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1. Aims and Objectives  
This policy applies to all staff and students and aims to control the spread of COVID-19 within 

the learning spaces and workplace, protect staff and student health and maintain essential 

business at the Royal Veterinary College (RVC). The policy will define the RVC process and 

identify key contacts for early notification. The information gathered in the period between a 

suspected and confirmed case of COVID-19 at the RVC could be used to prevent an outbreak 

of COVID-19 at the RVC, where an outbreak is defined as the identification of two or more 

confirmed and connected cases of COVID-19. It will not replace the NHS Test and Trace 

process but may be a source of local knowledge that will expedite actions in the event of 

COVID-19 positive cases.  

  

2. Accessing a COVID-19 Test   
All staff and students must be aware of the 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
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.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/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/get-coronavirus-test
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works
https://www.bva.co.uk/news-and-blog/news-article/government-recognises-test-and-trace-challenge-for-vet-practices-in-england/
https://www.bva.co.uk/news-and-blog/news-article/government-recognises-test-and-trace-challenge-for-vet-practices-in-england/
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-have-had-close-contact-with-someone-who-has-coronavirus
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-have-had-close-contact-with-someone-who-has-coronavirus
https://www.gov.uk/guidance/nhs-test-and-trace-how-it-works#people-who-have-had-close-contact-with-someone-who-has-coronavirus
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• travelling in a car or other small vehicle with someone (even on a short journey) or 

close to them on a plane.  

 

In order to assist NHS Track and Trace efforts QR codes have been created for both 

Hawkshead, Boltons Park Farm and Camden. Staff and students are requested to check in 

using the codes every day on campus. This is a mandatory requirement for contractors, clients 

and other visitors and if they have no access to the NHS App, these groups should leave their 

contact details as requested.   

  

4. Triggers for RVC Notification of a Suspected COVID-19 case  
Staff and students are required to notify the RVC when the following apply.   

If you:  

• are experiencing COVID-19 symptoms   

• live in a household (or are a student in an IMR rotation bubble) with someone 

experiencing COVID-19 symptoms and are required to self-isolate  

• have been contacted by NHS test and trace as they have identified you as a high risk 

‘close contact’ due to your level of contact with a person who is a confirmed COVID19 

case and are required to self-isolate.  

  

5. COVID-19 Reporting and Contact Tracing Process for Employees  
In the event of a trigger detailed in section 4, you must contact your departmental tracking 

administrator and your line manager as soon as possible. Details of the COVID Contact 

Tracers for each department can be found in section 7. Your COVID Contact Tracer 

https://intranet.rvc.ac.uk/hr-internal/documents/COVID-19EmployeeabsenceloggingForm-V8-21September2020.docx
https://intranet.rvc.ac.uk/hr-internal/documents/COVID19EmployeeSelf-declarationFormV731July2020.docx
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6. COVID-19 Reporting and Contact Trace Process for Students  
If you experience symptoms or have any of the trigger points detailed in Section 4, you must 

notify us immediately by completing the COVID notification form. If you are unable to complete 

the form please contact the Advice Centre as soon as possible (advice@rvc.ac.uk, 020 8051 

3500). On receipt of the form the Advice Centre will contact you to advise further and support 

you through the process of self-isolation. Dependent on your responses to the questions on 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2FPages%2FResponsePage.aspx%3Fid%3DfL6jRQKUvk-tQ40frr-0LQEz7O_WKVxKpAmPWG3cT0BUOFFLUFlRV0UzOTVHT0syQlVKQkM0VzQ3UC4u&data=02%7C01%7Cclowes%40rvc.ac.uk%7C4740b674c76a491a594108d85e2a8153%7C45a3be7c94024fbead438d1faebfb42d%7C0%7C0%7C637362883928725358&sdata=f%2BuvrEgeL2htam685G6%2F1yRMifDtLGD2mt1jITrhewg%3D&reserved=0
mailto:advice@rvc.ac.uk
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Health and  

Safety  

Manager  

Julie Forster  julieforster@rvc.ac.uk  01707666087;  

07525234530  

Head of 

Governance 

Matthew Grigson mgrigson@rvc.ac.uk 
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Appendix 1: Summary of Staff processes 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

Version - 2nd October 2020  

 

Appendix 2: Staff Tracking Form for Suspected Covid-19 Case 
 

A – You Details  

Name  Email  

Department   Phone  

Campus   Office  

Main Lab  Hospital  

Line Manager  

 

 

B - Why Are You Self Isolating? (Tick the one that applies) 

 I have COVID symptoms (NHS Symptom Checker) 

 I have tested positive for COVID 

 A member of my household / flat share/ another close contact has symptoms 

 I have been advised by Public Health England, Track and Trace or the NHS to self-isolate 

 I have been in contact with a confirmed positive case of COVID 

 Other reason (Isolation after travel; Shielding) 

 

 

C - Testing (delete/update as appropriate) 

Yes/No Have you had a COVID 19 Test? 

Yes/No If not have you booked a COVID 19 Test? Make sure you notify your Covid Contact Tracer 

as soon as you have the result 

DD/MM/YY Date of test 

What type of test did you have? (Tick the one that applies) 

 NHS Walk-in centre  

 NHS Drive in centre 

 NHS Postal kit  

 Private Test 

https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/
https://www.gov.uk/get-coronavirus-test


  

/Media/Default/About/Human%20Resources/Documents/employee-sickness-self-certificate.docx
https://intranet.rvc.ac.uk/hr-internal/documents/Coronavirus-Self-declarationForm-V7-31July2020.docx
https://intranet.rvc.ac.uk/hr-internal/documents/Coronavirus-Self-declarationForm-V7-31July2020.docx




  

Version - 2nd October 2020  

 

Appendix 3: Covid Contact Tracer Follow-up action Guidance 
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https://www.gov.uk/guidance/coronavirus-covid-19-information-for-the-public
https://intranet.rvc.ac.uk/information-and-services/coronavirus/good-hygiene.cfm
https://intranet.rvc.ac.uk/information-and-services/coronavirus/good-hygiene.cfm
https://intranet.rvc.ac.uk/information-and-services/coronavirus/good-hygiene.cfm
https://intranet.rvc.ac.uk/information-and-services/coronavirus/good-hygiene.cfm
/Media/Default/COVID-19/Documents/RVC-Notification-process-contact-tracing-for-staff-and-students.pdf
https://www.nhs.uk/conditions/coronavirus-covid-19/self-isolation-and-treatment/when-to-self-isolate-and-what-to-do/
/Media/Default/COVID-19/Documents/RVC-Notification-process-contact-tracing-for-staff-and-students.pdf
mailto:advice@rvc.ac.uk
https://www.mind.org.uk/information-support/coronavirus/coronavirus-and-your-wellbeing/
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https://learn.rvc.ac.uk/course/view.php?id=722
https://learn.rvc.ac.uk/course/view.php?id=722
https://learn.rvc.ac.uk/course/view.php?id=1639
https://www.gov.uk/get-coronavirus-test

