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The transfer of care
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. 9 things you need to know

We will continue to test staff
reqularly as part of our National

Not much will change
response to COVID 19.

This means we will be able to

It will increase capacity | testmore people and get the

results back to you guicker.

The use of more indepth
testing means fewer false
positives.

It will improve accuracy

You said, we did — this is
reflected in the refvisefj
process.

New system same process

To view the guidelines and
introductory video visit

You will be supported

For post golive support phone

Supporting each other and working together
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Asymptomatic weekly testing of staff is an important step in protecting
vulnerable residents within care homes. It also helps protect individual
staff, colleagues and the wider public and is an important part of the
national effort to tackle coronavirus.

Thank you for everything you are doing to help the country beat the
virus at this hugely challenging time.

Note: All previously used kits from DHSC will be arranged to be
collected by the new courier.
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You can start to plan for how you will conduct testing in your care
home with the following steps. This will help to ensure that you are
ready to start as soon as the test kits arrive.

« Familiarise yourself with the guidance and instructions and

assist your team to prepare by watching this instruction video
(press F5 or click Slide show from Current slide to access video link)

« Discuss the testing approach with your staff

« Please follow best practice to obtain consent

« Review your personal protective equipment (PPE) supply and
ensure you have the correct PPE to carry out testing

« Ensure a proper workstation is available for preparing and
packing the tests

« Look out for the delivery confirmation email letting you know
when tests will be delivered
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https://www.hps.scot.nhs.uk/web-resources-container/covid-19-obtaining-an-upper-respiratory-tract-diagnostic-sample/
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Prepare your Care Home for testing — v
Apply for tests for your Care Home Scotiand

 Go to website: www.covidtestingportal.scot
* Tick “I'm not a robot’

* Follow instructions on page

* Click the “Continue” button

Welcome

Thank you for accessing the Covid testing and registration system.
Please use this system to ...

To access the system please select 'I'm not a robot’ below and click on the requested
images

™
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http://www.covidtestingportal.scot/
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Apply for tests for your Care Home - Scotiand

« Follow instructions on page and click PCR Testing

Please select what type of test you want to take/have taken and click the
appropriate button below:
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Prepare your Care Home for testing

« Confirm the Care Home Organisation details
« Select from the options on the page and click the relevant
tile to go to the associated form

Please select what you need to do from the buttons below:

B a

Register Test Kits Request Tests Book Courier Collection
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Prepare your Care Home for testing

Staff without symptoms

All care home staff (including agency workers) without
symptoms should be tested weekly, even if they have
previously tested negative for COVID-109.

Staff members should continue to use a consent form on
which agreement is made for results to be sent by email to
care home manager (some areas also attach copy bar code to
the consent form to complete record).

Staff with symptoms should NOT be tested in the care home
Staff with symptoms should be referred directly to the local
NHS Testing Team.

Staff who have previously tested positive do not require to
be retested for 90 days unless showing symptoms.
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¥ou must know the steps to follow
before performing o diognostic swob
test ond reod the Instructions thaot
come with the swab testing kit

| Meepoutof tha reach of children
‘' Chon the spil with housaho
bicach or disintocting wipas
D0 MO Fwolkow the soiation
Do MY reusa Hhadevicn /pack

Scon O Cod for Solaly
Informmiation ond Mol sofety

“Thack your testing bag. Fthe bog Is opensd,
domaged or missing componants do NOT use
tha kit. Register the bar coda ogainst your
wnique identifier code on the webska os
advisad by your orgonisation

—

Remova swab from pockoge, holding It ot the
and of tha stick. Do HOT touch the tip of tha
swob toawold contaminction.

Remeva the swob from your mouth baing
carchul HOT to touch the tongee, teath,
or gams.

Ploca tha tipof the swab into the battle with
the liguid and swirl tha swab in the bguid for
10 seconds. As you ramova the swob from the
botts, prassthe tip ogainst the inside of the

bottl to squears out ony remaining bquid.

+  you must ROT sot Immediotely
bafora taking the test

+ gantly blow your nese Into a tisss
ond disposs of Immediotaly into o bin
+ you must wash your homds with soop
ond water or aloshal based hand rub (ABHR)

+ chedk the contents of the swabbing
kat ara all included*, and tha expiry
dates on the soli-sealed bog and
indhidual components of the ki

+ osalf.secled plastic bog

+ o small bottls contoining hiquid

+ aswab [long stick with o
‘eotton bud® ot thieamd)
on Imnar bag with an chsorbonca liner to
put the sampls bottle in whan completa

+ ospare barcods labal tc be
otioched to your own record

+ oplostic bog usad to transpaort up to 30
somplo kits back to the loborotory

ot If T 0n & apan, domaged, of I thrs i mEsing Componens,

ucting e eins TRTEEING 532 ket o FeTErEncs TTTEss.

i

Taka the small bettls containing the liquid and
ploca on o clean, dry stoble sface. Unsoaw
tha id ard ploco on tha surfoce

Stand In front of a miror, open your mewth os
wids oz pessibla soyou conssa the back of
your throot and tonsils if you have tham.

-
3

N
e

Titt your head bock and gently Insert the
sam swab, olong the floor of the nasal
passoga obout ons Inch (2.50m) imo the

nastrl until gentla resistanca ks k.

11
T

Socurely replacs the bottha lid. Place usad
swob In o chinkcol woste recaptoca, or In o tied
bin bogand stora the bin bog sofely for 72
hours bafora pladng It In yowroutside bin.
Now wash your konds.

3 x f'lq'xp

Do HOT pour liguid ewt. The lcboratoryuses it

o detect the vinus. Do NOT towch the Bquid or

got iton your skin. If you do, plecsswash your
skin immediotaly with lots of woter.

D NOT touch the tongua, tecth, or gums with
tha swoh. Plocs swab right ot the bock of the
mouth, ond rotate it along tha badk of
the throct and tonsiks for 10 seconds.

Rotota tha swob gently ogalnst the insida lining

of tha noss for 10-15 saconds. Remowe the swob

carsfully without touching the external nozal
skinor face.

i

Placs sample botts Into tha Inner bog and firmily
saal. Than ploce this bag in the sif-sealed bog
ond than indo tronskt bog. Therse sheald be ne

miers thon 20 samplas Inthe transit bag. Send
transit bog via courker for testing ond retain the

spore barcoda for your recands.

12

o KHS Educntion for Sootiond 2e20. This:rssens may bamade ovoilabis, in kil or summory form, in-oifemative formats. ond commenity longuoges. Placss oo o5 one131 ese X200 of omal
P [ Copen conan
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Register Test Kits

AN

Important

Please only test on a day that you
have a confirmed courier collection
arranged




Register Test Kits

« Select the “Register Test Kits” tile to go to the form to make
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a request
Please select what you need to do from the buttons below:
(- )
'd = G
Register Test Kits Request Tests Book Courier Collection
Register your test kits. Apply for coronavirus tests for your organisation Arrange a courier to collect your used testing kits
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Register Test Kits — Individual Test Natomal
Registration Scotiand

« Select the “Individual Test Registration” tile to register an
Individual against a test kit

Please select whether you are registering an individual test or multiple
registrations

~

Individual Test Registration Bulk Upload

gister your own test kit Bulk upload of test registrations using E

xcel template
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« Check the Care Home address details are correct
 Scroll down

Home ¥ Individual Test Registration

Individual Test Registration
Abercorn Nursing Home

Postcode

EEEEEEE
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Register Test Kits —test kit and Natomal
symptoms Scotiand

« Type in Kit URN (unique test kit ID/barcode)

- Enter date and time swab was taken (or select from
calendar)

« Select if the person is showing symptoms or not (Yes/No)

- Enter date of onset of symptoms if applicable (or select
from calendar) NOTE: this is mandatory if “Showing
symptoms” is selected as “Yes”
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« Type in First name

* Type in Last name

* Enter date of birth (or select from calendar)
- Select Gender

« Select Ethnic group

« Provide CHI number (if known)
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- Select Country
« Type in Postcode
* Type in First line of address

Required information
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Register test kits — Work and Contact Natomal
detalls Scotland

- Select if Currently in work

« Select Area of work (mandatory if currently in work)
« Select Occupation (mandatory if currently in work)
- Type in Employer (mandatory if currently in work)

« Type Results email address

« Type Results mobile number
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Register Test Kits — Bulk Upload Test Natomal
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« Select the “Bulk Upload” tile to register multiple people
against test kits using an Excel template

Please select whether you are registering an individual test or multiple
registrations

Bulk Upload

Individual Test Registration

gister your own test kit Bulk upload of test registrations using E

xcel template
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Register Test Kits — Care Home details

and Consent

 Check the Care Home address details are correct

« Tick boxes to Confirm you have consent

Care Home
Street
Town
Postcode

Care Home Organisation:

NHS
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Upload a file
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Upload personal details

To enter and upload personal details using our spreadsheet:
load our record keeping spreadsheet if you have not already
o not add any extra sheets, rows or columns

r personal details for up to 50 people at a time
» save the completed spreadsheet and then upload it

Choose file | No file chosen

Note: this may take a moment to upload, please then confirm you have consent below

Confirm you have consent

1 confirm that I've got consent from each person to register them

1 confirm that I've got consent for the results to go to the contact details entered for them
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Keeping Spreadsheet Scotland

« Click on the “download our record keeping spreadsheet”
« Open the downloaded file

Care Home Organisation: (51234567899

Care Home
Street
Town
Postcode

Upload personal details

To enter and upload personal details using our spreadsheet:

I o download o
* do not add any extra sheets, rows or columns

|

t
e enter personal details for up to 50 people at a time
e save the completed spreadsheet and then upload it

ur record keeping spreadsheet if you have not already I

Upload a file
Choose file | No file chosen

Note: this may take a moment to upload, please then confirm you have consent below

Confirm you have consent

1 confirm that I've got consent from each person to register them

1 confirm that I've got consent for the results to go to the contact details entered for them
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« Fill out each section using the Guidance tab
« Make sure all details are entered and no mandatory fields

are missing
« Save your changes with a new file name including today’s

date in the name

If you have accidently included a staff member that is not
required they can be deleted by clicking on the dustbin icon.
Note: Depending on the resolution of your screen you may
have to scroll right to see this

NOTE: Take extra care to ensure that email addresses and phone numbers are correct, as this is where test results will be sent.

Test Kit URN Data and time swab taken FirstMame  Last Name Date of birth Gender | Results email Results mobile
JAMES HARRIS 12/08/1970 Male richard.mcewan@gmail.com (07557667494 i
ANGELA CHANNING 12/08/1972 Female richard.mcewan@gmail.com 07557667494 i)
PY AT 1nna AT R T T S ST PP W
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Register Test Kits — Filling out the Excel
Sheet (continued)

If you accidentally leave the screen below:

NOTE: Take extra care to ensure that email addresses and phone numbers are correct, as this is where test results will be sent.

Test Kit URN Data and time swab taken First Name Last Name Date of birth Gender | Results email
JAMES HARRIS 12/08/1970 Male richard.mcewan@gmail.com
ANGELA CHANNING 12/08/1972 Female richard.mcewan@gmail.com

FILEA TIARENT AR 1 inal1nTn -1 O | P

You will be presented with the following:

NHS
N

Natic_)nal
Services
Scotland
Results mobile
07557667494 i
07557667494 i
rrrrrrrrrrr e

Click the Confirm Existing button to

Test Registrations Not Confirmed

Test registration records for your Care Home have been found existing in the

system that have not yet been confirmed.

return to the data entry screen
If you close your web browser for any

If you would like to go to the page to complete the confirmation of the test kit reason before a” the deta”S have been
registrations please click on the button below. entered, Log Into the appllCatlon agaln,
Registrations to be confirmed: go tO Bulk Upload and upload a blank
10

I Confirm Existing
¢

wouwul Iy
powered by NSS

spreadsheet. Your previously
uncompleted spreadsheet will display



Register Test Kits — Uploading the

Excel Sheet

* Click on the “Choose file” button
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« Select the file you saved with the information on the previous slide
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Care Home Organisation: (51234567899

Care Home
Street
Town
Postcode

Upload personal details

To enter and upload personal details using our spreadsheet:

load our record keeping spreadsheet if you have not already
o not add any extra sheets, rows or columns
r personal details for up to 50 people at a time
® save the completed spreadsheet and then upload it

Upload a file
Choose file | No file chosen

Note: this may take a moment to upload, please then confirm you have consent below

Confirm you have consent

[J 1 confirm that I've got consent from each person to register them

1 confirm that I've got consent for the results to go to the contact details entered for them



Register Test Kits — Uploading the

Excel Sheet (continued)

« This message will show when the file is uploaded:

File uploaded ... please confirm your consent then click 'Continue' to move to next step

* Click the “Continue” button
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Care Home Organisation: CS1234567899

Care Home
Street
Town
Postcode

NHS
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Upload personal details

To enter and upload personal details using our spreadsheet:
* download our record keeping spreadsheet if you have not already
* do not add any extra sheets, rows or columns

« enter personal details for up to 50 people at a time
* save the completed spreadsheet and then upload it

Upload afile
Choose file | Register-or...locked.xlsx

Note: this may take a moment to upload, please then confirm you have consent below

Confirm you have consent

I confirm that I've got consent from each person to register them

I confirm that I've got consent for the results to go to the contact details entered for them

File uploaded ... please confirm your consent then click 'Continue’ to move to next step
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Excel Sheet (continued) Scotland

« The Excel Sheet imported the details for every person listed

« Click on the row for each list entry to edit that person’s details,
enter the Test Kit URN and the Date and time swab was taken
(refer to Individual Test Registration details for more information)

Complete Registration Details

Please complete all details for the registrations using the table below.
Before entering the Barcode/URN and time of test for each individual, please do a check of personal details to ensure that they are correct. To see details in full, click each entry in the table.

NOTE: Take extra care to ensure that email addresses and phone numbers are correct, as this is where test results will be sent.

= @ Uploaded Care Home Test Kit Registrations

Test Kit URN Data and time swab taken Showing symptoms? First Name Last Name A Dateofbirth Gender Currently in work? = Results email Results mobile
No Firstname Lastname 21/09/1988 Female No firstlast@email.com 07912345678
No undefined undefined undefined  undefined undefined undefined
No undefined undefined 23/01/2000 Male undefined undefined undefined

4 4

< > Rows1-3o0f3

v Confirm all details
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Register Test Kits — Editing individual ———
tems

* Enter the “Test Kit URN” and “Date and time swab taken” fields

« Check all information is correct on the form and edit if necessary
* Click the “Save” button on the bottom of the form

* Click the “Return to the list” button to edit other entries

* Repeat for every person listed until the list is completed

< Return to upload list

= 11/11/2020 13:09:00 guest 17

Care Home Test Kit Registration
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« Click “Confirm all entries” button when finished entering all
iInformation. Note: if there are validation issues or mandatory
Information is missing, an error will show (see below)

* Click “OK” to return to the list

« Check all entries on the list to ensure all missing information is
provided then click the “Confirm all entries” button to proceed

Some mandatory fields are missing, please check all records have
mandatory fields filled in.
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When the “Confirm all entries” button is clicked, a confirmation
page will load, showing the number of test kit registrations

« If you need to submit more test kit registrations, use the “Register
more test kits” button. This will take you back to the original
landing page with all options

Test Kit Registrations Confirmation

Thank you for submitting your test kit registrations.

Total registrations submitted: 3

Register more test kits

Digital and
Security

powered by NSS



NHS
—~

National
Services
Scotland

Request Tests

AN

Important

(This will only be required to be done
ad-hoc as a schedule will be in place
for each Care Home)




Ordering staff test kits

- Select the “Request Tests” tile to go to the form to make a

request

NHS
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Scotland

-

~

Please select what you need to do from the buttons below:

Y 4
Register Test Kits

Register your test kits.

Request Tests

Apply for coronavirus tests for your organ

isation

Book Courier Collection

Arrange a courier

to co

llect your used testing kits

\Q

/
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Ordering staff test kits

« Greyed out fields are read-only

* Required information fields have a red asterisk next to
them and are highlighted in red — these are mandatory, the

form cannot be submitted without them

Name
Abercorn Nursing Home

NHS
N

National
Services
Scotland

Required information

Number of testing kits required (maxi...

Tick this box to confirm that you can d...

Primary contact first name

Digital and
Security
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* Number of boxes of test kits required (box contains 160 kits)

1

*O  Tick this box to confirm that you can do your testing over a weekend
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Ordering staff test kits — Care Home Natomal
and test kit details Scotland

 Check the Care Home address details are correct
* Click on the “Request Test Kits” tile

Town . o .
stststststst Request Test Kits

Digital and
Security

powered by NSS



NHS

Ordering staff test kits — Care Home ———
and test kit details 'Sé'cotﬂad'

« Check the Care Home address details are correct

« Test kits will kits will com in boxes of 160.

« Select the drop-down to enter number of test kits required
(e.g. 1-3 boxes)

« Tick the box to confirm that you can do your testing over a
weekend

« Scroll down

SSSSSSSS
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- Enter Primary Contact details

SSSSSSSS
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Ordering staff test kits — Secondary Natomal
Contact details Scotland

- If Secondary Contact details are required, select “Yes” from
the dropdown and enter details
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« Any residual test kits not used should be retained by the care
home for future weekly staff testing. Please do not return
unused test kits with the courier.

« Store test kits in a safe place with an ambient temperature of
between 5 and 22 degrees Celsius.

« Make sure you book the courier first and then test on the same
day as the courier collection. It is important to test on the same
day as courier collection as once a test has been used it must
be tested by the lab within 48 hours of swabbing or the test will
become void.
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« There will be a schedule devised for courier collection —
there is no requirement on staff to book courier.
Emergency collections can be organised directly via
courier if required.

* Any issues with collections can be picked up by the courier
- this is to ensure there is no need to retest staff due to
collection issues (contact details shown on slide 44).
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contact:
Contact Details

—— First Line Support (likely to come from | Raise a call with the First Line Helpdesk (Ascensos) on
a Care Home manager / admin from 0800 008 6587
larger Care Homes)

Turnaround time issue — from test to Raise a call with the First Line Helpdesk (Ascensos) on
result 0800 008 6587
IT Portal Technical Queries (e.g. Raise a call with the IT Helpdesk via button on IT portal

systems issues, registration,
adding/removing new member of

staff)
Testing Kit requests / queries (e.g. 0333 234 2888 (Sykes Helpline)
relating to kit and LFT devices
4 delivery)
Inconclusive results Raise a call with the First Line Helpdesk (Ascensos) on
0800 008 6587
Kit deliveries Raise a call with the First Line Helpdesk (Ascensos) on

0800 008 6587

Courier (e.g. request a courier pick up | 0845 123 1230 (24-hour line).
/ queries) - Eagle Courier Primary user through the night is SNBTS.

Digital and
' Se%urity 89) 69
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