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Test Application Workflow for Outbound Travel
A. Make Appointment to the Laboratory

Contact the laboratory via phone (3400 8807) / email (covid.survey@polyu.edu.hk) for

preliminary contact for service request. The laboratory would ask the requestor to

email via his/her PolyU email account to the laboratory’s email address to verify

the requestor’s PolyU identity. In the email, please specify:

® the pending date and time of outbound travel

® the requested test date

® if such outbound travel being on behalf of PolyU or due to work / study need
(if so, please provide evidence for review)

Note:

Each country/region would have its own COVID-19 testing policy for border entrance and with

such policy being regularly adjusted based on the severity of the pandemic that tends to be changed

from time to time. The laboratory is only responsible to conduct testing that the travelers (test

requestors) should notice that it remains their sole liability to figure out the latest valid requirements

(as listed follow) of their intended destinations by consulting government website, consulate,

airline, travel agents, etc.:

< the test result valid period, or the testing need of a particular time period (hours/days) before
boarding / border entrance;

< the acceptable test specimen type(s);

< the type of identification document to be shown in the travel test report; and

< ifthere is any particular wording/sentence to be shown in the travel test report.

It should also be noticed that the laboratory is close on Saturday, Sunday and Public Holiday and

it would reject applications that not being able to fulfill destination’s testing timeline when with

such closing days being taken into consideration.

B. Application to the Laboratory and Follow Up
Upon receiving the test request email, the laboratory would provide Test Request
Form via hyperlink / email attachment. Requestor should complete the forms
according to the below instructions:
a) Test Request Form
1) Fill in Requestor Information
® fill in the required identification document number
® fill in the name (must be exactly the same as the one listed on the
identification document)
2) Fill in Patient Contact Information
® a Hong Kong cell phone number
® cmail Address must be PolyU email account

3) Sample Collection Information
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® choose the pertinent specimen type for testing
® Jeave Specimen Collection Date and Time Blank (to be filled by test
requestor or specimen collection personnel onsite upon sample
collection)
4) Referral Doctor Information
Leave this section blank
(Refer to Annex 1 for the above Test Request Form filling instruction)
The completed Test Request Form should be scanned (photo or screenshot are
unacceptable) and emailed to the laboratory as a pdf file. The laboratory would not

process any test case before receiving the completed request form.

Laboratory Review, Approval and Payment

Upon the received of Test Request Form as the formal application, the laboratory
would take 1-2 working day for review and approval on the request. Confirmed
application would be informed by the laboratory to pay for the travel testing fee
(HKD$240) via the counter of the PolyU Finance Office. If in case the travel is on
behalf of the PolyU or due to work / study need and with submitted evidence being
approved by the laboratory, the travel testing fee would be exempted.

Appointment for Sample Collection and Testing

Upon confirmation, the laboratory would contact the requestor for:

< arrangement on self-collected Deep Throat Saliva (DTS) specimen; or

< appointment on Combined Nasal and Throat Swab (CNTS) collection by
sample collection personnel,

based on the sample requirement needed by the destination.

For both DTS/CNTS sampling, collection is to be conducted on the morning of

the anticipated test date.

For DTS collection, specimen collection should be the first thing in the morning

after wake up, and before drinking any water, eating any food, brushing teeth or

rinsing the mouth. The collected DTS sample should be returned to the sample

collection booth by 10:30am of the sampling date.

For CNTS collection, collection time would normally be 10:30am of the requested

test date (note: please be punctual as the collection personnel would only wait for

a maximum of 15 minutes since the appointed timeslot. No test service would be

provided on the day if one missed the collection).

The location of the sample collection booth should refer to Annex 2.
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E. Test Turnaround Time and Result Issue
Test report would be first delivered to the test requestor in hardcopy format
(requestor should check and confirm all information as listed in the report by
signing). An encrypted e-copy of the test report would then be delivered to the
requestor’s email address thereafter. The collection site of the report hardcopy is

outside the sample collection booth.
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Annex 1 — Test Request Form Filling Instructions

i — - mAERERERER

‘I‘. ! .lp. — Lab Use Only fE8cns &8 Specimen Received Date & Time
Attt SAREKANARR

SARS-CoV-2 PCR Test Request Form #7755 5% 4 MU ¥ &

Requestor Information WHpARMH a) 1)

Name # 4 : Datcof Birth #14 8 3:
HKID Number & & & f7ix 8 @ Gender $£ %4

Other Travel Document Number St Mg # R &

Patient Contact Information WA XM a) 2)
Contact No. iz & Email Address € #6ibik :

Sample Collection Information #EMRAEM 2a) 3)
Specimen type 1§ R # 8§

O Deep throat saliva S & % O Combined Nasal and Throat Swab J 22 forfoit 5 X F

O Nasopharyngeal swab # 8 % F 0 Others &

Specimen Collection Date (yyyy/mm/dd): Specimen Collection Time (Hour : Minute : Second):
AR m(F/A/8) AR (F:9:9):

Referral Doctor Information #$9+ & %9 a) 4)
Name & Authorized Signature Centre Name Reference No.
HLARF/AY: LE FA FESR:

Laboratory Use Only {6kt %8
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Annex 2 — Sample Collection Booth Location

M= - REEME

Sample Collection Booth (Core Y, Podium)
Next to campus entrance gate

BARES (YE F&) BEACRSE

y ——
CNTS Collection Booth

o

Sample Collection Period (By Appoi Only) ,,"
AR (R
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