
Guidance for Reception Staff at Outpatient Clinics and Community Health Centres and Walk-in-Centres 
novel coronavirus (2019-nCoV) 

Further information 
For further information on Novel coronavirus, refer to the ACT Health Website. 
See also https://www.health.gov.au/health-topics/novel-coronavirus 
For additional queries, please contact the Communicable Disease Control (CDC) at ACT Health by calling (02) 5124 9213 
 
Version 2 - 7 February 2020 

Please display the ACT Health posters provided in your waiting room to alert patients who have a fever or respiratory symptoms AND who 
have travelled overseas in the past month to identify themselves to staff. Have a supply of surgical masks available at reception. Staff 
should be alert to the possibility of patients presenting with the infection.

Identifying possible cases of novel coronavirus

Outpatient Clinic or Community 
Health Centre

If the appointment/treatment is required,
isolate patient (wearing a surgical mask) in a 
single room (if possible).

Walk-in-Centre

Isolate patient (wearing a surgical mask) in 
a single room (if possible).

If patient can’t be isolated, ask them to 
wait outside or in an area that is separated 

2 metres or more from other patients.  
Contact them when the Practitioner is 

available.

Inform the Practitioner of the possible case 
as they may wish to triage.

Minimise transmission in the health centre
Request the patient:
 Perform hand hygiene.
 Leave their mask on, use respiratory and cough etiquette.
 Ensure there is an adequate supply of tissues, a bin and alcohol-based hand rub.
 Ensure cleaning is performed after the patient vacates the waiting room (see below).

Cleaning in the waiting room
Use routine cleaning or disinfection procedures. Wipe any contacted surfaces with detergent or disinfectant.

If patient can’t be isolated, ask them to wait 
outside or in an area that is separated 2 metres 

or more from other patients.  Contact them when 
the Practitioner is available.

Inform the Practitioner of the possible case as 
they may wish to triage.

If the appointment/treatment is not urgent:
 Clinic to consider rescheduling appointment.
 Advise the patient to see a GP.
 Clean any surfaces the patient may have 

touched (see cleaning section).

Has the patient:
 Fever
OR
 Acute respiratory symptoms (for example, shortness of breath or cough) with or without fever

Has the patient:
 Travelled to, or transited through, mainland China (excluding Hong Kong, Macau and Taiwan) in the 14 

days before symptom onset
OR
 Had contact with a confirmed case of 2019-nCoV in the 14 days before the onset of  symptoms

Immediately ask them to put on a surgical mask
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