WORKPLACE CHECKLIST TO MITIGATE SPREAD OF 

INFLUENZA A (H1N1-2009)

This checklist is to help employers put in place the appropriate measures to mitigate the spread of Influenza A (H1N1-2009), and ensure business continuity to minimise the impact on business operations and employees. The list is meant to serve as a guide, and is not exhaustive. For details and to keep updated on the situation, please refer to the advisories and guidelines which are available from http://www.moh.gov.sg and/or http://www.mom.gov.sg/flu.

	Measures to put in place
	Y/N

(date)
	Remarks / Next action

	Business Continuity Measures 1

	1. Implemented a business continuity plan suitable for the current DORSCON.
	
	

	2. Coordinated business continuity plan with suppliers and customers
	
	

	3. Planned for when and how to activate alternate suppliers and delivery services
	
	

	4. Planned for the scenario where there is significant absence from work
	
	

	5. Identified manpower requirements and working arrangements needed to maintain critical functions
	
	

	6. Cross-trained staff in critical functions
	
	

	7. Planned for local housing for workers who commute from outside Singapore
	
	

	8. Identified functions that can be done off-site or from home
	
	

	9. Made arrangements to minimise face-to-face contact with suppliers, customers, colleagues
	
	

	10. Prepared telecommunications access for employees working from home / off-site
	
	

	11. Updated contact details of staff, key suppliers and customers
	
	

	12. Implemented procedures for handling of employees and visitors who are unwell
	
	

	13. Kept updated on the latest MOH advisory, and accordingly developed / implemented policies and precautions to safeguard employees’ health and well-being 
	
	

	14.  Implemented system to monitor and reduce sickness absence
	
	

	15. Communicated to employees on system for reporting of ill-health and medical leave 
	
	

	16. Implemented temperature checks for staff (if recommended by MOH)
	
	

	17. Implemented temperature checks for visitors, screening for flu-like symptoms, travel history and recording of visitor details (if recommended by MOH)
	
	

	18. Stocked up on thermometers, surgical masks, N95 masks and impervious gloves for employees and visitors
	
	

	19. Developed agreements with cleaning/decontamination companies on frequency and method of cleaning
	
	

	20. Developed internal communications plan for employees, counseling support arrangements and resources at different DORSCON levels
	
	

	21. Displayed health advisories to inform visitors on preventive measures
	
	

	22. Developed external communications plan for various DORSCON levels, aimed at customers, suppliers and stakeholders
	
	

	Staff management policies with regard to the following have been developed for different DORSCON levels 1,2,3

	1. Adopted the recommendations in respect of leave of absence as outlined in the latest relevant Tripartite Advisory on Workplace Measures to tackle influenza A (H1N1-2009) 
	
	

	2. Overseas travel for business and personal reasons (aligned to latest advisories from the authorities) 
	
	

	3. Situations for recall of staff and families from overseas (aligned to latest advisories from the authorities)
	
	

	4. Situations where large numbers of workers are affected, and where companies’ operations are seriously disrupted or if the companies face potential closure
	
	

	5. Working arrangements that minimise risk of contracting Influenza A (H1N1-2009) infection at the workplace for employees who might be at higher risk for influenza-related complications (Refer to MOH’s latest advisories)

	
	

	Education of Employees 1,3, 4

	1. Advised employees on flu symptoms, overseas travel, practice of personal hygiene, social responsibility and the adoption of a healthy lifestyle

       (See Annex A for proper steps to washing hands)
	
	

	2. Advised employees not to come to work if they are not feeling well. During mitigation phase, advised employees who develop flu symptoms (e.g. fever, cough, sore-throat) to wear surgical masks, and to visit a Pandemic Preparedness Clinic (PPC) recognisable by this decal [image: image1.png]


or a restructured hospital emergency department for initial assessment and treatment. 
(Refer to MOH website for the latest advisory and list of PPC and Restructured Hospitals.)


	
	

	3. Urged employees on medical leave not to return to the workplace  


	
	

	4. Informed employees on relevant H1N1 advisories and guidelines issued by the Government
	
	

	5. Fit-tested employees to N95 masks and taught employees how and when to use surgical mask, N95 mask and impervious gloves
	
	

	Environmental Cleanliness 3

	1. Infection control measures in line with the advisories on public health measures issued by the MOH are implemented
	
	

	2. All office space and common facilities are cleaned at least daily
	
	

	3. Cleaning crew is informed of daily cleaning procedure and procedure for disinfection of areas exposed to a case
	
	

	4. Frequently touched surfaces are washed/wiped with 1:50 diluted household bleach.  70% alcohol is used to wipe surfaces where use of bleach is not suitable e.g. metal.  Soiled surfaces are cleaned with water and detergent before applying alcohol or bleach
	
	

	5. Cleaning crew is informed of symptoms, usage of impervious gloves and N95 mask when cleaning and type of disinfectant to use 


	
	

	6. Cleaning crew is aware of need to disinfect cleaning equipment used in one room before using for other rooms
	
	


Resources 

You can also refer to resources available at http://www.moh.gov.sg and / or http://www.mom.gov.sg/flu.
1. A Flu Pandemic Business Continuity Guide for SMEs, SPRING Singapore

2. Third Tripartite Advisory on Workplace Measures to tackle Influenza A (H1N1-2009) (16 July 2009)

3. Influenza Pandemic Preparedness - Guide on Infection Control measures for Workplaces (non-Healthcare), MOH Singapore (May 2009)

4. Health Advisory 1/2009 Advice on Influenza A (H1N1-2009) for Workplaces, MOH Singapore (6 May 2009), 

Checklist issued by the Ministry of Manpower, in consultation with the Ministry of Health, Singapore Business Federation and SPRING Singapore

Issued on 16 July 2009

Annex A - Proper Steps to Washing Hands

[image: image2.jpg]1. Wet hands with warm running water, apply soap and lather well.
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