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The Covid-19 pandemic has infiltrated and affected, in some way, the lives of
everyone in the UK over the past few months, with the full impact yet to be
fully established.
Now, as we start the long road back to our new normality, it is important
that our work spaces both commercially and within the home, adhere to the
social distancing measures likely to be in place for the foreseeable future, to
enable businesses to begin trading fully again and lessen the future impact
on our economy.
At Bluespace, we are no strangers to adapting
workplaces to suit fundamental requirements and
unavoidable restrictions. We have applied our years
of expertise surrounding office environments and
workspace design to create a guide and, importantly
the tools to enable your team to get back to doing
what they do best, ensuring the safety of your staff
and customers, whilst minimising disruption to your
day to day services.

“...as we start the long
road back to normality,
it is important that our
work spaces adhere
to social distancing
measures likely to
be in place for the
foreseeable future.”

It is important to remember that this is likely to be
the start of a very long journey, one in which we will need to continue to
adapt and respond to at varying degrees throughout, perhaps, the next few
years. The changes in your workplace should be carefully thought out and
executed in order to minimise the level of impact a prolonged, or future
outbreak, could have on your business
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We all have a responsibility to take precautionary measures in our
workplaces to prevent the further spread of Covid-19 and we are confident
that our guide and support will provide you with everything you need to
carry out the correct practices, as we begin our road to recovery as a nation.
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B L U E S PAC E

GETTING BACK TO THE OFFICE

GETTING BACK TO
THE OFFICE

“Allowances should be made to avoid hot-desking wherever
possible and desks should be safely spaced and divided.”

Whilst many organisations are able to take advantage of remote working, for many
UK businesses this is neither a sustainable or achievable way to work, often due to
the need to handle stock or sensitive data. We are supporting you to adapt to the
new regulations and expectations, whilst continuing to function fully as a business,
with little compromise.

S TA F F
R O TAT I O N

CLEANING
PROCEDURES

The number of staff in the office at any one

Deep cleaning will be required to be increased

time should be kept to the minimum required,

as standard, with regular disinfecting of shared

with others working remotely, Teams grouped

areas. High traffic contact zones, such as handles,

As champions of exceptional workspaces we want to ensure your office works for
you in these challenging times, whilst helping everyone to remain healthy at work
and minimise the risk of cross-contamination.

H YG I E N E
PRECAUTIONS

OFFICE
S PA C I N G

CONCEPTbyRANGE
varying skillset will allow for easy isolation
should virus symptoms be present.

bathrooms, desks and chairs will need wiping
down with an antibacterial cleaner frequently
throughout the day.
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Steps need to be taken to ensure that

Consideration needs to be given to the personal

additional hygiene practices become

working space of staff. Allowances should be made

common place in the office. Hand sanitising

to avoid hot-desking wherever possible and desks

units and antibacterial wipe dispensers

should be safely spaced and divided. Remote

are low cost, easy installations and will be

working should be encouraged where possible to

essential in combatting the spread

reduce face-to-face contact. In larger, open plan

of infection.

environments consider one way systems in walkways.
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QUICK ACTIONS TO MAKE YOUR OFFICE SAFER

QUICK ACTIONS TO MAKE
YO U R O F F I C E S A F E R
1 Remove absorbent furniture and fabrics
When returning to the office we can, of course, expect the required levels of
hygiene to be permanently increased in order to protect staff and visitors from
viral infection. Of course, these increased measures will have a direct impact on
the requirements of the workplace environment, some of which will take time
to plan and implement. That said, many of these steps can actually be achieved
quickly and simply.

Unless they are bleach friendly, soft furnishings are hard to keep clean. Instead
choose office furniture and screening that is functional and easy to wipe down.

2 Install hand sanitising dispensing units.
Encourage the regular use of hand-sanitiser and promote the importance
of keeping personal workspaces clean.

3 Add perspex screens between workspaces
Installing screening between workspaces and public areas is a quick and
effective way to protect your staff and, if applicable, the general public from
the risk of cross contamination.

4 Allow 2 metres between all seating
2 metres should be granted between all workspaces. If this is not possible
when at full occupancy, consider shift patterns or part-remote working to
reduce the overall number of staff in the office at any one time.

5 De-clutter personal workspaces
Uncluttered environments are easier to disinfect and maintain cleanliness
of and clear of clutter. Discourage desk toys and minimise paperwork.

6 Integrate top hygiene practices into your culture
Create policies to support your new measures to ensure that staff are
fully updated. In the event of sickness, staff should be encouraged to
stay at home. Should a full “sick day” not be appropriate, remote working
should be provided as an option.

06

07

B L U E S PAC E

C U LT U R A L H YG I E N E P R O V I S I O N S

C U LT U R A L H Y G I E N E
PROVISIONS
New clients and visitors will be encouraged to engage with businesses remotely
rather than meeting face to face. Welcoming gestures such as handshakes and
for those more familiar, friendly hugs, will no longer be considered appropriate
whilst social distancing is in force. These measures are likely to continue for
many months ahead and can seem daunting, so it is important that staff feel
supported and are guided through these new times.
To ensure everyone adheres to your new hygiene and social distancing
regulations, be sure to provide clear guidance to people on or prior to arrival.
This should be carried out using visual aids, by phone or via your website.
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REMOTE CLIENT
MEETINGS

NO HANDSHAKES
OR HUGS

C L E A N I N G C O N TA C T
S U R FAC E S

LIMIT SHARED
EQUIPMENT

Visitors to the workplace should be kept to a

Handshakes or hugs will not be deemed

High traffic contact areas such as bathrooms,

Where possible the minimum number of staff

minimum, with meetings instead being carried out

appropriate. Remember, despite the changes,

meeting tables, door handles and bannisters

should be in the workplace at one time. Desk

via video call. Companies will be encouraged to

distancing measures needn’t prevent a friendly

should be wiped down regularly. Staff should be

sharing should be avoided where possible, and

get creative with their digital communications!

welcome, a simple smile will suffice for now!

supplied with the tools too, and encouraged to

when not viable, desks must be cleaned

wipe their own spaces down frequently.

between staff.
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D E S I G N I N G A S A F E O F F I C E L AYO U T

DESIGNING A SAFE
O F F I C E L AY O U T

E X T R A S PA C E
Open plan work for 36
has been reduced to 22
to allow extra space

There are many steps that can, and must, be taken to adapt your workplace to prevent
the spread of infection and minimise impact of a further outbreak in the future.

AFTER COVID-19
Desks and workspaces should be reconfigured to allow at least 2 metres between
employees. Desks should also be reconfigured to create back-to-back or side-to-side
working arrangements whenever possible. Partitioning should be installed to allow staff
to work closely without the risk of cross contamination. Shared spaces such as kitchens
and meeting rooms should be redesigned to allow for appropriate distancing measures
to be carried out, including floor markers and signage to help guide and remind staff to
maintain safe distances between themselves.

S H A R E D S E AT I N G
Communal seating
has been removed

M E E T I N G S PA C E
Breakout space is
converted to a
two person
meeting space

BEFORE COVID-19
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OPEN PLAN OFFICE DESIGN

OPEN PLAN OFFICE
DESIGN

O N E W AY
One way routes
through the office to
help support social
distancing

Open plan offices should be divided using screening so that employees can work without the
risk of infection, and working spaces should be configured to allow for back-to-back working.
Shift patterns should be adjusted, where viable, to discourage full occupancy
within the office.
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In larger, open plan spaces, one way traffic systems should be considered to help support
social distancing in walkways. Floor stickers, signage or painted visual aids should be installed
to enable safe working distances to be adhered to. Installing additional break-out zones will
reduce congregation of people during breaks, as will staggering break-times and lunches.

S PA C E
The number of
employees is reduced to
ensure safe spacing
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Communal seating is removed
to increase space and reduce
cross-contamination

BBEFORE
EFORE COVID-19
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SAFE WORK PLANNING

SAFE WORK
PLANNING
Where possible the minimum number of staff should be in the workplace at one time.
These core members should practice social distancing, from each other and the general
public, supported by way of screening and/or physical distancing measures. Where physical
distancing is not viable work teams should be established, made up of varying skillsets. In
the case that there is an outbreak of infection within one team, it then becomes relatively
fast and easy, to isolate the case to one section of your business - allowing work to
continue and minimising the risk of spreading the infection.

DIVIDERS
Dividing screens
finished in
antibacterial fabric
gives a wipe clean
partition

AFTER COVID-19

Face-to-face meetings, when unavoidable, should be held in well ventilated rooms or even
better, when the weather permits, outside. If possible install bike racks, consider joining a
local bike to work scheme and allow for additional parking, to reduce the number of staff
needing to use public transport.

BEFORE COVID-19

FURNITURE
Remove any unnecessary
furniture to give more
safe zones
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SAFE WORK PLANNING

“We are working with our clients to
create simple, inexpensive alterations
to their existing workspaces”

BEFORE COVID-19

BEFORE COVID-19

AFTER COVID-19

AFTER COVID-19
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CHANGE YOUR WORKPL ACE THINKING

BEFORE COVID-19

C H A N G E YO U R
WORKPLACE THINKING
Amongst the challenges and barriers your business is facing right now, it is important
to try to retain who you are and what your goals are for the forthcoming months.
When adapting your working spaces to adhere to distancing requirements, take time
to plan your new layout to ensure it will work for your staff and still works for your
company goals.
We do not believe that these changes are being put in
place for a quick fix. Rather we see that by adjusting
fully to the new normal we find ourselves in, the
adaptations will allow us to move fluidly through the
unknown landscape that lies ahead. By taking the correct
measures to keep your staff safe and your business
functioning, future impacts of an extended pandemic or
new waves of infection will be minimised.
Investing in these preparations properly will not only
protect staff, but will also minimise the risk of financial
impact from absence or closure.

“In Cushman &
Wakefield’s office,
employees are asked
to grab a paper
placemat for their
desk that can then be
thrown away at the
end of the day”

For many, particularly those who are business owners, the period of lockdown has
been a chance to reflect on what has been working well as of late, and what in fact,
has not. Take this moment as an opportunity to refresh and revitalise your workspace
and allow it to work as best it can, to support the current demands of your team and
the day to day running of your business.

For the full Government guidelines for office working safety please visit here
There are interactive tools available to support you further available from the
Health and Safety Executive (HSE) at www.hse.gov.uk/risk/office.htm

AFTER COVID-19
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CONNECTING YOUR OFFICE TO REMOTE TE AMS

C O N N E C T I N G YO U R
OFFICE TO REMOTE TE AMS
If your business can function, be it fully or partially, on a remote basis then
now is the time to take advantage of the technology we have available at our
fingertips. Provide training to your staff so that they are fully aware of how to
connect remotely and encourage staff to work from home, should they or their
family show symptoms of illness. Keep the number of people in face to face
meetings to a minimum.
If you haven’t already, install a smart TV or monitor complete with camera,
within your office meeting space, to enable those working from home to
connect easily with the office. There is plenty of software available to help
supervise remote working and project manage your teams. Remember, while it’s
important to have staff report back their work on a regular basis, the biggest
remote working successes tend to be from corporations that trust their staff to
create their own schedules and allow flexible working hours to
fit around lifestyles.

REDUCE CLIENT
VISITS

GET
C R E AT I V E

Encourage client meetings to be held remotely

Consider other ways of staying in touch with each

rather than face to face, to minimise direct

other. A weekly team huddle or team challenges

contact and risk to your staff. Zoom, Google Meet

can be held over a video call and client updates

and other video conferencing software have been

could be sent as a uniquely designed email or pre-

used heavily since the outbreak, a culture that is

recorded video.

set to continue as we return to work.

“81% of business owners and
senior managers see flexible
working as a way to improve
business productivity” *

* Survey by Regus
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SUPPORTING HOME WORKING

S U P P O RT I N G H O M E
WORKING
Many of us have adapted to working from home during the period of lockdown, and
for those operating staff rotation this will need to continue for a while longer. If your
staff are working from home, ask them to take stock of their surroundings. Carry out
a working from home assessment to ensure a safe, ergonomically friendly setup, even
if this is completed remotely or as a self assessment form. Do they have a dedicated
space for working? Is their chair fit for purpose and set up correctly? Is the top of
their screen in line with their eyes? Working from home has many advantages, but a
working space that is not comfortable or appropriate can soon impact on your staff’s
health and wellbeing.
Be sure to keep in touch with off-site workers on a regular basis, not only with regards
to their physical home-working space but also with regards to their welfare and
mental health.

1 Ergonomic Chair

3 Height adjustable screen

Using an ergonomic chair will prevent the onset

Use a height adjustable monitor, rather than

of back and shoulder pain, that can be caused

slouching over a laptop. If this is not possible,

by ill positioning whilst working and slouching.

introduce a laptop stand to bring your screen to

Consider letting staff take home your ergonomic

the correct height.

chairs if you can spare them.
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2 Check screen position

4 Raised footrest

Check your screen is positioned correctly for your

A raised footrest will make a huge difference to

eyeline, there are many guides available online to

your posture, for minimal investment. Consider

help you set up correctly and prevent injury.

using one in your home whilst working,

“Working from home has many advantages, but a
working space that is not comfortable or appropriate
can soon impact on your health and wellbeing.”
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HOME WORKING EXAMPLES

F U N D A M E N TA L S O F H O M E
WORKING
Whilst it has advantages, homeworking isn’t always easy. Having others,
particularly young children, in the home can be distracting, and not setting
up your workspace can lead to bad posture and lack of focus. With remote
working becoming more of a need as we go forward, it is vital that steps are
taken to make working from home a comfortable and productive exercise. Most
importantly, try to ensure your workspace is dedicated to just work, however
limited space is.

USING A L APTOP OR
M A C B O O K AT H O M E

SETTING UP WITH A
DESKTOP COMPUTER

D E D I C AT E
Tr y t o k e e p y o u r
workspace as a work
only zone

KEEP IT ON A DESK
Resist slouching on
the sofa when using
a laptop

MONITOR
Be sure to raise
your screen to the
correct height
CLUTTER FREE
Keep spaces organised
and easy to clean
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HOW WE CAN HELP
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Should you require
advice or support
at this time, please
call, we are all in
this together.
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1200 x 800
WORKSTATIONS
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