
 
 

Covid-19 Protocols for Staff  

Coming to The Place 

 If your role is primarily office-based you should continue to work from home, until further 
notice. 

 Activities in the theatre and studios will carry on so if you are supporting those activities you 
should plan to come into the building as normal. 

 You should complete the new Visitor Form  each day you attend The Place which creates a 
register of attendance in the building for NHS Test & Trace reporting and contacting 
individuals if a positive case is reported. 

 If you are attending the building, more than once a week, you should take regular lateral 
flow tests before coming to The Place. The suggested frequency is at least twice per week. 
Free Lateral Flow Tests are available by ordering online or from local pharmacies or test 
centres.  

 Please also complete the  Updated Vaccination Survey  The Place can advise you accurately 
in case you came in close contact of a positive Covid-19 case on the premises.  

 If you do need to come into the office, you should continue to wear a face covering in the 
communal spaces and in the theatre. You are now also required to wear a face covering in 
meetings and at your desk unless you are the only person using the room. 

 
 

What should I do in the event of developing symptoms or testing positive for Covid-19? 
 
 If you develop symptoms, you should not come to The Place, if you are already on site you 

should return home immediately by the most direct route. You should make your Line 
Manager aware as soon as possible and the Covid-19 Officer 
corinne.beaver@theplace.org.uk 

 If you develop Covid-19 symptoms you must get a confirmatory PCR test. If the PCR test is 
positive you are required to self-isolate. From Monday 17th Jan, you can stop self-isolating 
after 5 full days if you have two negative lateral flow tests 24 hours apart, the earliest being 
taken on day 5.  

 If you test positive on your Lateral Flow Test but have no symptoms you do not need to get 
a confirmatory PCR test but should self-isolate. From Monday 17th Jan, you can stop self-
isolating after 5 full days if you have two negative lateral flow tests 24 hours apart, the 
earliest being taken on day 5.  

 Employees should keep their line manager informed of their expected return to work date.  
They will support the return to work and make any adjustments needed.   

 
What should I do in the event of someone else who has been on site developing symptoms 
or testing positive for Covid-19? 
 
 If you become aware of someone at The Place, or a recent visitor to The Place with Covid-

19 symptoms or a positive Lateral Flow Test you must inform the Covid-19 
Officer: corinne.beaver@theplace.org.uk as soon as possible.  

 

https://forms.office.com/Pages/ResponsePage.aspx?id=x9UJ9qEuwEyrU4Os1xwfAA20PQSVcadIhL00DbUOojVUNkwyWDlBNUVEUUUzVzRUSVZLR0lJN0tFNC4u&dm_i=1T9U,7OM1T,FNPKSG,VBJME,1
https://forms.office.com/r/GtZSA3j05nso
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How should I report details of an employee with symptoms or a positive test for Covid-19? 

 
 Line managers who are informed of an employee with symptoms should contact the Covid-

19 Officer: corinne.beaver@theplace.org.uk as soon as possible. Please provide as much 
of the following information as possible:  
 Details of the case (name, address, contact number, email)  
 Job role 
 Salaried/hourly paid staff 
 Date the case was reported  
 When the individual(s) became unwell   
 When was case PCR tested? (If already tested.)   
 When was the PCR test result known? (If already known.)  
 Was the person present on site in the 48 hours before symptoms started (or from 

positive test if no symptoms). If so when?  
 People at The Place with which the individual(s) had close contacts in the last 48 hours/ 

include areas of the building visited e.g. Staff Room, café, studios etc.  
 Details of control measures taken  

 
All positive PCR cases should be sent by Line Managers/ HODs to: 
absencereport@theplace.org.uk where data is collated across the organisation in line with our 
reporting requirements.  
 

What will happen if I am in contact with a positive Covid-19 case on site?  

Anyone who is identified as having been a potential close contact of a confirmed Covid case will be 
contacted by a member of The Place staff and asked to follow government guidelines including 
being instructed to self-isolate for 10 days if they are not fully vaccinated, medically exempt from 
vaccination or are contacted by NHS Test & Trace. 

 

 

This information may be updated in line with government guidelines. You will be made aware of 
any changes in this guidance via News of the Week/News of the Month e-newsletters.  

Please contact the Covid-19 Officer: corinne.beaver@theplace.org.uk or the HR department for 
any immediate staff advice or concerns.  
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