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When we return to work post Covid-19, the office will look different. Workstations will require barriers,
cleanability and physical distancing measures to ensure that workers feel safe and comfortable.

●
●
●
●
●

Ensuring Distance
achieved by following the 2m physical distancing guides, either by spacing employees further apart or reorienting
workstations away from each other in the storm term. When planning new workstations, reconsider corridor widths,
travel direction and physical barriers.
Enclosing Workstations to Provide Protection and Privacy
protect employees by raising the heights of panels, adding screens between users and on ends, and use storage
to divide space. Free address workstations will become more enclosed and assigned.
Updating Materials
material selection will become very important, porous materials and non cleanable fabrics will be replaced
with hard surfaces and bleach cleanable materials. Surfaces that can trap dirt will be replaced with smoother
and more cleanable surface.s
Accessing Light and Air
Although there will be a demand to enclose the raise the heights of workstations, the access to light and air
should not be restricted. Glass panels and dividers will be even more desirable as heights increase. Air
distribution within a building will become a critical consideration.
Employee Well Being
Aside from the physical changes that will be made to workstations, the emotional impact on employees is equally
as important. They will be returning from weeks of isolation in the comforts of their own home and will want to
carry that sense of well being into their work environment. An emphasis will be put on adding a residential feel to
workstations with the use of woodgrain laminates, warm colors and the ability to personalize one’s workstation.
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The Way Back

Floor Plan Legend for Strategies
Red Circles represent social distancing guidelines for seating.
Green squares represent social distancing guidelines for hallways
Arrows show pathways around the floor
Small Red squares show hand wash stations
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Emerging technology: Ozone Sterilization and Self-cleaning Surfaces

Ozone is the most powerful oxidative agent that occurs naturally.
With its extra free radical oxygen molecule, ozone is able to destroy
germs, viruses, and microbes that may cause surface or air contaminations and
can be created by various types of generators.
The picture to the left is not meant as a product endorsement
but represent the first in a new and emerging technology of
self cleaning surfaces. This technology could be built into many
future materials. These products use oxidation by releasing the
radical oxygen molecule in O3 onto the surface. This product
is recommended to be replaced every 90 days.
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Emerging Technology -UV Sterilization
UV-C light is germicidal. It
deactivates the DNA of bacteria,
viruses and other pathogens and
thus destroys their ability to multiply
and cause disease.
Can only be used in unoccupied
space.
far-UVC is a new technology for
fighting air-born viruses and diseases
before they infect the body by killing
them in the air and is safe to the
human body’s eyes and skin.
Production has just started and very
high cost.
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Landlord Re-Occupancy Checklist
The Re-Occupancy Plan












Prepare Your Re-Occupancy Plans Now in Accordance with
U.S. Centers for Disease Control and Prevention (CDC)
guidelines.
Identify and Assemble A Re-Occupancy Planning Team Made
Up of Key Stakeholders
Engage in Active Communications with Your Tenants to
Establish Clear Expectations of Responsibilities of All Parties
Consult with Your Legal Counsel to Ensure Your ReOccupancy Plan Conforms to Employment-Related Laws and
Legislative Directives.
Share Your Re-Occupancy Plan with Tenants and Vendors.
Encourage Them To Share Their Re-Occupancy Plans With
You
Obtain Tenants’ Staff Return to Office Phasing Plan
Encourage Tenant Companies to Stagger Work-Day
Start/Stop Times to Minimize Occupant Queues in Common
Areas and Elevator Vestibules

Building Access & Common Area





Consider Limiting Building Access Points To Control Flow –
Designate “In” Entrance Doors and “Out” Exit Doors.
Consider Implementing A Policy Requiring Anyone Entering
the Property to Wear Protective Masks.
Encourage Tenant Companies To Minimize or Prohibit Outside
Visitors During the Initial Re-Occupancy Period.

Building Access & Common Area (Continued)













Create separate visitor check-in area for those visitors who do
need come to the site, if required by tenant. Provide Visitor
Check-In Personal with Personal Protective Equipment (PPE)
and Protective Barriers (such as glass separator partitions).
Install Social Distancing Queuing Markers on Lobby and
Elevator Vestibule Floors to Encourage Social Distancing.
Install Signage to Encourage Social Distancing and Proper
Hygiene (Washing of Hands)
Strategically Install Hand Sanitizing Stations Throughout
Lobbies and Lobby Elevator Vestibules.
Where Practical, Convert Touch Point Areas To “Hands Free”
Devices or Controls to Reduce Physical Touching Of These
Areas.
Limit Number of Individuals Occupying an Elevator At Any
Given Time To Encourage Social Distancing. Elevator Size
May Dictate, But An Early Common Best Practice is A 4
Person Maximum – One In Each Corner.
Install Social Distancing Markers in Each Corner of the
Elevators.
Post Signage In Elevator Vestibules and In Elevator to
Reinforce.
Consider closing Common Building Amenity Areas Such as
Fitness Centers, Conference Centers, etc. During Initial ReOccupancy Period To Support Increased Janitorial Cleaning
Frequencies Of Other Common Areas and Touchpoints.
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Landlord Re-Occupancy Checklist













Janitorial

Collaborate with Your Janitorial Contractor to Establish
Cleaning and Sanitizing Protocols During ReOccupancy.
Work with Janitorial Contractor to Ensure Janitorial Staff
Are Properly Trained On Cleaning Protocols and the
Use of Disinfectants.
Complete Comprehensive Inventory of Supplies to
Ensure Adequate Supply of Cleaning Supplies,
Disinfectant, and Other Products and Equipment. Utilize
EPA and CDC approved products.
Frequency of Cleaning and Disinfection of High Touch
and High-Density Areas Should be Increased.
Recommend a Minimum of 4 to 8 Times Per Day.
If Fitness Centers, Conference Centers, and Other
Building Amenities Must Remain Open, Consider
Requiring Increased Cleaning Frequencies in These
Areas. Post Signage to Encourage Users to Clean Up
Behind Themselves.









HVAC

Consult ASHRAE guidelines for operating heating,
ventilating, and air conditioning systems to reduce
COVID-19 transmission and follow CDC guidance where
applicable.
It is critical to continue performing normal and regular
HVAC maintenance, including filter changes. Building
engineers should collaborate with HVAC Manufacturers
and HVAC contractors for any modifications to
maintenance schedules, or filter or system
upgrades/modifications.
If possible, consider increasing exhaust and outside
fresh air intake for re-entry and for a period-of-time
following re-occupancy.

Miscellaneous Considerations

Be Patient and Flexible during this period of ReOccupancy. Once new procedures and protocols have
been put into practical application, you may find a need
to adjust on the fly and modify where appropriate.
Have a Contingency Plan In Place In The Event A
Second Wave Occurs Necessitating A Return to Pre-ReOccupancy Operations, with Work From Home
Protocols.
Communicate your plans with your ownership risk
manager and insurance broker to review policies and
coverage and assess new liability risks as a result of
COVID-19.
Talk to your risk manager and insurance broker about
liability exposure in the event a tenant does not follow
safety protocols; understand tenant vs. landlord
responsibilities.

Additional Resources

The following resources were utilized in the preparation of this checklist:




BOMA International Guidance #4:“Getting Back to Work:
Preparing Buildings for Re-Entry Amid COVID-19”
https://boma.informz.net/BOMA/data/images/Getting%20Back%20To
%20Work%20Preparing%20Buildings%20for%20Re%20Entry.pdf
Cushman & Wakefield: “Recovery Readiness: A How –To Guide
For Reopening Your Workplace”
https://www.cushmanwakefield.com/en/insights/covid-19/recoveryreadiness-a-how-to-guide-for-reopening-your-workplace
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“Quick Fixes” for the near-term
Physical Distancing guidelines of 6’ between
users will become a primary consideration
when retrofitting a bench
As employees return to work, employers
should consider alternating the days that
employees work or decreasing the density of
users per bench.
Even with a decreased density, the addition
of screens and storage between users will
give employees an increased sense of
physical and emotional security.

Phase 1 – No Cost
● consider staggering the location of where
employees sit each day or decrease the
occupancy of benches.

Phase 2 – + 30% of original.
•

in addition to decreasing the density of a
bench, additional screens and storage
will contribute to the mental well being of
the employee.
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Forecasting for long and short term expenses

30 day plan:












New signage
Enhanced cleaning services
Mask or face covers
Storage cost for unused furniture
Labor for future build-outs,
renovations, or reconfigurations
Hand sanitizer and/or hand
sanitizing stations
Touchless soap dispensers, faucets
and toilets
Improved technology for telework
Stipends for internet services for
remote work
New desks, monitors, and
ergonomic chairs for remote workers
Furniture retrofits

60 day plan:





Visitor management systems
Touchless doors
Improved cleaning technologies
Security and Access control

90 day plan:






HVAC upgrades
Elevator upgrades
New furniture purchases
Lease changes increase/decrease
Labor for future build-outs,
renovations, or reconfigurations
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• 6’ distancing and separation will
still not cover the fundamental
issues of speech privacy,
confidentiality, and focused task
work.
• Considering costs, CRE needs
to utilize the existing open plan
infrastructure, i.e., desking
systems.
• The A-B-C’s of Workplace
Acoustics will still apply, i.e., with
the use of masking sound as the
flexible element to Cover sound.
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