

Communicating key personnel and roles during an outbreak

In the event of an outbreak of COVID-19 at a residential service, the service’s Outbreak Management Team and key personnel at the service will be in close co-operation with public health authorities and other parties to support the emergency response to COVID-19. 

The Aged Care Quality and Safety Commissioner has identified the following actions as important in supporting the effective co-ordination of the onsite COVID-19 response at a service: 
· the approved provider identifies the key personnel of the service in a daily notice on site to support the emergency response to COVID-19. 
· the service clearly identifies the person in charge on site at the service each day, with authority to direct or control the service’s activities in consultation with the public health and emergency response teams. 
· the COVID-19 responders on site can easily identify the person in charge at the service each day. Establish a protocol for this - for example using a fluorescent vest or distinctive arm band.
· a notice setting out daily communication of key personnel, roles and contact numbers are posted at the service. Consider a whiteboard drawn up for this purpose or customise the template provided.
· the service uses the key personnel notice to also capture other personnel who are supporting the COVID-19 emergency response such as public health, emergency personnel, advisors, or ADF on site.
· the key personnel notice can also capture staff who may be performing support roles that do not need to be on site but need to be clearly identified and with contact details (indicate on the notice if a person is operating on site or off site).
· staff wear name badges. 



TODAY’S DATE…………………. NOTICE OF KEY PERSONNEL AND ROLES DURING COVID-19
KEY PERSONNEL OF THE SERVICE 
	Role
	Who is responsible today?
	Contact number
	Are these personnel on site?

	
	
	
	On site
	Off site

	Approved provider 
AP delegate on duty who is making executive decisions about the service
	
	
	
	

	Person in charge at the service 
Senior staff member on site with authority over, and responsibility for planning, and managing the delivery of care and services 
	
	
	
	


	Clinical monitoring 
Oversight of nursing and clinical services; Line Listing
Monitoring high risk residents (positive cases and those who are vulnerable) ; Monitoring clinical indicators identifying areas of risk
	
	
	
	

	Government interface 
Reporting of COVID cases; provision of resident lists; staff lists; testing results; contact tracing; and other info as required;
daily interface meetings and reporting
	
	
	
	

	Infection control 
Infection control processes; screening; cohorting; PPE education and competency assessment; cleaning; Compliance

	
	
	
	

	Contact tracing 
Test results register and summary for residents, staff and contractors; contact tracing spreadsheets for positive cases
	
	
	
	

	Workforce provision   
Workforce Management Plan; staffing the service and liaising with surge workforce agencies and supplementary workforce options.

	
	
	
	

	Workforce support  
Comms and support for staff; outreach to vulnerable workers / positive cases / close contacts; WHS reporting; employee wellbeing and EAP support; representative/union point of contact
	
	
	
	

	Resident /family communication
Updates and communication for residents and their families; Communication for lockdown environment; liaison with OPAN or other consumer advocates; phone hotline for families
	
	
	
	

	Complaints 
Person responsible for receiving and managing complaints 
liaison with OPAN or other consumer advocates
	
	
	
	

	Supply officer
Key contractors – waste and linen; equipment needs within the home; provision of clinical and non-clinical supplies; PPE; Government interface re access to stockpile
	
	
	
	

	Food services
Food supply and meals 
	
	
	
	

	General practitioner 
GP or other visiting clinicians 
	
	
	
	





EMERGENCY RESPONDERS KEY PERSONNEL (tailor as required)
	Role 
	Name 
	Mobile
	Onsite
	Offsite 

	Outbreak Squad lead 
	

	
	
	

	Public Health Unit 
	
	
	

	

	Older Persons Advocacy
Network (OPAN)
	

	
	
	

	[bookmark: _GoBack]COVID-19 testing 
	

	
	
	

	Surge workforce contractor /supplier
	

	
	
	

	Department of Health 
	

	
	
	

	Aged Care Quality and Safety Commission 
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