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Employee Advocacy Toolkit

Who this is for:

Employees who want to advocate for safer air in the spaces they access in their workplace. 
Main takeaways:

· Indoor air quality affects health and inclusion.

· Workplaces can take simple steps to improve ventilation, filtration, and air monitoring.

· Effective advocacy starts with clear communication and using available tools.

· This toolkit provides templates and resources to help you advocate for safer air in your workplace.

Advocating for safer air in your workplace
Workplaces should be safe and welcoming everyone. Good indoor air quality is an important part of that - reducing the spread of airborne illnesses and ensuring everyone can participate in their communities without unnecessary health risks. 
But while many workplaces have policies on things like inclusion or safety, indoor air quality can be overlooked. Improving it doesn’t have to be complicated. Small changes - like opening windows, using portable air filters, or checking CO₂ levels - can make a real difference.

If you’re here, you’re probably already thinking about how to make your workplace’s air safer. We hope you find our toolkit helpful.

How indoor air quality impacts people living with a primary immunodeficiency (PID) or secondary immunodeficiency (SID)
The quality of indoor air can impact the health and wellbeing of everyone. This is especially true for anyone who has a high risk of poor outcomes from infections - such as people who have chronic conditions or weakened immune systems. People living with PID or SID may take longer to recover or experience more serious illness, even after mild infections. For some, this can lead to complications or a longer-term impact on their health.
Getting started with advocacy

Advocating for change can feel overwhelming, but it doesn’t have to be. The key is to be prepared, practical and set achievable goals.

1. Understand the issue – Learn about how indoor air quality affects health and wellbeing. This toolkit includes factsheets to help explain key concepts like ventilation, filtration, CO₂ monitoring, and masking.

2. Explain why it is important to you - Sharing your personal reasons can help others connect with the issue. People are more likely to support action when they understand your motivations and experiences.

3. Know what you’re asking for – Workplaces are more likely to act if they receive clear requests. 
4. Start conversations – Changes happen when people start talking about them. You might begin by speaking with a staff member, team leader or committee member depending on the workplace. If you’re a staff member, or committee member, you could raise the issue at a meeting.

5. Start small - Focus on achievable steps. Smaller actions, like trialling a HEPA filter in an office or starting regular CO₂ checks, can help build momentum, and encourage others to support broader changes over time.

6. Use this toolkit – We’ve created templates and guides to help make advocacy easier. This includes a meeting request email, a meeting notes sheet, and a personal risk profile template to help explain why safer air matters to you.

What's in this toolkit?

· Meeting request email – A template to help you request a meeting with staff.

· Meeting notes sheet – A guide to help you prepare for your conversation, define your goal, and track next steps.

· About me and my risk profile – A tool to help explain why safer air is important for you or your family.

· Safer air quickstart guide – A factsheet with simple, practical steps to improve air quality.

· CO₂ factsheet – Information on why CO₂ levels matter and how they can be used to assess air quality.

· Ventilation factsheet – Why ventilation is important and how to improve it in workplaces.

· Filtration factsheet – How portable air filters work and why they help.

· Masking factsheet – Why some people wear masks and how they can reduce risk.

Making a difference

Advocating for safer air doesn’t mean you have to go it alone. It's likely that other members of your workplace share your concerns, and many workplaces are open to making improvements when given the right information.

Thank you for your advocacy - you’re helping make the community healthier and more inclusive for everyone.
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Email template - Meeting request

Who this is for:

Employees who want to request a meeting with their workplace to discuss indoor air quality improvements.

Main takeaways:

· Clear and friendly email template to request a meeting

· Briefly explains why safer air is important

· Helps you set up a positive and constructive conversation

Meeting request email template

Subject: Request for meeting – improving air quality at [name of workplace]
Hi [name],

I’d like to request a meeting with you to discuss ways we could improve indoor air quality at [workplace name].

Better air quality can help reduce illness, improve productivity, attendance and wellbeing, and make spaces safer and more inclusive, especially for people who are more at risk. This is important to me because [include some reasons].

When would be a convenient time to talk?

Thanks very much - I appreciate your time.

Best regards,

[Your name]

[Your contact details]

Meeting notes template

Who this is for:

Employees preparing for a meeting about safer air in their workplace.

Main takeaways:

· Helps you define clear goals for the meeting

· Makes sure you cover important points

· Keeps notes organised so it’s easy to follow up afterwards

Meeting notes sheet

Meeting date:

Meeting with:

My main goal for this meeting:

Things I’d like to discuss:

Key points to mention:

Why safer air matters to me/my family:
Steps I’d like the organisation to take:

Benefits to the organisation (health, wellbeing, inclusion, productivity):
Notes during meeting:

Next steps:
About me and my risk profile
Who this is for:

Employees preparing for a meeting about safer air at their workplace.

Main takeaways:

· Clearly explains your situation and why safer air matters to you.

· Makes advocating easier and more impactful by personalising your request.

· Helps others understand and support your goals for improved indoor air quality.

About me and my risk profile

My name: [Name]

My connection to the organisation: (e.g., employee)

Why safer air matters to me:

(Provide a brief explanation about why safer air is important to you personally or your family. For example, "My child lives with a primary immunodeficiency, and may take longer to recover or experience more serious illness,” or "I live with secondary immunodeficiency so we try to avoid having illnesses in our home". Include as little or as much detail as you feel comfortable with.)

How safer air helps me participate fully:

(Explain briefly how improving air quality helps you participate more safely in workplace activities or events.)

Easy actions that would help me:

(Some suggestions are provided below, but you might like to list other key actions that you are interested in)

Improving ventilation, such as opening windows regularly or checking air conditioning systems

Installing portable air filters, like HEPA filters, in offices and shared spaces

Monitoring CO₂ levels and taking action if levels rise
Supporting the wearing of masks where people choose to do so, or have been recommended to do so by their clinical team
Anything else you'd like the organisation to know:

(Additional details that you feel might help others understand your situation.)
Safer air quickstart guide

WORKPLACES

Your quickstart guide to the concept and benefits of improved indoor air quality, and need simple, practical tips to quickly improve indoor air quality at their workplace.

Main takeaways:

· Good indoor air quality helps reduce airborne infections and supports health, wellbeing, and inclusion.

· Airborne viruses can easily spread in poorly ventilated indoor spaces.

· Small steps like improving ventilation, filtration, and air monitoring can greatly improve air quality.

· This guide provides practical actions your workplace can take right now.

Introduction

Why safer air matters

We drink around 2 to 3 litres of water each day, and eat 1.5 – 2kg of food each day. We take care to make sure that water we drink and the food we eat is clean and safe. But we breathe around 11,000 litres of air every day - and air, just like water and food, can carry things that make us sick.

Given that we spend about 90% of our time indoors, the quality of indoor air is particularly important.
Since 2020, many organisations have focused heavily on cleaning surfaces to prevent illness. But some common viruses - like flu, RSV, COVID, colds, whooping cough, measles, and even chicken pox - spread primarily through the air.

When someone who is unwell breathes out, they release tiny particles containing the virus into the air around them. Others in the room breathe in this same air, which can lead to infection.
Ventilation is the process of removing stale air from a space, and introducing fresh air from outside. It can be achieved naturally (by opening windows and doors) or mechanically (using fans, ducts or HVAC systems). 

In poorly ventilated indoor spaces, we breathe in more air that others have exhaled. The worse the ventilation and the more crowded the room, the higher the risk of infection if someone is carrying an airborne virus. And while we all hope anyone feeling unwell stays home, illnesses like COVID and chicken pox can spread before someone even realises they're sick.

This means we all need to pay more attention to the air we share, especially in workplaces where shared spaces are common.

Simple actions to improve indoor air quality now

Here are some easy, practical steps your organisation can implement immediately to improve air quality and reduce illness risk:

1. Encourage people who are unwell to stay home

Have clear guidelines for staff about when to stay at home, and where possible, encourage sharing of information. 
Tip: Where possible, share information about illness in the workplace without sharing identifying information.
Why it helps: Reducing the number of people in attendance who are sick reduces illness spreading through an organisation. 

2. Improve ventilation

When possible, open windows and doors, and use fans or air conditioning to improve air circulation and dilution. 
Tip: Opening opposing doors and windows slightly promotes cross-flow of air.

Why it helps: Fresh air dilutes airborne viruses, making infection less likely.

3. Filter the air

Use portable air filters, like HEPA filters, in offices and communal areas. Position them away from walls, obstacles, open windows and open doors to maximise their effectiveness.

Tip: When purchasing a portable air filter consider the noise level vs. clean air delivery rate of each model.

Why it helps: Filters remove virus particles and other pollutants from indoor air.

3. Check the air quality (CO₂ monitoring)

Use CO₂ monitors to regularly measure air quality and act when necessary. This table has some suggestions.
	 

Breaths from someone else
	Level
	Suggested Action
	Note

	1 in 215
	400-600
	Great! No action required
	430 is outside air

	1 in 100
	600-800
	Not bad! Open some windows and doors slightly. Keep an eye on the levels and adjust more if needed.
	 

	1 in 66
	800-1000
	Not great... Open windows and doors wider, turn fans on low. Keep an eye on the levels and adjust more if needed.
	 

	1 in 35
	1000-1500
	Getting high... Keep windows and doors open, turn fans on high. Keep an eye on the levels and adjust more if needed.
	Associated with drowsiness, impacts on decision making

	Even more
	1500+
	Very high! Consider heading outside or to another space, open doors and windows so the air 'flushes'.
	Associated with sleepiness, headaches.


Tip: High CO2 can indicate that a space is poorly ventilated, and even cause inattentiveness and affect productivity.

Why it helps: CO₂ levels can be used to indicate how well-ventilated a space is. Higher levels mean more ventilation is needed.

4. Support mask-wearing

Make masks easily available for people who wish to wear them, and create an environment where mask-wearing is seen as normal and supported for people who wish to do so.

Tip: Encourage mask use, especially during times of higher infection risk.

Why it helps: Masks reduce virus spread, protecting both the wearer and those around them.

Small steps add up

Even small changes can significantly benefit everyone’s health and wellbeing in your workplace, and create a healthier, safer, and more inclusive community.

CO2 factsheet

WORKPLACES

Your guide to clear, practical information on CO₂ monitoring and how it relates to safer air in workplaces.

Main takeaways:

· CO₂ monitoring helps measure how fresh the air is inside.

· High CO₂ levels indicate poor ventilation and increased infection risk.

· Simple actions like opening windows or adjusting ventilation systems can quickly improve air quality when CO₂ levels are high.

· Air filtration can be effective at removing viruses and pollutants, but it does not reduce CO₂ levels.

Introduction

We breathe out carbon dioxide (CO₂) every time we exhale. CO₂ can accumulate in poorly ventilated spaces, and levels rise. While CO₂ itself isn’t harmful at normal indoor levels, it can be an indicator of how well-ventilated a space is. If CO₂ levels are high, it means there's a lot of exhaled air around, which can increase the risk of airborne illnesses spreading.

By keeping an eye on CO₂ levels, organisations can take practical steps to improve air quality, reduce infection risk and even improve cognition.

What CO₂ levels mean

CO₂ monitors show levels in parts per million (ppm):
	 
Breaths from someone else
	Level
	Suggested Action
	Note

	1 in 215
	400-600
	Great! No action required
	430 is outside air

	1 in 100
	600-800
	Not bad! Open some windows and doors slightly. Keep an eye on the levels and adjust more if needed.
	 

	1 in 66
	800-1000
	Not great... Open windows and doors wider, turn fans on low. Keep an eye on the levels and adjust more if needed.
	 

	1 in 35
	1000-1500
	Getting high... Keep windows and doors open, turn fans on high. Keep an eye on the levels and adjust more if needed.
	Associated with drowsiness, impacts on decision making

	Even more
	1500+
	Very high! Consider heading outside or to another space, open doors and windows so the air 'flushes'.
	Associated with sleepiness, headaches.


Simple ways to respond to high CO₂
Open windows and doors: Even a small gap helps let fresh air in, particularly if you can open opposing doors and windows to encourage cross-flow of air.

Use fans or air conditioning: While this helps circulate the air already in a room, the use of fans and certain types of air conditioning (for example, refrigerative) will not bring fresh air into a room, and must be used in conjunction with open doors and windows. 
Reduce crowding: If possible, move activities outdoors or reduce the number of people in enclosed spaces.

Check your ventilation systems: Ensure existing systems are well-maintained and functioning properly.

Does filtration help with CO₂ levels?

Portable air filters, like HEPA filters, do a great job at removing viruses, allergens, and pollutants from indoor air. However, they don't reduce CO₂ levels. This is because filtration removes tiny particles from the air, but not gases like carbon dioxide.

To lower CO₂ levels, you need better ventilation - bringing fresh air into the space or circulating existing air more effectively.

Using CO₂ monitors in your workplace
CO₂ monitors are inexpensive and easy to use. They can be placed in offices and other shared spaces. Monitors typically show levels clearly, so anyone can see when action needs to be taken.

Ideally, each room or common area should have its own monitor. But even using a few monitors around the workplace, or portable monitors, can give a good indication of general air quality and help guide improvements.

A more inclusive workplace environment

Better air quality benefits everyone, particularly people who are at high risk of poor outcomes from infections. Keeping CO₂ levels low creates healthier spaces where everyone can interact more safely.
Ventilation factsheet

WORKPLACES

Your guide to how good ventilation can make indoor spaces healthier and safer.

Main takeaways:

· Good ventilation means bringing fresh air indoors to make our indoor spaces safer, healthier and more inclusive.

· Poor ventilation increases the risk of illness, especially in crowded indoor spaces.

· Improving ventilation also improves cognitive function and productivity.
· Simple actions can help improve air safety - such as opening windows, adjusting ventilation systems, or moving activities outside

Introduction

Good ventilation means regularly bringing fresh air into indoor spaces, and removing stale or dirty air. Keeping air moving dilutes virus particles, disperses other pathogens and harmful substances, and helps everyone breathe safer air. 
When ventilation is poor, airborne viruses can quickly build up and hang in the air like smoke. This increases the risk of illness, especially in busy, crowded spaces. 

Studies show that ventilation also impacts cognition and productivity.

Simple ways to improve ventilation in workplaces

Here are easy actions workplaces can take to quickly improve ventilation:

Open windows and doors:

Even slightly open windows or doors help fresh air move in and out of indoor spaces. Regularly refreshing indoor air is one of the simplest and best ways to improve ventilation. It may not always be possible to do this due to heat, cold, or outdoor air pollution.

Use fans and air conditioning systems:

Fans or air conditioners help move air around the space. 

Move activities outdoors:

Moving activities outdoors drastically reduces airborne infection risk.

Avoid overcrowding:

Reducing the number of people in enclosed spaces lowers airborne transmission risks.

Checking ventilation effectiveness

Use CO₂ monitors:

A quick and easy way to check ventilation is to monitor CO₂ levels. High CO₂ levels indicate the room needs more fresh air.

Ventilation assessments:

Workplaces can arrange ventilation assessments to identify improvements and check that existing systems are working properly.

Ventilation and inclusion

Better ventilation makes workplaces safer and more inclusive for everyone. Members who are more at risk from airborne infections - such as those with asthma, cystic fibrosis, immunodeficiencies, or other chronic health conditions - benefit most from improved ventilation. Good ventilation means everyone can participate in community activities, like work, without worrying unnecessarily about their health.

Making ventilation improvements sustainable

Regular maintenance:

Ensure ventilation systems and air conditioners are regularly checked, serviced, and maintained.

Build good habits:

Encourage organisation-wide habits like opening windows routinely when possible, especially before and after meetings, classes, or sessions, and during breaks.

Improving ventilation is an ongoing process. Small but regular actions can significantly improve indoor air quality and keep everyone in your workpalce healthier and safer.
Masks factsheet

WORKPLACES

Your guide to masks, how they help, and why people choose to wear them.

Main takeaways:

· Masks help reduce the spread of airborne viruses.

· People may wear masks to protect themselves or others around them.

· Supporting mask-wearing helps create a more inclusive and healthy workplace.

Introduction

Masks are a simple and effective way to reduce the spread of airborne illnesses like colds, flu, RSV, and COVID-19. Wearing a mask helps protect the wearer and others nearby by reducing the number of virus particles released into shared indoor spaces.

How masks help

When someone who is sick - or who might unknowingly have an airborne virus - wears a mask, it helps stop the virus from spreading through the air. Masks can also offer protection to the wearer by filtering out particles that might be in the air around them.

Masks…

· reduce airborne illness spread by limiting many virus particles are breathed in or out.

· are especially helpful for people who are at higher risk from airborne infections.

· support inclusion, as when mask-wearing is normalised and supported, it can help more people safely participate in community life.

Types of masks

N95/P2 respirators – Offer the highest protection by filtering out at least 95% of airborne particles.

Surgical masks – Provide some protection by reducing virus spread, but are not as effective for airborne viruses. 

Cloth masks – Provide a little protection but are not effective at filtering small particles. 

Tips for effective mask-wearing

Fit matters: Choose a mask that fits closely around your nose and mouth without gaps. You might consider using a fit testing service so you can be sure you are getting an effective fit. However, an imperfectly fitting mask is better than no mask at all.
Replace regularly: Change masks if damaged, wet or dirty.

Keep masks handy: Having spare masks available makes it easier for everyone to wear one when needed.

Supporting mask-wearing in your workplace
· Make it clear mask-wearing is a supported personal choice.

· Provide easy access to masks for those who choose to wear them.

· Encourage members to respect individual decisions around masks.

Why people choose to wear masks

People choose masks for many reasons, including:

· Protecting themselves if they have a health condition that places them at higher risk.

· It has been suggested by a treating clinician.

· Keeping family members or others around them safe.

· Reducing worry about illness, especially during outbreaks or higher-risk periods.

· Following health advice, such as during high virus transmission seasons.

Creating a positive, supportive environment around mask-wearing ensures everyone feels comfortable to take the steps they need to stay healthy.
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