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While the world is still in the midst of a pandemic, with testing, tracing, and treatment still in progress, and a
vaccine months away, there is a need to consider what it means to transition back to the office and the
strategic use of space moving forward. Included in that transition and the evolution of work will be the use
of technology to enable communications, productivity, efficiency, and minimize risk to employees.

Key Points
Transitioning back to the office requires more than logistics and out‐of‐the‐box video solutions.
 It requires quantifying an array of employee and client needs and exploring communications options for
sharing information and collaborating in rich ways at anytime from anywhere, internally, or externally.
 It means addressing the psychology of returning to work and the development of policies and goals
to be effective, as well as the tools to manage those policies.
 It means helping people embrace communication and collaboration technologies and choosing tools
that complement the work and communication styles of both individuals and teams within an
organization, as well as their clients.
 Technology will be a key ingredient to support new work strategies of companies and institutions.
 Adoption, comfort, and end user proficiency will play key roles in the efficacy of technology in the
workplace, and its ability to move us forward in a post Covid‐19 global work environment.

September 8, 2020
© 2020 CDA / TRI. All rights Reserved.

Returning to Work
Many offices have begun to operate at a reduced capacity and with
staggered schedules. Places where employees normally gather –
conference rooms, cafeterias, breakrooms – may be off‐limits. There
is a need to modify building strategies to allow corporate culture and
employee interaction to evolve within the constraints of the new normal.

Companies need to develop a
purposeful plan to equip people
with tools to support work from
home in a standard way that can
be supported by the company.

Office planners are working on a new workplace with new cubicle designs, meeting areas, upgraded
ventilation systems, and touchless everything (elevator buttons, door entrances, faucets, etc.).
The open
workspace
environments
we have come
to know in
recent years,
with
employees
sitting close
together,
will be used
differently.
Emphasis is
being placed
on rigorous
cleaning protocols that will be followed throughout the day, not just after work. Testing and tracing systems
will also be important to ensure the comfort and health of employees.
While the best hazard mitigation may be working from home,
many people will want and need to return to an office
environment for a variety of reasons. The hybrid approach of
working from home and working from work will provide
companies with a way to maximize productivity and maintain
corporate culture.

Solutions Now in Play








Reduced capacity
Redesigned workspaces/cubicles
Modified no‐touch facilities
Enhanced cleaning protocol
Employee testing
Work from Home/Hybrid
Digital transformation

In recent months, organizations have had to accelerate digital
transformation and scale up collaboration tools for remote work,
improve security capabilities, equip the workforce with laptops
and other productivity devices, and strengthen networking and
communications infrastructure. Video conferencing has become commonplace in the work process as
employees use this technology to maintain connections while social distancing.
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Implementing a Workable Plan
The post pandemic workplace will be different from what most people are used to with new policies and
practices that must be communicated to all employees.
Cross‐functional collaboration and operational standards
must be considered. There will be a need to communicate
the changes and monitor employees experience and
opinions through constant feedback.
It is important to adopt an iterative design approach that
implements and analyzes success over time to
incorporate corrections and modifications as needed.

Key Space Considerations













Air quality
Hygiene
Social Distancing
Corporate Communications (Signage)
People Flow
Workplace Technology (AV & IT)
Training
Hosting Remote Events
Meeting Rooms & Room Booking
Psychology of Returning to Work
User Adoption
Proficiency with Technology

Returning to work may take time and may require
subsequent closings and openings given that the pandemic
may continue to impact different locations in many ways
for months or years to come. It is also important to prepare
for any future global issues (health, weather, terrorism, etc.).
With the right strategy technology can fill gaps to maintain
good productivity and efficiency as conditions continue to morph and evolve.

What is your
company or
organization
trying to achieve
and what are the
new challenges
that stand in the
way? It is likely
that new
workflows and
tools will be
required to
navigate these
new challenges.
Ask, how will
these new
solutions align
with your people
and the culture?
The needs of
educators may
differ from the needs of corporate managers and team members. In any situation the technology should be
transparent and remove friction to ensure the workflow and tools act as productivity multipliers.
September 8, 2020 – Transitioning Back to the Office

3

How to Get Started
Since differing departments (HR, IT, Facilities, Communications, etc.) will have a vested interest in setting
back‐to‐work policies, it is recommended a response team be formed to ensure input from everyone.
There needs to be a
system set up to
collect data from those
on the team and any
other employee
interested in the
process. The data
collected, varied
departmental
objectives, and
communication
strategies will form the
basis of an effective,
comprehensive re‐
entry plan.

Once a plan is developed it must be communicated to all employees.
The plan should be implemented, measured, and evaluated, since
changes will have to be made as the process is deployed and real
world tested. The use of all forms of technology for healthcare,
operations, real estate, communications, and infrastructure will have
to be adapted and delivered, with plans for modification as an
ongoing part of the process. Key Points:
 Identify the changes to the business and business process due
to current conditions.
 Identify where your organization is in the spectrum of using
technology to accomplish daily tasks and communicate
internally and externally.

The new workplace
environment is an investment
in productivity, employee
well‐being, and profitability.
Simplicity and deployment
flexibility are important for
interoperability that provides
value and drives usage.

 Employees need to work where they are most comfortable and productive. Technology simplicity
and interoperability will be keys to successful communications. Choosing the right set of
technologies and tools for each user group is critical – one size does not necessarily fit all.
 Proper training, user comfort and clarity of expectations will facilitate greater overall success for all
participants.
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Health & Safety
The health and safety of employees is paramount to
returning to work. This is not only related to the
environment (i.e. air quality, hygiene, social
distancing), but also to the sentiment and stress levels
of employees.
Buildings and offices that were unoccupied for an
extended period‐of‐time need thorough HVAC,
mechanical, and public health checks prior to occupancy.
It is also important to devise a new cleaning/sanitation
routine and communicate to employees the frequency
and extent to which it will occur.
Building security is of newfound importance in‐light‐of the pandemic.
 Decisions will need to be made regarding the entry and exit for employees, guests, and deliveries.
 Decisions will also need to be made regarding the screening and testing of employees and visitors
prior to entering the building and/or specific office as well as people flow.
 Digital signage, wayfinding, occupancy sensors, and building intelligence delivered in dashboards and
reports are key tools to implementing new procedures and understanding their effectiveness.
Communication and distribution methodology will play a key role to ensure processes and procedures are
communicated to employees regularly and there is a method to address questions and concerns.

Space Design & Repurposing
The design and layout of the workplace may
need to be adjusted to adhere to social
distancing regulations and health guidelines.
New strategies may dictate that current space
may have to be revised to include signage and
one‐way navigation, protective screens, dividers,
and new furniture layout.
Repurposing and reconfiguring spaces with
existing technology, or adding technologies and
tools to non‐conventional workspaces, must be
considered. In a hybrid work from home, work
from work model communal tables and cube
farms may be more valuable as social distanced,
open ad hoc meeting and collaboration space.
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Signage & People Flow
Some solutions for safely directing people in common areas of the workplace include:
 Implementing one‐way walking paths in all corridors and stairways.
 Adding wayfinding signage in hallways and lobbies to direct people flow. Doing so with flexible,
compelling solutions like digital signage can improve delivery and efficiently support dynamic
updates and changes.
 Ensuring that all offices have a clear pathway to restrooms and exits.
 Requiring that face masks be worn in common areas and that people use the most direct route to
their destination.

Workplace Technology (AV & IT)
AV & IT provide the workplace technology backbone and tools to help people do their jobs and get the
most out of the building.

Personal Solutions
One way to make transitioning back to work easier
is to consolidate to fewer collaboration tools. This will make it
easier to use the same features to communicate, help reduce
the number of places to check for incoming messages and
make training and maintenance easier. This will help simplify
connectivity and make it easier to work as a team. The use of
personal and mobile technologies will also play a role in
communicating with employees and connecting remotely to
meetings. Strategies for internal and external communications
will need to be updated and promoted to employees.

Group Solutions
Shared equipment is no longer a viable option without strict cleaning and sanitation measures.
BYOD (Bring Your Own Device) solutions will become the norm for use in collaboration rooms and spaces.
 Use of meeting spaces will require reservations with contact information for anyone using the spaces.
 Meeting room descriptions will need to be updated to reflect revised maximum room capacities.
 Spaces will have to be locked and managed to prevent people from dropping in without registering.
 It will be important to provide visual cues to ensure smaller meeting spaces are used by single
occupants only. The use of virtual concierge and room booking systems can help efficiently find
available space.
 Organizations will have to evaluate new types of meeting spaces and consider repurposing existing
meeting rooms. This includes conference rooms, open workspaces, shared offices, huddle rooms,
and phone booth‐sized spaces. It is expected these spaces will be used more frequently due to the
increased adoption of video conferencing and the need for social distancing.
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 Meetings should be easy to conduct. Given the huge growth in demand for video meetings and
interoperability, it is important that video meetings be easy for anyone to host and join, and the
technology behind them should just work and compliment communication styles between parties.
 For companies that have adopted the hybrid model of work from home and work from work, office
space can be optimized for meetings and activities that leverage the benefits of the building.

Virtual Events
It is likely that it will be a long time before companies, organizations, and institutions can hold in house
events to kick off a new campaign, launch a product or service, train employees, or hold a conference or
panel discussion. Unusable space can be converted to a studio that is optimized to deliver these types of
events and experiences at a distance.

Building Solutions
Virtual concierge with contactless check in can help
streamline the process for visitors and employees.
Digital signage will direct people throughout the space.
Scheduling panels, software, occupancy sensors, and
people counting technology will help managers
understand the concentration of people throughout the
space to proactively manage utilization and capacity.
These networked technologies can deliver dynamic
messaging that keeps pace with the current conditions,
as well as maintain historical data for compliance.

Psychology of Returning to Work
Feeling connected to co‐workers is
important – but difficult right now.
Employees struggle with social isolation.
Isolation can increase the risk of depression
and unease. It can also contribute to high
blood pressure and anxiety.
Practical and intentional leadership will help
counter the effects of loneliness. To work
with remote teams effectively, managers
need to build connections. When leaders
show they care about employees by
expecting good performance, regardless of
where employees are working,
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connectedness is possible. Feeling part of a team results in employees feeling wanted, valued, and
welcomed.1
Returning to the workplace with new policies and practices will require ongoing communications and
training. It will be important to communicate the change management plan at each office and monitor
employee experiences and opinions. Feedback will be important for success. Everyone needs to feel
comfortable and knowledgeable about working options. Employees will need training on not only policies,
but how to work safely. Ongoing communication, and the ability to change and improve, will be important
to the safety and success of those returning to the office.

The Future
The future is now. Technology will play a central role in maximizing the effectiveness of the building and help
employees remain safe and be effective at their job.
Organizations need to
manage which employees
come to work, when they can
enter, how often the office is
cleaned, whether airflow is
sufficient, and if social
distancing can be maintained
to keep everyone comfortable
and safe. The boundaries
between being physically in
an office versus working from
home must collapse.
Seamless in‐person and
remote collaboration, always‐
on video conferencing, and
asynchronous collaboration
will no longer be futuristic
ideas, but standard practice.
The success of going back to work will be determined by the quality of implementation and execution over a
sustained period‐of‐time. It will require an approach that keeps people safe and provides them with the
business tools needed to work as effectively as they did before.
Redesign the workplace to support organizational priorities. Floor plans need to be rethought and
transformed for a post‐pandemic world and in preparation for what could be the next global crisis.
The goal is a safe environment where people can collaborate with one another, achieve the objectives of the
organization, and enjoy work.
1

“Multipliers”, Liz Wiseman, 2010
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Planning for Change
Success comes from thorough effective strategies and a good plan. Here are some first steps:
1. Form a multidisciplinary response team to develop a back‐to‐work plan.
2. Develop a system for collecting data from employees, clients, the landlord, and government.
3. Complete a mapping plan to understand challenges employees will face commuting to the
office and working throughout the building.
4. Understand the limitations of the workspace as it relates to pathways, offices, open seating,
meeting rooms, and technology.
5. Communicate the plan, develop processes & procedures, offer training, review/revise.

CDA and TRI are offering a joint service to assist clients with the evaluation and execution of their post‐
pandemic plans. This includes workflow analysis, benchmarking, promotions, and training. We are here to
help organizations bridge the gap and help choose the right technologies to meet your needs.
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