
DERBYSHIRE
 STAFF TESTING STANDARD OPERATING PROCEDURE USING RANDOX TESTING 

The enclosed Standard Operating Procedure (SOP) outlines a local process for testing staff members or household members who may be displaying symptoms associated with COVID 19.
For the purpose of this SOP the staff/ household member will be referred to as the ‘subject’.
Please note that whilst the Randox literature refers to the test kits as “self-testing” the two Derbyshire testing centres have clinicians on sight who take the swabs unless the individual wants to take their own swab or their childs (see referral criteria)
Administration of Appointments 
First Sift
Each organisation will adopt the criteria for Covid-19 testing outlined below. Identified individuals will need to match the outlined criteria and complied into the referral template (annex a). This will be sent to the DDCCG dedicated Staff Testing In-box (ddccg.covid19keyhcwtesting@nhs.net) ideally by 11.00am each day.
Second Sift
Each organisation will have a number of allocated daily slots. DDCCG Staff Testing Cell will review all referrals against the availability of slots and if required allocation will be adapted to meet demand against the agreed criteria. 
Subject will be contacted and further data details obtained. This will include:
· Confirm Personal details: Name, DOB, Post Code
· Contact details: phone number 
· ID card/ Number if applicable 
· Car registration number
· Organisation affiliation
Confirmation of appointment will be given by phone with a follow up email providing confirmation details and link for self-registration.
A schedule of appointments will be made available to the Testing Centres in advance of the testing session.
If an individual cannot get to a testing centre they will be sent the link to the Gov.UK website to access the self-referral portal where the individual can request a home testing kit if they fit the eligibility criteria: https://www.gov.uk/guidance/coronavirus-covid-19-getting-tested#arrange-a-test


DDCCG Staff Testing Cell to submit confirmed list to DHU by 17.00 ready for delivery of testing kits.

Referral Criteria:
Key workers who have Covid 19 symptoms and are isolating, or household members of key workers who have Covid 19 symptoms for 1-5 days and are therefore causing the key worker to isolate.
If the key-worker is self-isolating because a child (under 18) in their household member is symptomatic, but the key worker is not in this instance, only the under 18 household member of the keyworker is eligible to receive a COVID-19 test;

The current guidance regarding testing children at satellite centres is:
Children from the ages of 12 to 18 may elect to swab themselves under parental guidance or be swabbed by their parent or guardian
Children between the age of 2yrs and 12yrs of age should have the swab administered by a parent/guardian/ healthcare professional regardless of the testing setting.
Children between the age of 2 and 5yrs will be tested at the designated Derbyshire satellite test sites using Randox swab kits (throat only) 
Children between the age of 6mths and two years will be tested at the designated Derbyshire satellite test sites using NHS lab swab kits (throat only) which will be processed at either UHDB or CRH.
Children under the age of 6 months cannot be tested.
The subject must be able to drive or be driven to the test centres in a car from their household as these are not walk through.

[bookmark: _Toc36480881]Drive Through Testing Pathway
All bookings and spreadsheet formulated by DDCCG Staff Testing Cell
Spreadsheet sent to DHU at 5pm

Spreadsheet printed off by DHU x2 for ‘Drive-thru’ marshal/security
Dedicated laptop at site to access/complete spreadsheet
CHESTERFIELD
Technique Stadium
1886 Sheffield Road, Chesterfield S41 8NZ
DERBY
Toyota UK
Burnaston Plant
DE65 6DX
Barcode entered onto spreadsheet on laptop
Swab pack/barcodes placed under windscreen wiper
Advised to move down to lane
Swab taken and visual assessment of client completed 
Randox instruction leaflet with barcode attached given to the client



Swab collection
Swabs collected by Courier at 5pm from both Proact/Johnson (notify Deloitte early in the day if delay suspected and the courier arrival time can be amended)
End of testing day; spreadsheet emailed to:
Ddccg.covid.19@nhs.net 
Complete the below link which details number of tests completed
Any field that does not apply enter 0 
https://ppds.palantirfoundry.co.uk/secure-upload/forms/7hyt7nzzsm5dip6p5jdq7oko4i
Deloitte will monitor and replace our stock given the information we send

Patient unwell – immediate review by clinician
· Observations completed
· Clinical assessment undertaken, if appropriate

Requires admission:-
· Admit to nearest hospital either via own transport or 999
· Pre-alert hospital and confirm site for review


























SUMMARY OF THE SAMPLING PROCEDURE FOR DELOITTE’S
Step 1 Test preparation: 
Attach one adhesive URN label to the small sample collection tub containing liquid, see below:
[bookmark: _GoBack][image: ]

Attach a second label to the pathoseal bag, see below:
[image: cid:ad333219-be92-46dc-bf94-b67c62608306@eurprd01.prod.exchangelabs.com]
Attach the third label to the Randox instruction leaflet (this will be given to the patient after swabbing)

[image: ]




Step 2 Sample collection:
Ask the subject to swab firstly the back of the throat right to left followed by both nostrils, see diagram below. 
[image: ]         [image: ]       
Place the swab into the small sample collection tube containing liquid. Break off the end of the swab and then replace the lid. Clinicians will be on site to offer the subjects any necessary assistance with the self-swabbing process.
Step 3 Packaging: 
Place the labelled small sample collection tube containing the swab sample into the transportation tube and seal with the lid. 
Place the transportation tube into the pathoseal bag and seal by removing the metallic silver strip. 
Insert the sealed pathoseal bag into the postal envelope below. Seal bag and place in designated box. 
[image: ]
Note: car window to remain closed at all times, other than where explicitly stated.

The RANDOX kits used by the Test Centre requires the subject to provide their data via the online registration process after their test is completed. This ensures no patient information is kept onsite except the information needed to check their ID at the entrance (number plate and name).

[bookmark: _Toc36480882]Maintaining a Safe Environment
To prevent potential risk of transmission to staff and visitors at the TC it is important that the testing area is secure and not open to anyone other than those referred to the service or those providing the service. This process therefore needs to ensure:
· There is adequate signage to ensure cases do not go elsewhere on site.
· There is adequate instruction to all subjects not to lower their car windows.
· People arriving in their car at the testing site can be identified quickly without risk to staff.
· Staff are not at risk whilst undertaking testing, including a consideration of weather.
· Waste is disposed of according to agreed protocol.
· [bookmark: _Toc36480883]All non-clinical staff on site are placed at an appropriate distance.

Personalised Protective Equipment (PPE)
Staff on site are required to and will be provided with the appropriate PPE for their role, as set out below.  PPE site protocols are based on government guidance for the collection of a nasal/throat swab of a subject with possible/confirmed COVID-19 and through approval by the NHSE/I IPC Cell. Guidance of PPE standards must be clearly printed at all sites.

Coronavirus Disease (COVID-19) Test Centre PPE Instructions for putting on personal protective equipment (PPE) for non-aerosol generating procedures (AGPs)




Coronavirus Disease (COVID-19) Test Centre PPE Instructions for taking off personal protective equipment (PPE) for non-aerosol generating procedures (AGPs)




[bookmark: _Toc36480884]Infection Prevention and Control
Each testing Centre will be provided with Infection prevention and control (IPC) advice based on government guidance for the collection of a nasal/throat swab of a subject with possible/ confirmed COVID-19:  https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/874316/Infection_prevention_and_control_guidance_for_pandemic_coronavirus.pdf
All workers on site must be fully briefed about PPE and Infection Prevention Control (IPC) standards, including (as approved by the NHSE/I IPC Cell). Guidance of IPC standards must be clearly printed at all sites.
· Hand washing 
· Respiratory hygiene - ‘Catch it, bin it, kill it”’
· Personal Protective Equipment (PPE)
· Social distancing: All workers should always remain 2 meters apart when not wearing PPE, in conjunction with government guidance
· Equipment distancing and cleaning
· Effective disposal of waste

Swabbing of Subjects
The swab will be obtained using a standardised 2-step process of throat and nose swab as defined by PHE and NHS guidance, amended on 30th March by PHE to only require one swab of throat and then nose. 

A detailed video is available to outline the self-swabbing procedure is available at: https://www.youtube.com/watch?v=GKpS2qk8Ufk

An outline of the self-swabbing procedure is shown in Annex C.

[bookmark: _Toc36480886]Sample Transportation
Once a sample has been collected it will be secured in an appropriate transportation box. Samples will then be kept on site for the remainder of the day before being collected by a courier service at the end of the day. The courier service will then transport the completed tests to the analysis lab.
 
Documentation
The test centre will need to keep a record of all attendances in order to be able to notify who has and has not attended. This will be recorded through the request booking sheet issued by the relevant provider organisation. 

Results of Test
The laboratory will communicate the result of the test to the subject via the contact details shared by the subject as part of the registration process. There is an expectation that staff will inform their employers of the test results


Annex A: referral template





Annex c – Practitioner and self-test Swab Guidance
[image: ]
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Self referral portal
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User guide for essential workers to book a test at a regional testing site or 
via home delivery
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The Coronavirus National Testing Programme


The coronavirus pandemic presents a critical national challenge and testing for the virus is a central part of the Government’s response. One of the most 
challenging things about coronavirus is the uncertainty. Good-quality testing can help provide us with greater certainty. It’s a big part of how we’re going to 
defeat this disease.


Our response so far:


As part of the government’s 5-pillar strategy for coronavirus testing, we are testing essential workers who have coronavirus-like symptoms to see if they 
currently have the virus. Our aim is that anyone who needs such a test will be able to have one. 


We are establishing a nation-wide network of drive-through regional testing sites, which eligible essential workers are able to use. We are also in the 
process of rolling out a limited number of home test deliveries. 


Self Referral Portal: 


From today we are launching a new self referral portal here www.gov.uk/coronavirus


essential workers will be able to register and book a test for themselves and/ or their household member(s) if they have coronavirus-like symptoms.


There are two ways to get a test:


1) Book an appointment at a regional testing site  
2) Request a home delivery test
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https://www.gov.uk/government/publications/coronavirus-covid-19-scaling-up-testing-programmes

http://www.gov.uk/coronavirus





What is the self referral portal?


• The self referral portal allows essential workers who are self-isolating either because they or member(s) of 
their household have coronavirus-like symptoms, to register to be tested.


• It is a secure portal for essential workers to register their details and book a coronavirus test. There are two 
ways to get a test:


1) Regional testing site  
2) Home delivery 


• Initially, numbers will be limited for the home delivery route. This will increase over the next few weeks. 
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How will self referral work for regional testing sites? 


1. The essential worker will click on the link and register either their details (if they have symptoms) or household 
member(s) with coronavirus-like symptoms. The essential worker or household member(s) will be added to a list 
and depending on capacity at regional testing sites, will be invited to book an appointment for a test.


2. The individual(s) being tested will receive a text message inviting them to book an appointment. The text 
message will contain a link to the appointment booking system and a unique 16 digit code. 


3. The individual will click on the text message link and be directed to the appointment booking system where they 
will be asked to enter their unique 16 digit code. They will then be able to book a specific appointment for a 
coronavirus test at a regional testing site.


4. The individual will receive a confirmation of their appointment via text message and email. These will contain a 
QR code, which will need to be shown to security at the regional testing site. Only one QR code is required, 
either on a smartphone or a printed copy of the email.


The following steps outline how essential workers and their household member(s) can arrange a coronavirus test at a 
regional testing site: 
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How will self referral work for home testing? 
The following steps outline how essential workers and their household members can arrange for a coronavirus 
test(s) to be delivered to their home


1. The essential worker will click on the link and register their details, via the online self referral portal. These details 
will be used to verify the identity of the essential worker before they order their test(s) for delivery. If the essential 
worker has access to their work email they should use this to support with the verification process.


2. The essential worker will then receive an email with a one-time code. If the email address cannot be verified we 
will need them to complete a short verification check through TransUnion. Alternatively, the essential worker can 
choose to apply for a test at a drive-through centre.


3. The essential worker will then be able to request up to five tests for members of their household displaying 
symptoms of the coronavirus. Order details should then be reviewed and confirmed.


4. The individual will receive a confirmation of their order by email, as well as details of what to do next. Tracking 
details for their delivery will also be provided. Once the individual receives their test kit they should follow the 
instructions provided.
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How to choose a testing route







Process overview for choosing a testing route


Below is an overview of the process that individuals with coronavirus-like symptoms should take in order to choose a 
testing route via the self referral portal:


These steps are laid out in the following slides, with accompanying screenshots


3 Once you've selected a testing route, you can complete registration


1 Enter the self referral portal and check eligibility 


2 Confirm who is being tested and choose a testing route
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1. Enter the self referral portal and check eligibility


1. Go to the self referral portal by entering the following web address into your web browser (do not use Internet Explorer to access): 
www.gov.uk/coronavirus


Please read the information provided on the self referral portal landing page. 
• Only essential workers and their household member(s) should proceed to 


register for coronavirus testing.


Click ‘Start now’ to continue to registration.


B


Check to see if you or your 
household member(s) are eligible 
for taking a coronavirus test. 


Click ‘Ok, I qualify’ to continue to 
registration.


C


A
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http://www.gov.uk/coronavirus





2. Confirm who is being tested and how
Select the option that best describes your current situation, outlining who will 
require coronavirus testing.


Choose to register for a coronavirus test for either:
• A essential worker or 
• essential worker householder member(s)


The individual ordering the coronavirus test should continue with registration
Click ‘Save and continue’.


Choose where the individual(s) would like to take the coronavirus test, either at 
a testing site or at home via a home test kit.


Once selected, click ‘Save and continue’.


D


E
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If you choose the regional testing site route go 
to slide 12


If you choose the home testing route go to 
slide 28







Regional testing site: step by step guidance







How to register for a test at a regional testing 
site







Process overview for regional testing site registration


Below is an overview of the process that essential workers should take in order to register for a coronavirus test via the self 
referral portal:


These steps are laid out in the following slides, with accompanying screenshots


1 Register personal details (for the individual being tested)


3 Receive an invitation to book an appointment


2 Verify details and submit registration
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1. Register personal details (for the individual being tested) 


Enter the individual’s first and 
last name
Click ‘Save and continue’ 


Enter the individual’s mobile 
number 
Click ‘Save and continue’ 


Enter the individual’s employer 
Click ‘Save and continue’ 


A


C


B
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2. Verify details and submit registration


Check that the information entered for the 
individual is correct. 


Click ‘Submit application’ when ready to 
submit registration.


A confirmation of the individual’s application is shown. 


NEXT STEPS: 
Look out for a text message with an invitation to book an appointment for testing. 
All registrations will be shortlisted for testing and when capacity at testing sites 
allows, text message for appointment booking will be sent. This could be 
immediately or in a few days depending on capacity.


D


E
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• The individual will receive a text message from 
UK_Gov to invite them to book a specific 
appointment at a regional testing site.


• The individual will click the text message link and 
enter their unique 16 digit code to access the 
appointment booking system.


.


3. Receive an invitation to book an appointment
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How to book an appointment at a regional 
testing site







Process overview for booking an appointment


3 Enter NHS number, if applicable 


1 Access the appointment booking portal


5 Choose a regional testing site and time to be tested 


2 Enter personal details for the individual being tested


4 Add household member(s) to the booking 


6 Verify details and submit appointment booking 


These steps are laid out in the following slides, with accompanying screenshots


7 Receive appointment confirmation email and text message


Below is an overview of the process that essential workers should take in order to book an appointment for a 
coronavirus test at a regional testing site:
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1. Access the appointment booking portal


Read the information on the appointment booking page. Check you understand: 
• Who is eligible for a test
• What happens at a regional testing site 
• The information that you need to complete your appointment booking


Click ‘Start now’ to begin your appointment booking registration


Input your unique 16 digit number. 
This can be found on the text 
message sent, inviting you to book 
an appointment


A


B
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2. Enter personal details for the individual being tested


Enter the individual’s personal details:
C. Car registration
D. Date of birth 
E. Name and gender
F.  Email address 
G. Mobile number 


Click ‘Save and continue’ to progress 
through the appointment booking 


C


FE


D


G
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3. Enter NHS number, if applicable 


Enter the individual’s NHS number, if applicable.


Click ‘Save and continue’ to progress through the 
appointment booking system.


H


I
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4. Add household member(s) to the booking 


An individual (adult or child aged 5 or 
over) with coronavirus symptoms living in 
the same household as a essential worker 
can be invited for testing. 


Check the eligibility for testing before 
booking anyone for a test.


If only the essential worker registered 
needs a test, proceed to appointment 
booking by clicking on ‘Book appointment’


Provide personal details of the 
household member(s), information 
required:  
• Name and gender
• Date of birth
• Email address
• Mobile number


Check the information provided for 
household members is correct.


Click ‘Save and continue’ to progress to 
the appointment booking.


J


K
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5. Choose a regional testing site and time to be tested 


Enter your post code to find a regional 
testing site near home.
Click ‘Find site’


Choose from the list of regional testing 
sites available.  Click ‘See available times’ 


Select a time for an appointment 
Click ‘Save and continue’


L M N
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6. Verify details and submit appointment booking 


Check that the information entered is 
correct.


Click ‘Confirm appointment’ when ready to 
confirm the appointment.


A confirmation of the individual’s 
appointment  booking is shown.


NEXT STEPS: 
A text message and email will be sent to 
each individual confirming the 
appointment booking. The email and text 
message will contain a QR code which will 
need to be shown to security when 
entering the regional testing site.


O


P
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• Individuals who have successfully booked a 
specific slot at a testing site will receive an email 
and text confirmation. 


• Individuals will need to bring the QR code, either 
on their smartphone or printout of the email, to 
their coronavirus test appointment.


• Security will ask to see the QR code at the testing 
site gate.


• The QR code will also be scanned and attributed 
to the individual’s coronavirus test. 


.


7. Receive appointment confirmation email and text 
message
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Home testing: step by step guidance







How to order a home test kit







How to order a home test kit


3 Verify essential worker email address


1 Access the home kit ordering portal


5 Provide details for ordering home testing kit(s)


2 Enter essential worker personal details


4 Verify essential worker identity


6 Receive order confirmation details


These steps are laid out in the following slides, with accompanying screenshots


Below is an overview of the process that essential workers should take in order to request order testing kits for home 
delivery:
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1. Access the home kit ordering portal


Read the information on the home testing booking page:
• Who is eligible for a test, including the guidance for different age 


groups
• Key information needed to complete the home test kit ordering 


process:
• A work or personal email address that you can access and 


check regularly
• National Insurance Number


Click ‘Start now’ to begin the Home Test Kit ordering process


A
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2. Enter essential worker personal details 
B


Enter the essential worker’s personal details:


Name
Date of birth
Address where you are self-isolating 
National Insurance Number
Mobile number
Email address (work email if accessible)


Click ‘Continue’ to progress through the home test booking 
process
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3. Verify essential worker email address


I


C


Click send code to receive a one-
time email passcode


Locate the one-time password sent to 
your chosen email address


D


E


Enter the one-time code and click 
'Confirm and continue'


We'll send a confirmation code to Bsmithlonglonglong@email.co.uk


To continue, you must confirm your email address.


Dear Bob Smith


We sent a confirmation code to Bsmithlonglonglong@email.co.uk


Enter the code to continue
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4. Verify critical worker identity


Click continue to proceed to the 
TransUnion Service or to book a drive-
through test


If we are not able to confirm critical worker 
details, we will need to complete a short 
verification through the TransUnion Service.


Alternatively, the critical worker can choose to 
apply for a test at a drive-through centre if they 
do not wish to complete the identity verification 
check


If we cannot verify critical worker 
details they will still be able to book a 
test by clicking next and returning to 
the drive-through test centre option


F
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5. Provide details for ordering home testing kit(s)


H IA essential worker can request up to 5 
test kits for members of their 
household who are displaying 
symptoms of coronavirus


Note the age-related guidance relating 
to test administration


Add additional names by clicking the 
'add person' button. When all 
individual's details have been 
included click continue to view the 
order summary


Review the Order Summary, ensuring 
the details are correct.


Read and confirm your understanding 
of the Terms and Conditions by 
clicking here Place the order by 


clicking here


Bob Smith


Bsmithlonglonglong@email.co.uk


07771 900 900


34







6. Receive order confirmation details
J


The essential worker will be presented with a 
confirmation of their order


Once completed, we will send a confirmation 
email including details on next steps


We will also send a separate e-mail containing 
tracking information for the order


Please take note of the instructions 
on the confirmation page.


It is important to read carefully the 
detailed instructions included in the 
home test kit(s) when it arrives


K
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Frequently asked questions







Frequently asked questions


Eligibility for testing


For further guidance and advice, please visit: www.gov.uk/coronavirus-get-tested
Coronavirus Testing Helpdesk: 0300 303 2713


To meet the testing criteria you must either be:


• An individual (adult or child) with coronavirus symptoms living in the same household as a essential worker


OR


• An essential worker, with coronavirus symptoms.


In addition, you should be in the first three days of the onset of your coronavirus symptoms at the time the swab is taken - although testing is considered 
effective up until day five. 


No testing should be undertaken after day five, unless it’s for a specific reason agreed on a case by case basis by local microbiologists.
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PHE_11606_Putting_on_PPE_062_revised_8_April.pdf


Putting on personal  
protective equipment (PPE)  
for non-aerosol generating procedures (AGPs)*


© Crown copyright 2020. Public Health England Gateway Number: 2019-263. V1.2


Pre-donning instructions:
• Ensure healthcare worker hydrated
• Tie hair back


• �Remove jewellery
• �Check PPE in the correct size is available


Perform hand hygiene 
before putting on PPE.


With both hands, mould 
the metal strap over the 
bridge of your nose.


Put on apron and 
tie at waist.


Don eye protection 
if required.


Put on facemask – position 
upper straps on the crown 
of your head, lower strap 
at nape of neck.


Put on gloves.


*For the PPE guide for AGPS please see:  
www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-
generating-procedures


Please see donning and doffing video to support this guidance: https://youtu.be/-GncQ_ed-9w



http://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-generating-procedures

http://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-generating-procedures

https://youtu.be/-GncQ_ed-9w
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PHE_11606_Taking_off_PPE_064_revised_8_April.pdf


Taking off personal  
protective equipment (PPE)  
for non-aerosol generating procedures (AGPs)*


© Crown copyright 2020. Public Health England Gateway Number: 2019-262. V1.2


• �PPE should be removed in an 
order that minimises the risk of 
self-contamination


• �Gloves, aprons (and eye protection if used) 
should be taken off in the patient’s room 
or cohort area


Remove gloves. Grasp the 
outside of glove with the 
opposite gloved hand; peel off.


Hold the removed glove in the 
remaining gloved hand. 


Remove facemask once your clinical work is completed. Clean hands with 
soap and water.


Untie or break bottom ties, followed by top ties or elastic, 
and remove by handling the ties only. Lean forward slightly.
Discard. DO NOT reuse once removed.


Slide the fingers of the 
un-gloved hand under the 
remaining glove at the wrist.


Peel the remaining glove off 
over the first glove and discard.


Clean hands.


Remove eye 
protection if worn.


Use both hands 
to handle the 
straps by pulling 
away from face 
and discard.


Clean hands.


Apron.


Unfasten or 
break apron 
ties at the 
neck and let 
the apron fold 
down on itself.


Break ties at 
waist and fold 
apron in on itself 
– do not touch 
the outside – 
this will be 
contaminated. 
Discard.


Please see donning and doffing video to support this guidance: https://youtu.be/-GncQ_ed-9w


*For the PPE guide for AGPS please see:  
www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-
generating-procedures



https://youtu.be/-GncQ_ed-9w

http://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-generating-procedures

http://www.gov.uk/government/publications/covid-19-personal-protective-equipment-use-for-aerosol-generating-procedures
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referral template v3.xlsx
Sheet1
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