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COVID reporting for PCH/LTC 

1. Add in case type at top of first page, choosing from the drop down: 

 

2. For date report received – indicate the date that you received a report of the case. Use this format 
(dd-mmm-yyyy [e.g., 13-Apr-2021]). Also enter the time you received the report (use 24 hour clock 
and add colon [e.g., 13:00]) 

 

3. For attribution, pick from drop down: 

 
 

4. If it is a healthcare associated infection (HAI), indicate the facility that it is healthcare associated to on 
the dotted line: 
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5. Complete the area titled case demographics. The appropriate dating format is (dd-mmm-yyyy). Do 
not add hyphens to the PHIN numbers.   

 

6. If case is a resident, fill in resident location details: 

 
Note that for Shared Washroom and # of beds in room, there are drop downs that should be used. 
 

7. Answer the question that indicates when the isolation for the resident was initiated (use appropriate 
dating format [dd-mmm-yyyy]). Also ensure that the time is using a 24 hr clock with a colon added 
(e.g., 14:00) 

 

8. If the case was a staff member, add the details regarding which shifts they worked while 
communicable.   
 
Work down the first 3 columns (grey ones) before moving over to complete the next 3 (green ones) 
and the following three (purple ones). Add dates in this format: dd-mmm-yyyy. 

 

9. Add in the date of communicability (Date #1): 
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10. Determine Date #2 (end of communicability). These are done differently for staff or resident: 

 
Ensure you also add the Date #2 to the data field to the far right of this area (Date #2 will be noted in 
2 spots). 
 

11. Dates that must be investigated for contact tracing are all contacts between Date #1 and Date #2. 
 

12. On the bottom of the first page, there is also the opportunity to add comments if necessary. These are 
optional. 
 

13. Complete all of the case and contact management sections. Note that one should mark each line with 
an X and date this line when complete.   

 
14. Anything that is blue and/or underlined has links to the appropriate document that you might need to 

complete that task. 
 

15. Ensure that 3. Confirmation of the status of the case is completed. This will indicate whether a 
resident or staff member has recovered. This section also confirms if a staff member worked during 
their period of communicability. These drop downs must be completed for each resident or staff 
member. If this changes during the outbreak (e.g. a resident or staff member recovers from their 
COVID infection) then the form must be resubmitted to leadership &/or IP&C coordinator as required.   
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16. Lastly, the managing COVID deaths section has one last drop down that must be completed for each 
patient.   

 
This drop down must be completed for each resident or staff member.  If this changes during the 
outbreak (e.g., a resident or staff member recovers or dies from their COVID infection) resend form to 
leadership &/or IP&C coordinator as required. 


