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Final Template Examples
A) SINGLE LOCATION REQUEST

E',_U_oA Contract Trace Leads

leads |

Building

LIPrima H |
(HSW Manager)
auckland.ac.nz ||

Department/Group ra:ultvlb'wision

{Assoc Dir HSW)
@auckland.ac.nz

ARPHS
Notifies UoA

15/09/2020

Checkin

{Assoc Dir Facilities)
@auckland.ac.nz

15/02/2020

Contact

Commercial Services [Campus Lile Access

Trace Lead
re case

16/09/2020

( Backup:

Manual

| Campus Security Office 24/7
|
10800373 7550

Obtain Latest UoA Contact Tracing
Team information from Microsoft

[
Number

]

Teams, to ensure it matches below |

contacts.

Trrame

Department/Group

\ 15/09/2020

Determine template style required:
A) SINGLE LOCATION REQUEST H—

16/09/2020

B) BUILDING OCCUPANT REQUEST

[Campus Life

16/09/2020

Student

i:'._'_:_-_‘_. — . —=— — =

- —’.-'||MT Contacts |
Contact IMT to notify of case. | Name Contact '
Send summary of case detail, [ 057N LIST FROM RECENT MEETING MINUTES |
. |

l. Use Email and Microsoft Teams to coordinate

L

| Contact TEC to_hé_tify of case |
(unless they are already aware). == —— )
| Note: ONLY notify that we have ‘ITEC Contacts I
. Name Contact |
| a case, no further details are

_r:eqLﬁired_ 1 \ 9() te_ic%c:/\;t_nl ﬂ:

“Send email re request Summary, with |
l template requirement to - - —— — —_— =

Data Analyst produces tracing template from
provided data and sends to UoA Contact Trace
B i Lead
USE INSTRUCTIONS PROVIDED IN TEAMS TO
COMBINE ACCESS, CHECKIN & MANUAL DATA

Data Analysis Contacts Personal Data
Coordinator (with names summary, staffor |

A) Access Data Coordinator
B) Check-In Data Coordinator
C) Manual Data Coordinator
D) Personal Data Coordintor
E) Data Analyst ' Manual Data Coordinator
e it “| Personal Data Coordinator
47 .

- Data Analyst

' Primary Data Contacts

| Contact
Access Data Coordinator

" Checkin Data Coordinator

AND C

Immediate (15 min _ S——— —— = —_
response?

(1 e

No

i Primary Data Contacts
|

Name Contact

Access Data Coordinator
Checkin Data Coordinator
Manual Data Coordinator
Personal Data Coordinator
Data Analyst

Follow up with |

phone calls '
I
S

W

pm— = — ——— = =l

Response after 1

auckland.ac.nz
email sei@auckland.ac.nz
auckland.ac.nz |
auckland.ac.nz

hour?
i
NO == e ———— — g x
Secondary Data Contacts
I R | Name
| Call/email |: Access Data Coordinator
| secondary contact | Checkin Data Coordinator
' Manual Data Coordinator
persons I[ Personal Data Coordinator
e DotaAnalyst
|
No

Response after 2
hours?

| =
Tertiary Data Contacts

= Contact
| l|Access Data Coordinator
. . | Checkin Data Coordinator
il
Call emall/ tertiary ' Manual Data Coordinator
| contact persons | personal Data Coordinator
i i Data Analyst

e —————

student)

| . Add Phone Numbers to template IF required
I - (Required on BUILDING OCCUPANT REQUEST)
|

|

| Personal Data Contacts
|

Personal Data Coordinator I
- Name Contact i
I SEl Team sei@auckland.ac.nz

auckland.ac.nz| I
auckland.ac.rz,

I UoA Contact Trace Lead
undertakes final analysis and
sends to ARPHS

I. UoA Contact Trace Lead sends |[
summary to IMT of actions:
Number of effected persons, |
building locations involved, |

| other relevant tracing I

information

| End





