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Introduction

The following is the outline protocol for communication between the various offices within the University of York and the North Yorkshire Health Protection Unit to ensure effective management of communicable disease incidents affecting the University of York. The protocol covers notification of events/incidents, communication with various parties and development of an emergency contacts list. The principles apply to the management of all communicable diseases, however specific policies will be developed with details of the actual management of key communicable diseases such as Meningitis / meningococcal disease.

1. Notification
When notification is from the Health Protection Agency, it shall be to Director of Health & Safety Services directly on telephone 01904 – 434251, or (out of hours) via the central security service on 01904-434444.

In the situation that any other member of staff is made aware of a case of a communicable disease, they shall confirm the source and gather all possible information on the patient as detailed below:

 

· Name of individual reporting the case.

· Contact telephone number.

· Address (if relevant).

· Name of patient.

· Address (term time and home).

· Telephone number.

· Course of study, year of study and College..

· Current location and condition of patient.

The member of staff shall then inform the central security service on 01904-434444. 
NOTE: STAFF MUST NOT DELAY REPORTING BECAUSE SOME OF THE ABOVE DETAILS ARE NOT AVAILABLE.

 

The central security service staff will then contact the Director of Health & Safety Services.

The Director of Health and Safety Services shall then inform the Academic Registrar, the Director of Communications, the Manager, Student Support Services and the relevant College Provost, where the student is resident in College accommodation.

 

2. Communication

The Academic Registrar and other relevant managers shall agree areas of responsibility for communications.  Liaison with the North Yorkshire Health Protection Unit shall be through the Director of Health and Safety Services.  Formal statements relating to the case shall only be released from the office of the Academic Registrar.

 

The Academic Registrar shall inform relevant managers of the situation as required and keep the Vice Chancellor aware of the situation.

 

Managers shall ensure that the initial statement and any updates from the Academic Registrar are brought to the attention of relevant staff and students.

 

The Academic Registrar shall issue the final statement.

 

At all stages of the above the University Health and Safety Office will provide support to the Health Protection Unit to ensure that advice and information leaflets are disseminated to staff and students as required.  

 

3    Roles and Responsibilities

· Academic Registrar

To manage the overall situation and to co-ordinate the activities of other University managers.  To release formal statements relating to the situation.  To keep the Vice Chancellor’s Group and other relevant managers aware of the situation. To provide student contact details as required. To provide support and assist the North Yorkshire Health Protection Unit in disseminating advice and information leaflets to staff and students as required.

· Director of Health and Safety

To act as the University contact point for all communications with North Yorkshire Health Protection Unit. To advise and update the Academic Registrar on any changes to the situation, as this information becomes available. To ensure that accurate and clear communication on the situation takes place.

· University Health Centre

In collaboration with the North Yorkshire Health Protection Unit, to advise the University management team, through the Academic Registrar, on any medical issues relating to the incident. 

· Director of Human Resources

To provide staff contact details as necessary.

· Chair of Board of Studies/Head of Department/Programme Director

To provide a direct link with the staff and students associated with the patient.

· Colleges Co-ordinator

To provide a direct link with provosts, College welfare teams and students in residence (where the patient also resides).

· College Provost/Manager, Student Support Services

To assist in the identification of close contacts to the patient and facilitate appropriate action, as advised by the North Yorkshire Health Protection Unit. To contact next of kin, when requested to do so by the student, the Academic Registrar or North Yorkshire Health Protection Unit.  To offer pastoral care and support to the patient (including direct hospital visits), to the relatives of the patient (including meeting/accompanying them, assisting with accommodation arrangements, etc.) and other students/staff involved.
· Communications Office

To handle media communications in consultation with the Academic Registrar.

· Manager, Student Support Services

To mobilise responses regarding chaplaincy and pastoral care and counselling services as required.  To inform relevant services within the components of the Student Service including the Students’ Union and Graduate Students’ Association regarding the likelihood of student enquiries. To set up a helpline for students and parents, if this is necessary.

· Supervisor 

The academic supervisor of each student taken ill will keep other staff in their department informed and ensure that appropriate steps are taken to deal with the academic consequences of the period of illness for the student(s) affected.

· University Chaplains

Assist the Manager, Student Support Services as necessary in allaying anxiety of persons associated with the incident.

· Counselling Service for Students

To offer counselling services if indicated by the Manager, Student Support Services.

· North Yorkshire Health Protection Unit

To confirm diagnosis of the disease and to inform/update and advise the University as necessary.  To provide advice, support or direct management of the incident in collaboration with the University management and the University Health Centre.

 

4 Outbreaks

In the case of an outbreak, the North Yorkshire Health Protection Unit Outbreak control plan will come into effect.  The roles and responsibilities identified in this document should not significantly alter, however a University Crisis Management Team, including other members of staff may be set up and will be involved in managing the incident.

5 Definitions
Communicable Diseases
Diseases that are capable of being transmitted from one person to another. 

 

Outbreak
Two or more confirmed/probable cases of the same infectious/ communicable disease, occurring within a defined period and for which a common link can be determined.  North Yorkshire Health Protection Unit will confirm the “outbreak” status.

6 Emergency Contact Numbers

Purpose: 

To ensure that staff, students, and other partner organisations can easily contact the appropriate people in an emergency.

Identification and communication of numbers: 

The University’s Security & Support Services Manager shall produce and maintain a list of emergency contact numbers and ensure that the list is readily available, through the 24 hour security centre.

University contacts during Normal Working Hours:

Director of Health and Safety Services
01904 434251

Director of Communications


01904 434462

Academic Registrar 



01904 432134

Manager, Student Support Services

01904 432150

Out of Hours - Contact Security Centre 
 01904 434444 or 0800 433333

LOCAL HEALTH SERVICES

Ambulance




999

University Health Centre:


01904 432190

North Yorkshire Emergency Doctor

01904 621621

York General Hospital


01904 631313

North Yorkshire Health Protection Unit


01904 567675 

Out of hours (via TENYAS ambulance control)
01904 666026 (ask for on-call public health doctor)
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