtgCvnr9msd1bLo%2F9qhEYZKy6lP6jZUmpEDas%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-management-of-exposed-healthcare-workers-and-patients-in-hospital-settings%2Fcovid-19-management-of-exposed-healthcare-workers-and-patients-in-hospital-settings&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631683527%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=NKxk1ULIDEa%2FFfm5qjNl2dWAb93jEaBdZ7jnAnXV7es%3D&reserved=0
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They do not need to wear a face covering within the setting, but it is expected and recommended that these 
are worn when travelling on public or dedicated transport. 

If you develop symptoms at any time, even if these are mild, self-isolate immediately, arrange to have a 
COVID-19 PCR test and follow the guidance for people with COVID-19 symptoms. 

https://www.gov.uk/government/publications/covid-19-stay-at-home-guidance/stay-at-home-guidance-for-
households-with-possible-coronavirus-covid-19-infection#exempt 

What is meant by a ‘contact’? 

A ‘contact’ is a person who has been close to someone who has tested positive for COVID-19 anytime from 
2 days before the person was symptomatic up to 10 days from onset of symptoms (this is when they are 
infectious to others). For example, a contact can be: 

• people who spend significant time in the same household as a person who has tested positive 
for COVID-19 

• sexual partners 
• a person who has had face-to-face contact (within one metre), with someone who has tested positive 

for COVID-19, including: 
• being coughed on 
• having a face-to-face conversation within one metre 
• having skin-to-skin physical contact, or 
• contact within one metre for one minute or longer without face-to-face contact 

• a person who has been within 2 metres of someone who has tested positive for COVID-19 for more 
than 15 minutes 

• a person who has travelled in a small vehicle with someone who has tested positive for COVID-19 or 
in a large vehicle or plane near someone who has tested positive for COVID-19 

Where an interaction between 2 people has taken place through a Perspex (or equivalent) screen, this would 
not be considered sufficient contact, provided that there has been no other contact such as any of those 
indicated above. 

Contacts who need to self-isolate will be notified and advised accordingly by the NHS Test and Trace 
service. If you have not been notified, this means you do not need to self-isolate.  

If you test positive for Covid-19. 

 
Do not attend your place of work. Inform a receptionist, floor or line manager of your location. Follow 
government guidelines available at https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-
treatment/when-to-self-isolate-and-what-to-do/ and ensure you isolate for 10 days or in accordance with the 
advice given by the government website. When you are cleared to return to work advise your line manager 
and floor manager and they will confirm a return to work date with you.  
If you have any doubts as regards your state of health do not return to work and seek the advice of your 
doctor.  
 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-stay-at-home-guidance%2Fstay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection%23symptoms&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631683527%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=YaR6AdnrHrgGVzpAGzrq0%2B6iNULN5BX6K8wYd8NqFrQ%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fget-coronavirus-test&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631693482%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=lDwRGFVZVg5OV%2BVzFUdRqGJcxY8ZCXNVRHRded%2FU4po%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fget-coronavirus-test&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631693482%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=lDwRGFVZVg5OV%2BVzFUdRqGJcxY8ZCXNVRHRded%2FU4po%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-stay-at-home-guidance%2Fstay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection%23SymptomsPositiveTest&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631693482%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=2pZi%2FZRCZ7dlU5XBUTSjLtWYFMdSBgsbVZQ6DrSFrqQ%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-stay-at-home-guidance%2Fstay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection%23exempt&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631663611%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=r7LaoH1HhuNNfhrG%2BrS8Djrua7GD8uq3%2BxI0FOos6MI%3D&reserved=0
https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.gov.uk%2Fgovernment%2Fpublications%2Fcovid-19-stay-at-home-guidance%2Fstay-at-home-guidance-for-households-with-possible-coronavirus-covid-19-infection%23exempt&data=04%7C01%7CArthur.Lander%40michaellonsdale.com%7C05f1e959e4c94e0d429c08d961591c44%7Ceb053aa6faff4d208fb45f94e8f31daa%7C1%7C0%7C637647857631663611%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=r7LaoH1HhuNNfhrG%2BrS8Djrua7GD8uq3%2BxI0FOos6MI%3D&reserved=0
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/
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5. Working from home while isolating. 

If you are working from home whilst isolating, please ensure your laptop and any other equipment you have 
taken with you is cleaned and disinfected on a regular basis. There are off the shelf disinfectants that reliably 
treat Covid type viruses and these are readily available, do not use bleach on laptops or other digital 
equipment and check the suitability and compatibility before using on equipment.  
 
Please ensure you disinfect the laptop before returning to work.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
What will the Company do in the event of a positive Covid-19 result for one of our workers? 
 
As you know we have already taken steps to reduce the likelihood of transmission in our buildings including 
constructing screens and taking temperature checks on visitors to our building through reception. In the event 
a member of our workforce tests positive for Covid-19 we will implement the following; 
 

1. We will close the floor on which that person was working and embark on an enhanced level of cleaning 
to include disinfecting the entire floor including all hard surfaces, desks, computer keyboards and 
phones.  

2. In tandem with this and using the contact details provided we will 
contact all those who may have come into close contact with the 
affected individual. 

3. The door handles, switches, tea points and toilets will be 
disinfected. 

4. We will steam clean the floor area (not the carpets) 
5. The entire floor will be put out of use until the above measures 

have been implemented. 
6. Those on the floor who may have come into contact with the 

person who tested positive will be asked to get tested to verify 
they are neither carriers of the Virus or infected by it. These tests 
are available via the NHS, contact details as previous. 
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What other measures has the company put in place to ensure a healthy working environment?  
 

1. From Thursday 10th September we employed an additional cleaner in our Cowper St building 
(which is the most visited office) between 11.00am and 3pm who will clean the office spaces and 
meeting rooms on a continuous basis ensuring the highest levels of cleanliness are achieved. 

2. Additional disinfectant wipes will be provided for staff use on every floor alongside the sanitiser 
stations already provided.  

3. The meeting rooms, training room and ground floor reception area (in Cowper St) have been 
steam cleaned and this activity will be repeated on a regular basis going forward. 

4. We will continue to monitor our workspaces to ensure they are as safe as possible for our workers 
and visitors alike and welcome any comments in this regard. 
 

Conclusion: 
 
It is likely over the coming months members of our workforce will test positive for Covid-19, the statistics tell 
us that. As more people return to work and businesses re-open and get back to some normality, the levels 
of contact increase and we must remain vigilant if we are to protect each other.  We are mindful there is 
conflicting advice much of it from government agencies in how we go about our normal daily lives at the 
moment however it is essential we implement the measures outlined in this briefing document if we are to 
remain safe and well during this pandemic.  
 
We are all in this together and the company wishes to thank our workers for their commitment, 
vigilance and fortitude in dealing with this virus, together we will prevail and come out of this a 
stronger better business. 
 
 
Thank you all, 
 
 
Name: Arthur Lander    For and on behalf of the Michael Lonsdale Group 
 
Position: 
Group QHSE Director.   
 
Signature:  

      
Date: 23-08-2022     


