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Track and Trace Process Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Staff member/visitor arrives 

at Practice 

Temperature is taken by staff 

member on duty. Ensure that 

the person entering the 

premises has no symptoms 

Name, contact number, time 

of arrival and temperature of 

visitor is recorded on sign in 

sheet. Temperature to be 

recorded as < or ≥ 37.8° 

Temperature ≥ 37.8° person 

to be refused entry and 

advised to self-isolate 

Ensure staff member/visitor 

is wearing a face mask 

before entry to the premises 

All those entering the 

premises to sign out on 

departure 

Sign in sheets to be retained 

for 21 days and destroyed in 

confidential waste. (Example 

sign in sheet appendix 1) 

Visitors not 

displaying an ELFT 

ID badge are to be 

provided with a 

visitor’s badge 



 

 

 

Visitors to Practice Process Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

All visitors’ track and trace 

information to be recorded 

Temperature ≥ 37.8° or 

displaying symptoms, 

person to be refused 

entry and advised to 

self-isolate 

All visitors are required to 

wear face masks while on the 

premises 

All visitors to be encouraged 

and reminded of the need to 

maintain physical distance 

from others on the premises 

Two-metre floor signage to 

be in place 

Seating areas to be restricted 

with signage to maintain 

physical distance 

The maximum number of 

visitors to the premises to be 

pre-determined, according to 

the amount of space 

available 

Where the building layout 

allows, a one-way entry and 

exit system to be in place 

The number of visitors to the 

premises to be monitored 

and restricted 

Hand sanitiser to be 

available throughout the 

building with signage to 

encourage use 



 

 

 

Appendix 1 

COVID-19 Daily Symptom & Temperature Screening Log Sheet 
 

Today’s Date:  
 

Full Name Contact 
Number/Staff ID 

 

Are you wearing 
a Face mask? 

(Yes /no ) if no 
please collect & 
wear face mask 

Temperature 
check? 
(Yes/No) Value 
not required 

 

Symptomatic? 
(yes/no) 

(see list of 
symptoms 

below) 

(If symptomatic or temperature 
≥37.8°C – Record action taken) 

Sign In 
Time 

Sign Out  
Time 

  
 

      

  
 

      

  
 

      

  
 

      

  
 

      

  
 

      

  
 

      

        

        

  
 

      


