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7.2.1 Influenza Risk Reduction for Front Office Staff
Why are the front office staff at risk?

During an influenza pandemic, front office staff (i.e. staff who regularly deal with customers face-to-face) could be at increased risk of contracting pandemic flu because they are exposed to people who may be infectious. People can be infectious, or able to pass along the virus, while appearing perfectly healthy. Staff can reduce their risk by paying strict attention to hygiene and appropriate use of Personal Protective Equipment (PPE).

What are the risks? What steps should front office staff take to reduce these risks?
	Risk
	How to reduce the risk

	Customers expel “respiratory droplets” when they cough or sneeze. Droplets can contain flu virus and should be considered potentially infectious.
	· Wear a mask at all times when dealing with customers face to face.
· Keep a distance of at least 1 meter (3 feet) between yourself and customers.

· Door screening procedures should be in place.
· Ensure that closed spaces are well ventilated. 

	Objects touched by customers (including money, pens, chairs etc.) may be contaminated with the virus.
	· Wear gloves when handling objects that have been touched by customers.  Gloves are NOT a substitute for hand washing!
· Practice frequent hand washing. It may be useful to have alcohol hand rub available at desks for regular use.
· Clean all shared spaces and objects regularly.
· Refrain from touching your face, especially after handling objects that may be contaminated.

	Visiting clients. 
	· Wherever possible, minimize face-to-face contact. Use the telephone, email or other means of communication when appropriate.

· If face-to-face contact is unavoidable, consider wearing face masks. Avoid touching others. Don’t shake hands.
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