
 

 
 

 

COVID-19 Testing Policy 
 

Reference Number:  HR T2.0 

 

Version:                                    1.0 

 

Start Date of Policy: 06 May 2020 
 

 

Change Control and Authorisation 

Owned by: Head of HR 

Prepared by: Head of HR Date: April 2020 

Approved by: People Director Date: April 2020 

 

 

Version History 

Version Date of Issue Author 
Change Summary 
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Equality Impact Assessment 

 
All Colleagues, volunteers and workers are required, when following this policy, to ensure 

that they do not disadvantage any person or group on the grounds of race (including 

colour, nationality, ethnic or national origin), religion or belief, age, sex, gender 

reassignment, disability, sexual orientation, being pregnant or on maternity leave and/or 

being married or in a civil partnership. 

 

Please refer to the Document Control Procedure for the following: 

 

• Communication and Implementation 

• Strategic Review 
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1. Scope of the Policy 

 

As a social care provider, the government has informed us that our workers will be able to 

access testing for COVID-19.  This policy explains how the scheme will work, the rules you 

must follow and provides other important information.  

 

This policy covers all Colleagues, volunteers and casual workers. It does not apply to 

agency workers or consultants. 

 

This policy does not form part of any Colleague’s contract of employment, or any other 

contract and we may amend it at any time. 

 

2. The Purpose of Testing 

 

Testing is critical in the combat of spread and prevention of COVID-19 and to ensure the 

health and safety or our Colleagues, Residents and loved ones. It is also fundamental in 

helping isolating key workers return to work as soon as possible; so that we can carry on 

the valuable work that we do in caring for some of the most vulnerable people. 

 

3. Eligibility for Testing 
 

As a social care provider, HC-One Colleagues are key workers. This means that our 

employees will be tested whether symptomatic or asymptomatic. Household members of 

our Colleagues, who are symptomatic, can still also obtain testing. 

For household members under the age of 18, there are specific test centres that facilitate 

younger citizens. Please check that the chosen test centre is able to test children prior to 

attending. 

4. Type of Testing 
 

A polymerase chain reaction (PCR) test is used.  It tests whether you have COVID-19, but 

not whether you have had it before or are immune to it.  

5. Access to Testing  

 
There are several methods of testing available to Colleagues and you will be informed 

directly of where testing will take place with as much notice as possible. Where testing is 

made available to you, irrespective of method used, Colleagues will be expected to 

participate in all instances. HC-One has access to the following modes of test: 

Test Centres 

Temporary test centres have been set up across England, Wales and Scotland. Access to 

these centres can be arranged directly between the individual and the test provider by 

accessing https://self-referral.test-for-coronavirus.service.gov.uk/ and selecting the “start 

now” button. Personal details of the test subject should be entered and a text or email will 

be received with a link. This link will allow the test to be booked at a site closest to the test 

subjects home, where available. If a Colleague calls their manager to notify that they are 

unwell, the home will commence the online process by submitting the test subjects name 

and contact number or email. The Colleague will then be contacted directly and should 

follow the onscreen prompts and book their test without undue delay. If testing has not 

been booked within 24 hours, please notify your manager without delay.  

https://self-referral.test-for-coronavirus.service.gov.uk/
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Home Test Kits  

For those who are too unwell to travel or have no means of transport, home test kits can 

be obtained from the same webpage listed above. In this instance, after selecting “start 

now” a new screen will appear and the section “by requesting a home test kit” should be 

selected. Personal details of the test subject should be entered and a test will be sent 

direct to the Colleagues’ home with instructions on administration of the test and return 

address to obtain results. If a home test kit hasn’t been received within 24 hours, please 

notify your manager without delay. 

Local Authority Testing 

Local authorities are providing testing locally and details of this will be shared directly with 

Home Managers and cascaded to Colleagues.  

Care Home Level Testing 

As tests become more readily available, supplies will be distributed directly to our care 

homes and carried out on site.  

6. Travelling to Test Centres 
 

If you need to attend a test centre you must drive yourself, if possible.  You must not use 

public transport, walk or take a taxi. 

If you cannot drive, you should arrange for a household member to drive you through the 

test site. Alternatively, you should select to receive a home test kit.. 

7. Test Results 
 

Your result will be returned as quickly as possible.  It is expected to take up to 48 hours for 

testing that is carried out in person and up to 72 hours for home test kits. If test results have 

not been received within 72 hours, please contact your manager. 

All test results should be logged on the COVID-19 app by the home. 

8. Obligations Following Test Results 
 

When you receive the results of your test, you must call your manager immediately, 

without delay, to inform them and for instructions on the next steps. 

If the results show that none of the test subjects have COVID-19, you will be required to 

return to work as soon as possible.  

If the results show that one of the test subjects has COVID-19, you must continue to self-

isolate in accordance with Public Health guidance.  

9. Use of your Data 
 

We may be required to share the following data with the test facilitators:  

• The registration of the vehicle that will arrive at the test centre.  

• Your name, and the name(s) of any other test subjects (for example, your household 

members, if applicable).  

• Your mobile phone number. 
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• Your email address. 

• Your employer's name. 

• Your date of birth. 

• Your home address. 

• GP details. 

 

You must ensure that you provide us with accurate information about you and your 

household members.  If the data you provide to us is inaccurate or incomplete, you may 

be turned away from the test centre.  

10. Confidentiality 
 

We aim to ensure that the confidentiality of any individuals undergoing testing is 

maintained appropriately.  However, it is recognised that some information sharing is likely 

to be necessary.  For example, sharing the fact that you are being tested and your test 

results with your manager.  Every Colleague has an obligation to ensure that information 

about testing is kept as confidential as possible and not disclosed unless necessary.  

11. Refusal of Testing 
 

Testing is important to ensure the safety of our Colleagues and Residents and so that key 

workers are able to return to work as soon as possible, if safe to do so.  We play an 

important role in the national fight against COVID-19 and testing helps to ensure we can 

care for our vulnerable service users appropriately and protect society.  An unreasonable 

refusal to be tested or delay in booking tests will be treated as misconduct for failing to 

follow a reasonable management instruction, which may result in disciplinary action up to 

and including dismissal.  

12. Policy Queries 
 

If you have any questions about the content of this policy, please contact the Human 

Resources Helpdesk on 03339998595 or email to humanresources.helpdesk@hc-one.co.uk.  

13. References 

 

• HC-One Disciplinary Policy 

• COVID-19 Testing Process Flow for National Test Sites and Home Test Kits 
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