
Management upon notification of a 
confirmed case in workplace

Last updated on 30 July 2020



Notification of a preliminarily tested positive for COVID-19 or confirmed case 
who had worked in workplace during incubation or infectious period

Closure of premises as soon as possible and advise 
other staff to stay at home and not go back to office

Arrange thorough
environmental 
disinfection
as soon as possible. 

In general, office 
should remain 
closed until further 
advice from the CHP.

Provide a list of staff with name, HKID number and 
telephone number in the past 2 weeks.

Normally, close contacts of the confirmed case will be 
quarantined. In general, those who had contact with 
the confirmed case without surgical mask may be 
classified as close contacts (e.g. having meals with 
the confirmed case, face-to-face contact without 
mask, etc.). The CHP will assess whether a co-
worker is a close contact on a case-by-case basis. 
The CHP will contact them individually to inform them 
of the arrangement. Staff should stay home and wait 
for telephone call from CHP. Meanwhile, they should 
observe strict personal hygiene. 



Annex 1
Infection control advice for person who are close contacts waiting for telephone call from CHP

1. Stay at home and wait for telephone call from CHP for further arrangements
2. Stay in a well-ventilated single room as far as possible. Household members should preferably stay in a separate room
3. Ensure that shared spaces are well ventilated by keeping windows open
4. If living with other people, all should wear surgical mask properly
5. Avoid sharing of personal items and meals with other household members
6. Refrain from contacts with other people as far as possible
7. Avoid visiting by friends or relatives not living together
8. Perform hand hygiene frequently and observe cough etiquette
9. Designate a toilet to be used only by the close contact as far as possible. If this is not feasible, need to clean and disinfect the toilet after 

each use. Clean and disinfect toilet bowel with 1 in 49 diluted household bleach after defeacation. Clean and disinfect the washing basin with 
1 in 49 diluted household bleach if contaminated with sputum or saliva e.g. after rinsing mouth or brushing teeth

10. Proper use of toilet e.g. close toilet lid before flushing and always wash hands with liquid soap and water after using the toilet
11. Maintain drainage pipes properly and regularly (about once a week) pour about half a litre of water into each drain outlet (U-traps), to 

ensure environmental hygiene. Cover all floor drain outlets when they are not in use.
12. Clean and disinfect the home environment daily with 1 in 99 diluted household bleach (mixing 10 ml of bleach containing 5.25% sodium 

hypochlorite with 990 ml of water), leave for 15-30 minutes and then rinse with water. For metallic surface, disinfect with 70% alcohol
13. If places are contaminated by respiratory secretions, vomitus or excreta, use strongly absorbent disposable towels to clean up the 

visible matter. Then disinfect the surface and the neighbouring area with disinfectant. For non-metallic surface, disinfect with 1 in 49 
diluted household bleach (mixture of 10ml of household bleach containing 5.25% hypochlorite solution with 490ml of water), leave for 15 -
30 minutes, and then rinse with water. For metallic surface, disinfect with 70% alcohol.

14. If develop fever and acute respiratory symptoms or feeling unwell, make sure the mask is worn properly; report your symptoms upon 
receiving phone call from CHP for advice and arrangement to public hospital for further management.

15. If a household member develops fever or respiratory symptoms; or sudden loss of taste or smell, he or she should put on a surgical mask 
and seek medical attention immediately.

Source: https://www.chp.gov.hk/files/pdf/infection_control_advice.pdf

https://www.chp.gov.hk/files/pdf/infection_control_advice.pdf


Annex 2
Enhanced Environmental Disinfection

1. Disinfect all potentially contaminated surfaces or items by using 1 in 49 diluted household bleach
(mixing 1 part of household bleach containing 5.25% sodium hypochlorite with 49 parts of water).

2. If there is blood, secretions, vomitus or excreta spillage, take enhanced measures:
(a)Cleaning staff should wear appropriate personal protective equipment (PPE) including surgical mask, gloves, 

disposable gown, eye protection (goggles/face shield) and cap (optional).
(b)Use forceps to hold the strong absorbent disposable towels to wipe away the blood, secretions, vomitus or excreta 

during a preliminary clean up.
(c) Then put the forceps and used absorbent disposable towels in a garbage bag carefully without contaminating 

oneself/the environment.
(d)Disinfect with 1 in 4 diluted household bleach (mixing 1 part of household bleach containing 5.25% sodium 

hypochlorite with 4 parts of water), wipe from the outside inward, leave for 10 minutes, rinse with water and wipe dry 
afterwards.

(e)After the procedure, put all the wastes and cleaning tools (e.g. forceps, cloth, mop head) in the garbage bag.
(f) Carefully remove PPE, put them in the garbage bag, and then perform hand hygiene.

(When hands are not visibly soiled, use 70-80% alcohol-based handrub. Wash hands with soap and water when 
hands are visibly dirty or visible soiled with blood, body fluid).

(g) Wear a pair of new gloves, seal the waste bag tight and dispose it properly in covered rubbish bin. Then, label the 
rubbish bin and put it in a safe undisturbed place until collection.

(h)Remove gloves carefully. Wash hands with liquid soap and water.
Source: https://www.chp.gov.hk/files/pdf/nid_guideline_workplace_eng.pdf

https://www.chp.gov.hk/files/pdf/nid_guideline_workplace_eng.pdf
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