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COVID Positive Result - Incident Procedure 
 
 
 
 

 
 
 
 

           

 

 

 

 

Who was the infected person? 

         

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

Notified of a confirmed 
COVID-19 case, associated 

with the business.  Any 
Person 

Guest 

 

Third Party (i.e. 
contractor) 

 

Member of Staff 

Notify Regional Director and CSC 
immediately. 

Complete COVID Illness Reporting Form 
and log details onto Complyforce (if 

applicable) 

 

Internally identify anyone who may have 
been in close contact with the infected 

individual  
(Defined as within 2 metres for 15 or more 
minutes) full close contact link click here 

 

The infected individual is likely 
to be contacted by NHS test 
and trace.   

Anyone identified as a close contact 
should be contacted and advised to self-

isolate for 14 days.   

 

Should any individual self-isolating 
develop symptoms or be tested 
positive then they must self-isolate 
for at least 10 days from day of 
first symptoms or date of test if a 
symptomatic. 

Identify any areas where 
member of staff has recently 
worked and ensure thorough 
cleaning and fogging of area. 

Company COVID cleaning 
arrangement to be followed 

 

Member of staff to remain self-
isolating and away from 

business for at least 10days 
and until clear of all symptoms. 

 

COVID-19 Return to Work form 
to be completed via 

video/phone call prior to 
returning. 

 

If guest is onsite they must go to 
their room and self-isolate.  If non-
resident than should return home  

 

If guest is no longer onsite or 
following departure then bedroom 

occupied to be decommission for at 
least 72 hours after departure.  (If 

possible).  Bedroom then to be 
fogged/cleaned using COVID 

cleaning arrangement. 

 

If bedroom is already re let or 
cleaning completed then review of 

bedroom cleaning form to be 
assessed to confirm procedures 
have been completed correctly. 

RIDDOR Reporting of COVID-19 
COVID-19 is now reportable as a dangerous occurrence! 
You must only make a report; if there is reasonable evidence that the indivudal has been exposed to the virus at work. 
 

PLEASE DO NOT REPORT ANY COVID INCIDENT UNTIL DETAILS HAVE BEEN REVIEWED WITH THE CSC TEAM  

Identify any areas where 
individual has recently visited 
and ensure thorough cleaning 

of area. Company COVID 
cleaning arrangement to be 

followed.  Investigation form to 
be completed. 

 

 
Contractor’s employer to be 

contacted and notified. 

 

Hold investigation with anyone who may 
have been in contact with infected 

individual. 
Remote video meeting.  (Investigation 
form from company policy to be used)   

 

Anyone who travelled with or is part 
of the same bubble as infected 

guest, should isolate in their room 
whilst investigation is undertaken. 

 

Identify any areas where guest has 
visited and ensure thorough cleaning 
of area. Company COVID cleaning 

arrangement to be followed 

 

Food and drink to be delivered to the 
door and left outside.  Bin liners to be 
provided for rubbish and dirty linen 
items to be double bagged 

If contractor displays COVID 
symptoms onsite a suitable 

isolation room should be 
utilised.  Employer to be 

contacted to arrange suitable 
arrangements to travel home. 

 

https://www.google.com/search?q=uk%20close%20contact%20definition

