(November 2020)

Departmental Contingency Plan
In preparation for an outbreak of a pandemic disease (COVID-19) transmitted via airborne / droplet means
	Definition of Levels of Emergency 

	Alert
	There is significant evidence of an outbreak of pandemic disease outside Hong Kong reporting by public media

	Serious
	There is significant evidence of an outbreak of pandemic disease is able to transmit through human to human contact outside Hong Kong reporting by public media

	Emergency
	There is significant evidence of an outbreak of pandemic disease is spreading globally and some confirmed cases of infection have registered in Hong Kong


	Areas of Concern
	Description Of Actions In Details
	Actions Needed To Be Taken 
In Different Levels

	
	
	Alert
	Serious
	Emergency

	1. Designate staff member(s) to arrange for the request, reception, ordering and distribution of surgical masks and other items of special personal protective equipment. 
	· Departmental Health and Safety Officer (Mr. C.F. Wong) is designated to arrange for the request, reception, ordering and distribution of personal protective equipment.
Remarks: Mr. W.M. LEUNG (Technician) is the back-up staff member.
	●
	
	

	2. Ordering surgical masks 

  Calculate the total number of colleagues and research students to predict the ordering amount of masks in a period of time. 
	· It is necessary to keep stock of masks for at least 1 months consumption.
	●
	
	

	
	· It is necessary to keep stock of masks for at least 2 months consumption.
	
	●
	

	
	· It is necessary to keep stock of masks for at least 3 months consumption.
	
	
	●

	3. Provide surgical masks to staff members who have frequent/close contact with departmental members on campus. Setting up mask distribution strategy to different categories of departmental members such as academic, administrative and technical colleagues as well as research colleagues and research students


	· When there is evidence of efficient human-to-human transmission of the pandemic virus (e.g., Avian Flu, SARS) in the Hong Kong society, or when there is a confirmed human case of the pandemic virus involving a member of the PolyU community, Senior Management will likely proclaim a mandatory “mask-wearing” policy in PolyU. Under such circumstances, Departmental Health and Safety Officer (Mr. C.F. Wong) is responsible for providing surgical masks to staff.

	
	
	●

	
	· Deliver masks directly to academic, administrative and technical colleagues’ offices.


	
	
	●

	
	· Deliver masks to research colleagues and research students through the “Automatic Mask Distribution Machine” at ZB207.


	
	
	●

	4. Provide alcohol hand sanitizer to staff    members in different functional offices
	· Deliver alcohol hand sanitizer to staff members in different functional offices such as General Office, CARE Center, IT Technician Office, Smart Construction Laboratory and Building Technology Laboratory

	
	
	●

	5. Keep and Update Travel History Declaration of departmental members
	· Ms. Janice Lau (EO) is responsible for recording the declaration of travel travel history

	
	
	●

	6. Report “Confirmed Cases” of the pandemic virus involving departmental staff to Head of HSEO immediately.

	· Mrs. Vivien Kao (SEO) is responsible for informing all departmental members through email that it is necessary for all departmental members to report their current health status to her if they are confirmed as an infected person of the pandemic virus.

Remarks: Ms Irene (EO) is the back-up staff member


	
	
	●

	
	· Mrs. Vivien Kao (SEO) is responsible for reporting the confirmed cases to Head of HSEO and Departmental Health and Safety Committee Chair (Dr. Seo).


	
	
	●

	
	· Departmental members must stay in the hospital for medical treatment until discharging by hospital. 


	
	
	●

	
	· In case of any confirmed cases of a pandemic virus of departmental members, they have worked in any departmental office during their incubation period of the pandemic virus. To minimize the risk of outbreak in workplace, Departmental Senior Management should discuss whether it is necessary to implement “work from home mode” for other departmental members to finish self-quarantine at home.


	
	
	●

	7.  Report “Suspected Cases” and “A Close Contact With Confirmed Case”  of the pandemic virus involving departmental staff to Head of HSEO immediately.

	· Mrs. Vivien Kao (SEO) is responsible for informing all departmental members through email that it is necessary for all departmental members to report their current health status to her if they are regarding as an suspected case of the pandemic virus. 

    Remarks: Ms Irene (EO) is the back-up staff member
	
	
	●

	
	· Mrs. Vivien Kao (SEO) is responsible for reporting the suspected cases to Head of HSEO and Departmental Health and Safety Committee Chair (Dr. Seo).


	
	
	●

	
	· Departmental members must finish the quarantine period according to the medical advice from the Department Of Health (Hong Kong) . During the quarantine period, departmental members must not attempt to return their workplace.


	
	
	●

	
	· In case of any suspected cases of a pandemic virus of departmental members, they have worked in departmental office during their incubation period of the pandemic virus. Departmental Senior Management should discuss whether it is necessary to implement “work from home mode” for other departmental members until there is medical testing result proving those suspected cases is not infected.

	
	
	●

	8. For our departmental members living in the same residential buildings of a confirmed case, the Center for Health Protection (CHP) may distribute deep throat saliva specimens bottles to residents of the residence of the confirmed cases and appeal to the related persons to return their samples to the CHP
	· Mrs. Vivien Kao (SEO) is responsible for informing all departmental members through email that it is necessary for all departmental members to report their current health status to her if their residential building has any confirmed of the pandemic virus. 

    Remarks: Ms Irene (EO) is the back-up staff member
	
	
	●

	
	· Mrs. Vivien Kao (SEO) is responsible for reporting the cases to Departmental Health and Safety Committee Chair (Dr. Seo).
	
	
	●

	
	· For those departmental members are not asked to collect the deep throat saliva specimens as requested by the CHP, they are regarding as the group of low risk of infection. it is not necessary for them to undertake self-quarantine according to the HSEO information in Appendix 2. However, HoD may exercise discretion to grant permission for the concerned staff to work from home until the testing results are available in order to alleviate co-workers' anxiety or worry about infection risk.
	
	
	●

	
	· For those departmental members are asked to collect the deep throat saliva specimens as requested by the CHP, they should cooperate and act accordingly. It is not necessary for them to undertake self-quarantine according to the HSEO information in Appendix 2. However, HoD may exercise discretion to grant permission for the concerned staff to work from home until the testing results are available in order to alleviate co-workers' anxiety or worry about infection risk.
	
	
	●


	9. Develop a contingency plan for BRE by making reference to the following guidelines issued by the HKSAR government:
	· A contingency plan has been developed by Departmental Health and Safety Officer (Mr. C.F. Wong). 


	●

	
	

	(9a) Identify core teams and their members for maintaining designated essential services in the unit, and plan for them additional infection control measures and back-up staff.


	· The leader and member(s) of each team are listed as follows:

Essential Services

Designated

Personnel

Back-up

Staff

Teaching/e-learning

System

W.M. Leung 

K.K. Cheong 

Upload of material

Ken Chui

K.K. Cheong
Administration

Vivien Kao

Irene Wu

Health & Safety

C.F. Wong

W.M. Leung

	
	
	●


	(9b) Prepare a staff roster plan to meet with a crisis arising from staff shortage resulting from high rate of illness, or the need to take care of sick family members or absenteeism due to fear of exposure to infection.
	· The staff roster plan has been prepared and is ready for use.


	●
	●
	

	
	· When there is evidence of efficient human-to-human transmission of the pandemic virus in the Hong Kong society, or when there is a confirmed human case of the pandemic virus involving a member of the PolyU community, the staff roster plan may be activated.

Remarks: Please Referring to Appendix 1 for the details of Roster Plan.
	
	
	●

	(9c) Implement social distancing strategies such as splitting of work teams into smaller groups to work at different sites, use of different access points, reductions in the number of meetings, etc.
	· When there is evidence of efficient human-to-human transmission of the pandemic virus in the Hong Kong society, or when there is a confirmed human case of the pandemic virus involving a member of the PolyU community, segregated working areas will be created. Staff from the same team will be assigned to work in different areas. There should be minimum social contact between staff working in different areas. 

Team

Area A

Area B

Teaching / e-learning System
ZS719

ZN707

Upload of material
ZN1006a

ZN1005

Administration
ZS727

ZS725a

Health & Safety
ZB207a

ZB207


	
	
	●

	(9d) Designate back-up office(s) for staff relocation in case of contamination and for facilitating disinfection.

	· Backup General Office: 
ZS721


· Backup staff office: 
ZS715; ZS720; ZN716; ZN717; ZN720; ZN731


· Back up Research Staff office:
ZS716; ZN705; ZN706; ZS736


· Other rooms assigned by Senior Management


	
	
	●


	(9e) Designate deputies of each team leader in case these team leaders get sick.
	Management Staff

Back-up staff

Department Head:
Prof. Albert P.C. Chan

Associate Heads:
Prof. Eddie C.M. Hui

Prof. Meng Ni
Prof. Michael C.H. Yam
Undergraduate Programme Scheme Chairman:
Dr. Daniel W.M. Chan


Dr. Patrick S.W. Fong
Postgraduate Programme Committee Chairman:

Prof. Geoffrey Q.P. SHEN

Prof. Meng Ni

DT&LC Chairman:
Prof. Michael C.H. Yam
Dr. Hong Qin FAN

DRC Chairman:
Prof. Meng Ni

Prof. Edwin H.W. Chan
DPC Chairman:
Prof. Eddie C.M. Hui
Dr. Esther H.K. YUNG
DHSEC Chairman:
Dr. JoonOh SEO
Mr. Wai Kei Kong
Management Staff

Back-up staff

Discipline Leaders:

- C&RE  Economics:
   Prof. Eddie C.M. Hui

- Urban Sustainability Policy:
   Prof. Edwin H.W. Chan

- C&RE Management:
   Prof. Geoffrey Q.P. Shen
- Information and Construction Technology:
 Prof. Heng Li
Dr. Esther H.K. YUNG 
Dr. Daniel W.M. CHAN 

Prof. Tarek ZAYED 

Prof. Michael C.H. Yam

	
	
	●

	(9f) Provide training and briefings on personal protective equipment to departmental members.
	· Departmental Health and Safety Officer (Mr. C.F. Wong) provides training and fit test to departmental members if the use of higher levels of PPE (e.g. N95 masks) is necessary.
	
	
	●

	(9g) Test and review the departmental contingency plan regularly, and take necessary actions to correct any inadequacies.
	· The plan will be tested and reviewed when there are substantial changes in core team members and/or back-up office locations.

	●
	●
	

	
	· A review of the plan will be carried out when there is new medical/epidemiological data available on the nature and transmission of the pandemic virus.

	
	
	●


Contact Information

Functional group leader can seek advice and instruction by contacting responsible BRE staff at contact point when there is evidence of efficient human-to-human transmission of the pandemic virus in the Hong Kong society, or when there is a confirmed human case of the pandemic virus involving a member of the PolyU community.
	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Prof. Albert P.C. Chan

	· Department Head
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
    Dr. JoonOh SEO (Chairman of DHSEC)

    Prof. Eddie C.M. Hui

    Prof. Meng Ni

    Prof. Michael C.H. Yam

    Ms Sau Ling TONG
	27665814

34008399

27665823

27665881

27664152

27664380

27665140
	albert.chan@polyu.edu.hk

winnie.wm.cho@polyu.edu.hk

joonoh.seo@polyu.edu.hk

eddie.hui@polyu.edu.hk

meng.ni@polyu.edu.hk

michael.yam@polyu.edu.hk

sau-ling.tong@polyu.edu.hk

	Prof. Eddie C.M. Hui


	· Associate Head 
· Chairman of Dept. Partnership Committee
· Academic Discipline Leader of Construction & Real Estate Economics

· Professor
	· Backup staff of Prof. Albert P.C. Chan

· Department Head

	27665881

	eddie.hui@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Albert P.C. Chan
Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665814

27665823
	winnie.wm.cho@polyu.edu.hk

albert.chan@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Prof. Meng Ni
	· Associate Head 

· Chairman of Dept. Research Committee
· Professor
	· Backup staff of Prof. Albert P.C. Chan

· Department Head
· Backup staff of Prof. Geoffrey Q.P. SHEN

· Chairman of Postgraduate Programme Committee

	27664152
	meng.ni@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Albert P.C. Chan
Prof. Geoffrey Q.P. SHEN

Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665814

27665817

27665823
	winnie.wm.cho@polyu.edu.hk

albert.chan@polyu.edu.hk

geoffrey.shen@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Prof. Michael C.H. Yam
	· Associate Head 

· Chairman of Dept. Learning & Teaching Committee
· Professor
	· Backup staff of Prof. Albert P.C. Chan

· Department Head
· Backup staff of Prof. Heng LI

· Academic Discipline Leader of Information and Construction Technology


	27664380
	michael.yam@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Albert P.C. Chan
Prof. Heng LI

Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665814

27665879

27665823
	winnie.wm.cho@polyu.edu.hk

albert.chan@polyu.edu.hk

heng.li@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Prof. Edwin H.W. Chan



	· Academic Discipline Leader of Urban Sustainability Policy

· Professor
	· Backup staff of Prof. Meng Ni
· Chairman of Dept. Research Committee


	27665800


	edwin.chan@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Meng Ni
	34008399

27664152
	winnie.wm.cho@polyu.edu.hk

meng.ni@polyu.edu.hk

	Prof. Geoffrey Q.P. SHEN



	· Academic Discipline Leader of Construction and Real Estate Management

· Chairman of Postgraduate Programme Committee

· Professor

· Associate Dean
	
	27665817


	geoffrey.shen@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665823
	winnie.wm.cho@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Prof. Heng LI



	· Academic Discipline Leader of Information and Construction Technology

· Professor


	
	27665879
	heng.li@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665823
	winnie.wm.cho@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Dr. Daniel W.M. CHAN
	· Chairman of Undergraduate Programme and Scheme Committee
·  Associate Professor
	· Backup staff of Prof. Edwin H.W. CHAN
· Academic Discipline Leader of Urban Sustainability Policy


	27664387
	daniel.w.m.chan@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Edwin H.W. CHAN

Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27665800

27665823
	winnie.wm.cho@polyu.edu.hk

edwin.chan@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Dr. JoonOh SEO
	· Chairman of Dept. Health, Safety and Environment Committee
·  Assistant Professor
	
	27665823
	joonoh.seo@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Mr. C.F. Wong
	34008399

27664829
	winnie.wm.cho@polyu.edu.hk

cf.wong@polyu.edu.hk

	Dr. Patrick S.W. FONG
	·  Associate Professor
	· Backup staff of Dr. Daniel W.M. CHAN
· Chairman of Undergraduate Programme and Scheme Committee

	27665801
	patrick.fong.bre@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Dr. Daniel W.M. CHAN 

Dr. JoonOh SEO (Chairman of DHSEC)
	34008399

27664387

27665823
	winnie.wm.cho@polyu.edu.hk

daniel.w.m.chan@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Dr. Hong Qin Fan
	-Associate Professor

	· Backup staff of Prof. Michael C.H. YAM
· Chairman of Dept. Learning & Teaching Committee 

	27665788
	hongqin.fan@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Michael C.H. YAM
	34008399

27664380
	winnie.wm.cho@polyu.edu.hk

michael.yam@polyu.edu.hk

	Dr. Esther H.K. YUNG
	-Associate Professor

	· Backup staff of Prof. Eddie Hui
· Chairman of Dept. Partnership Committee
· Academic Discipline Leader of Construction & Real Estate Economics


	34008196
	esther.yung@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Eddie Hui
	34008399

27665881
	winnie.wm.cho@polyu.edu.hk

eddie.hui@polyu.edu.hk

	Prof. Tarek ZAYED
	· Professor
	· Backup staff of Prof. Geoffrey Q.P. SHEN
· Academic Discipline Leader of Construction and Real Estate Management


	27665812

	tarek.zayed@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)

Prof. Geoffrey Q.P. SHEN
	34008399

27665817
	winnie.wm.cho@polyu.edu.hk

geoffrey.shen@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Mr. Wai Kei Kong
	Teaching Fellow
	· Backup staff of Dr. JoonOh SEO 

· Chairman of Dept. Health, Safety &   Environment Committee


	27665880

	kong.wai-kei@polyu.edu.hk

	
	
	· Contact Point: 
    Ms Cho Wai Man Winnie (HSEO)

Dr. JoonOh SEO 
	34008399

27665823
	winnie.wm.cho@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Mrs Vivien Kao
	Senior Executive Officer
	
	27665809


	vivien.kao@polyu.edu.hk



	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Dr. JoonOh SEO
Prof. Albert P.C. Chan
Mr. C.F. Wong
	34008399

2766582327665814

27664829
	winnie.wm.cho@polyu.edu.hk

joonoh.seo@polyu.edu.hk albert.chan@polyu.edu.hk

cf.wong@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Ms Irene Wu

	Executive Officer
	· Backup staff of Mrs Vivien Kao

- Senior Executive Officer

	27664367
	irene.wu@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Mrs Vivien Kao

Dr. JoonOh SEO
	34008399

27665809

27665823
	winnie.wm.cho@polyu.edu.hk

vivien.kao@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Mr. CF Wong

	Assistant Technical Officer
	
	27664829
	cf.wong@polyu.edu.hk

	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Prof. Albert P.C. Chan
Mrs Vivien Kao

Dr. JoonOh SEO
	34008399
27665814
27665809

27665823
	winnie.wm.cho@polyu.edu.hk

albert.chan@polyu.edu.hk vivien.kao@polyu.edu.hk

joonoh.seo@polyu.edu.hk

	Functional Group Leader 
	Functional Post / Position 
	Backup Staff / Functional Post / Contact Point
	Contact
Number 
	Email address 

	Mr. K.K. Cheong
	Technical Officer
	· Backup staff of Ken Chui
· Assistant Technical Officer
· Upload of online information

· Backup staff of W.M. Leung
- Technician
· Teaching / e-learning system

	27665806


	k.k.cheong@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Mr. Ken Chui
Dr. JoonOh SEO

Mr. W.M. LEUNG  

	34008399

27665870

27665823

27665869
	winnie.wm.cho@polyu.edu.hk

ken.chui@polyu.edu.hk
joonoh.seo@polyu.edu.hk
wing-man.leung@polyu.edu.hk

	Mr. W.M. Leung

	Technician
	· Backup staff of C.F. Wong
· Dept. Health and Safety Officer
· Dept. Green Officer


	27665869

	wing-man.leung@polyu.edu.hk


	
	
	· Contact Point: 
Ms Cho Wai Man Winnie (HSEO)
Mr. C.F. Wong
	34008399

27664829
	winnie.wm.cho@polyu.edu.hk

cf.wong@polyu.edu.hk


Appendix 1:  Roster Plan
	Functional Core Staff
	Back-up Staff
	Functional Post / Duties

	Prof. Albert P.C. Chan
	Prof. Eddie C.M. Hui or
Prof. Meng Ni or
Prof. Michael C.H. Yam

 (To be Confirmed)
	Department Head
To Coordinate with Chairman of DHSE Committee and Instructs BRE staff to take their pre-assigned duties in this contingency plan.


	Dr. Daniel W.M. Chan
	Dr. Patrick S.W. Fong
	Undergraduate Programme Scheme Chairman

	Prof. Geoffrey Shen
	Prof. Meng Ni
	Postgraduate Programme Committee Chairman

	
	Prof. Tarek Zayed
	Discipline Leader of Construction & Real Estate Management

	Prof. Michael C.H. Yam
	Dr. H.Q. Fan
	Dept. Teaching and Learning Committee Chairman

	Prof. Meng Ni
	Prof. Edwin H.W. Chan
	Dept. Research Committee Chairman

	Prof. Eddie C.M. Hui
	Dr. Esther H.K. YUNG
	Dept. Partnership Committee Chairman

	
	
	Discipline Leader of Construction & Real Estate Economics

	Dr. Joonoh Seo
	Mr. W.K. Kong
	Dept. Health, Safety & Environment Committee Chair

	Prof. Edwin H.W. Chan
	Dr. Daniel W.M. Chan
	Discipline Leader of Urban Sustainability Policy

	Prof. Heng Li
	Prof. Michael C.H. Yam
	Discipline Leader of Information & Construction Technology

	Mr. W.M. Leung
	Mr. K.K. Cheong
	Teaching / e-Learning System Administration

	Mr. Ken Chui
	Mr. K.K. Cheong
	Upload of Online Material

To upload the most updated confirmed and suspected cases and departmental arrangement towards the disease to BRE web pages.

	Mrs Vivien Kao
	Ms Irene Wu
	Senior Executive Officer
To report confirmed cases to Head and the Health, Safety & Environment Office.

	Mr. C.F.Wong
	Mr. W.M. Leung
	Dept. Health & Safety Officer
To Arrange for the request and distribution of personal protective equipment

	Last updated on:
	23-11-2020
	Prepared by:
	Mr. C. F. Wong


Appendix 2:  Self-quarantine Advice By HSEO
Question:  There is a confirmed case of COVID-19 found in my colleague’s residential building. Is there any measures that my colleague has to follow under the PolyU's regulation towards COVID-19?                     2020/7/8
Answer: 
For your staff, I deem that he/she is NOT considered as a close contact with confirmed case unless he/she is being under contact tracing as defined by the Centre for Health Protection (CHP). Normally, a household member of a confirmed case will be considered close contact and be subject to mandatory quarantine. It just happened that there is a confirmed case within the same residential building of your staff. CHP will send designated team to carry out disinfection and contact tracing for those confirmed cases.
 
However, as a precautionary measure for early detection of possible transmission into the community, the CHP may distribute deep throat saliva specimens bottles to residents of the residence of the confirmed cases and appeal to the related persons to return their samples to the CHP as soon as possible for early testing and to seek medical attention early if symptoms develop. 
 
If the staff falls within this category to provide saliva specimens as requested by CHP, he/she should cooperate and act accordingly. I have also checked with CHP that it is not necessary for other personnel in the building to undertake self-quarantine, unless they are asked to do so. However, to alleviate co-workers' anxiety or worry about infection risk, HoDs may exercise discretion to grant permission for the concerned staff to work from home until the testing results are available, normally within 1-3 days after submission of specimens. According to CHP, only those with positive results will be notified. If the staff is not required provide saliva specimens, he/she may come back to work and observe good personal and environmental hygiene.
 
The CHP again urges members of the public to maintain an appropriate social distance with other people as far as possible in their daily lives to minimise the risk of infection. In particular, they should go out less and avoid social activities such as meal gatherings or other gatherings to reduce the chance of contacting infected persons who may not present any symptoms, and minimise the risk of outbreak clusters emerging in the community.
  
I hope the above could address your concern.
 Dennis (HSEO)
Question:
Someone is confirmed as an infected case of COVID19. He / She has been working in his / her workplace on campus during his / her incubation period of COVID19. As far as I know, the departmental member infected with COVID19 must not return to campus. He / She must stay in hospital until totally recovered. At the same time, I should report the confirmed case to HSEO. Apart from this, what are the proper procedures and measures that we should take promptly for the rest of the departmental members? Do I need to inform the Health Department of Hong Kong to seek deep throat saliva tests for our colleagues or research students? For the rest of the departmental members, are we still suitable for working in campus offices?  (22/7/2020)
Answer:

What you describe is one of the possible scenarios. 

· In general, if there is a confirmed case, the Centre for Health Protection (CHP) will define who are close contact. Whether the co-workers wear masks, how long their contact with the confirmed case, under what circumstances and distances, use of common equipment or tools, any signs of symptoms, etc. 
· The confirmed case will go to hospital for treatment (if have symptoms) or observation (if asymptomatic). Those classified as close contacts will be sent to quarantine centre. 
· The laboratory will be closed for disinfection and re-open after the disinfection is completed.
· All other staff who are not identified as close contacts will be asked to observe personal and environmental hygiene, to wear mask, to keep monitor personal health situation and seek medical attention if sick. They may also receive from CHP COVID-19 saliva specimen bottle for quick test.

· HoD may have discretion to allow departmental staff to work from home, if the case warrants. 

Since each case may have different parameters which affect the impact and scale to the office/laboratory operations, it is difficult to define exactly what will happen if there were a confirmed case in laboratory. The University will work closely with the CHP for any possible case. At departmental level, please remind all staff of precautionary measures, maintain a good communication tree, duty roster, work station log, contingency plan, follow university directives and many other things that help reduce the risk of infection. 
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