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Disclaimer: The world continues to study and do battle with SARS-CoV-2 and COVID-19. The understanding and knowledge of the virus and 
disease caused by the virus continues to grow, resulting in rapid changes to the public health landscape. This toolkit is intended as a general guide 
and useful resource. It is not a replacement for medical or legal advice and the information in this toolkit is not, and is not intended to be, a replacement 
for public health and safety laws, regulations, orders, or guidelines or building codes. This toolkit may need to be modified as more 
is learned about SARS-COV-2 and COVID-19.

Studio O+A makes no representations, warranties or guarantees, expressed or implied, regarding the accuracy, completeness, 
or usefulness of this toolkit and assumes no, and disclaims all, legal liability or responsibility for anyone’s use of the information in 
this toolkit.  
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A Toolkit for the Times

01
First Day  
Back

What we most want now is what we 
don’t have—certainty. 

As our understanding of this new reality remains unsteady 
and our expectations of what comes next get revised daily, 
the absence of certainty creates a situation only combat 
veterans and inhabitants of war zones know from experience. 
We are all inhabitants of a war zone now—and yet, we must 
continue with our lives. 

This guide represents the work of O+A’s best planners and 
designers to apply what we know now to a work environment 
that everyone agrees will be radically altered. At the time of 
this writing the CDC’s guidelines have undergone several 
iterations. The ideas presented here are necessarily based 
on a wellness consensus established over this first phase of 
the pandemic—the need for social distancing, face coverings, 
heightened hygiene, improved circulation. Our team has 
looked at every aspect of the workplace from the parking lot 
to the in-house café and determined how these spaces may 
be adapted to a post-COVID-19 reality. 

You will find specifics here about workstation placement and 
conference room protocols—specifics that will be updated 
regularly as new data become available—but the heart of our 
effort is to identify how the experience of work will change. 
A built environment always exists on two levels: as a physical 
space and as a human experience. Now more than ever the 
trust and confidence we bring into a workplace will be as 
important as its interior architecture. The challenge ahead for 
landlords, tenants and designers alike is to find a way forward 
that builds that trust and rewards it with a safe environment. 
It’s a challenge we will face for some time to come. Of that we 
may be certain.

Primo Orpilla 
Co-Founder and Principal
Studio O+A 
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6:45am
Devon wakes exhausted.

A surveillance camera mounted above his bed 
would have shown he got a fair night’s sleep, 
but he’s certain he has been awake all night. 
Is that a tickle in his throat? Should he call in 
sick today? Bad form to call in on the first day 
back, but the CDC states very clearly that you 
should stay home if you’re not feeling well. Is 
he not feeling well? Or is this the tickle in his 
throat he wakes with every morning? 

Devon gets up and goes directly to the 
refrigerator. He pours an extra large glass 
of orange juice, drinking it quickly and 
concentrating on every swallow. He goes 
into the bathroom and studies his face in the 
mirror. Good God, he hasn’t slept all night! 
He’s not pampering himself. He’s not being 
a baby. Staying home and sleeping today 
would be his contribution to the national effort. 
He will get some ribbing about it from the 
others, but hey, he’s doing it for their sake. 
He swallows, testing his throat. Okay. Well.  
It feels fine. 

First Day Back

5:59am
Ursula’s arm shoots out a second 
before her alarm goes off—but 
it’s the lamp, not the clock, she 
knocks off her bed stand. 

The alarm clangs through the darkness as if 
it’s laughing at her. Not even a busted lamp 
can diminish the excitement she is feeling this 
morning. She hasn’t felt like this since Franklin 
Elementary—that odd mix of anxiety and happy 
anticipation with which she greeted every first 
day back to school. She gets up and goes into 
the kitchen. 
 
Socrates is curled up in his basket. Ursula 
takes a can of cat food from the cupboard. The 
buzz of the can opener is his alarm clock. “It’s 
chicken this morning, Socks,” Ursula says. He 
is unimpressed. Ever since that tiger tested 
positive for the virus at the Bronx Zoo Socks 
has seemed more stand-offish than usual. “Are 
you social distancing, buddy?” she says, but 
Socrates is not up for dialogue this morning. 
He pads out of the kitchen to his favorite spot 
behind the couch.

8:05am
Arriving at the office on foot— 
thank God he lives close enough  
to walk—Devon sees Ursula getting 
out of a car. 

She is wearing a mask that might have come 
from the Venice Carnival. Spotting him she cries, 
“Devon!” and runs forward with her arms spread. 
What should he do? He stands frozen not wanting 
to back away too obviously, but definitely not 
wanting that big hug ahead. Ursula stops a good 
10 feet away and wraps her arms around herself in 
a virtual hug. “Oh Devon, it’s so good to see you!” 
 
“Good to see you!” he says hugging himself as well 
and feeling like a damn fool for doing it.  
 
Together (which is to say 6 feet apart) they stroll to 
the entrance, chatting about their long confinement. 
People from every floor of the building are queued 
up outside, safely spaced and getting their 
temperatures checked at the door. A woman Devon 
has never seen before is pointing one of those 
thermometer guns at everyone’s forehead. Devon’s 
pretty sure it’s an imperfect screening method since 
you can carry the virus and still be free of symptoms. 
But at least it eliminates… uh, the feverish. He and 
Ursula take their places at the end of the long line. 
 
“There better be a rock concert at the end of this,” 
she says.  

7:28am
At the 12th Street BART station 
Ursula falters. People are heading 
down the stairs in numbers she 
hasn’t seen since the lockdown.

Most are wearing masks, fortunately, but they’re 
not being terribly careful about the 6-feet-apart 
thing and of course there is always some dude, 
without a mask, talking loudly to himself.  
 
“Love your mask!” a girl says rushing by. 
 
Ursula lifts her hand. “Thanks!” 
 
She hesitates at the top of the stairs until some guy 
bumps her going past. She moves to the curb and 
takes out her phone. She won’t be able to afford 
this every day, but for the first day back she will 
treat herself to a little stress reduction. When the 
Lyft car pulls up the driver’s mask is down around 
his neck like a kerchief.  
 
Before she gets in Ursula leans down and says, 
“Could you wear your mask, please?” 
 
“Yes, yes,” he says and pulls it over his nose. 
 
She gets in the back. This is better. But she really, 
really wishes that guy hadn’t bumped her. 
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8:17am
There’s Ibby!  

“Hi, Ibby!” There’s Anesh!  
“Hi, Anesh!” There’s Niko  
and Sandra and Rufus  
and Claire! “Hey, guys!” 

Ursula is elated to see her friends again. It’s a little 
weird, certainly—everyone masked and trying to 
social distance in the lobby. She can only wave. 
The building management has hired—what would 
you call them? Distancing Monitors?—to manage 
capacity and direct the flow. There are two 
queues to choose from—elevators or stairs? The 
elevators are going up four to a cab and the DM’s 
are managing it like carnies loading a Ferris wheel.

Ursula decides the stairs will be faster and looks 
around to see if Devon agrees, but she has 
already lost him. The climb to the 10th floor is 
more grueling than expected. She thought she 
was in better shape than this. Because everyone 
must maintain a six-foot separation the climbing 
queue moves slowly. If someone stops to catch  
his breath the whole queue must stop.

“What’s the hold up?” someone shouts when  
a pause has lasted too long.

Personally Ursula is grateful for the pause.  
“Heart attacks veer left!” someone else shouts. 

9:00am
This is better than he thought  
it would be. 

Devon actually has his old spot back. Instead 
of Anesh seated at his elbow, Anesh is now two 
empty desk-lengths away. And instead of Claire 
directly opposite, Devon now faces empty air,  
Claire having moved two desks away on the other 
side. Only about a third of the staff is on hand 
today. Everyone will be on a rotating schedule  
to allow for this slightly surreal spacing. 
 
Winston the CEO comes out to make a welcome 
back speech. He is the only one in attendance who 
has improvised a mask out of a black bandana. 
It’s not fitting too well, and it makes him look like 
a stagecoach robber—which, who knows, maybe 
back in the day, he was. At age 70-plus, you’d think 
he’d be more careful about his health. 

Devon looks around the office—clutter removed, 
spare furniture removed, the snack area cordoned 
off with crime scene tape. Maybe this will work 
out after all. Then he catches himself. There’s no 
vaccine, no cure, and the virus is no less contagious 
now than it was on the day the city shut down. 
There are some lovely upbeat posters around the 
office, but Devon doesn’t see the one he would 
post: “Don’t get comfortable.”

First Day Back

9

10:45am
Devon is beginning to regret  
that large orange juice he drank 
this morning. 

Even before the virus he was never keen on 
standing up in the middle of the office and striding 
obviously to the restroom. When people were 
gathered in the adjoining space he was at pains—
sometimes literally—not to allow any bathroom 
noises. Could those walls be any thinner? And now 
on top of all of that—the person before you might 
have been the Grim Reaper.  

The path to the restroom is complicated now. It’s 
no longer possible to take the discreet route. You 
must follow directional arrows on the floor. It’s like 
a California freeway—if you miss your turn-off you 
may have to go all the way to San Jose to circle 
back around to the restroom. And how are you 
supposed to avoid contact if people are walking 
around with their eyes on the floor? 
 
Devon scopes out the path he will take. Could he 
possibly hold it till the end of the day?

10:10am
No offense, Zoom, but thank  
God everyone is back together. 

Ursula’s home Wi-Fi connection was never stable 
through the whole ordeal and now to have people 
around a conference table and know that their 
faces are not going to freeze feels like a luxury.  
It’s only a few faces today, each properly distanced, 
of course, and the client under discussion hasn’t 
actually signed a contract yet, but this is the way  
life will get back to normal: by inches. 

Winston is holding forth on the project. Too much 
talk in an enclosed space for too long is not 
recommended and he is clearly trying to keep 
his comments short. The conference room door 
is gone and the little window open and there’s a 
big fan in the room keeping the air in circulation. 
Winston stands directly in front of it, which means 
any virus swirling is being blown away from him. 
Deliberate? Ursula scolds herself for the 
uncharitable thought.  
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10:50am
Suddenly out of nowhere Ursula’s 
elation at being back skids into a 
moment of panic. 

She can’t stop thinking about that guy that 
bumped her at the BART stairs this morning. 
She tries to remember what he looked like—
just an ordinary guy. And he was wearing  
a mask. Or was he? Oh shoot has this been  
a mistake? Should she have stayed home  
with Socks?

She looks around the office to see if anyone 
else is freaking out. Fortunately with the wide 
open spacing she can see everyone and no 
one seems unduly… Wait! Devon is standing 
up. He looks distressed. She saw him freeze 
when she approached this morning. Now—
oh my God, is he walking out? As the most 
careful, the most fact-based, the most no-
nonsense guy in the office he is the canary 
she will watch in this coalmine.
  
Oh. Whew. He’s just going to the restroom.  

10:50am
Out of the corner of his eye  
Devon sees Ursula following  
his every step.

Guess he should have made an announcement: 
“Breaking News, everybody. I have to pee!” At the 
door he stops. To get into the restroom he must 
touch the door handle. He grabs a Kleenex from 
an empty desk and uses it to open the door. The 
light is motion sensitive, so no worries there. He 
uses the Kleenex to lock the door. 

Fortunately the trashcan has a foot-pedal lid, but 
he throws the tissue away before he realizes he 
will need it to lift the toilet seat. Oh great, the 
Kleenex dispenser in the restroom is missing. 
Devon tries with one hand to snap a single sheet 
of toilet paper off the roll and succeeds only in 
unspooling a yard and a half of precious two-ply. 
Okay it’s wasteful, but what can he do? Flustered 
and angry, he ends up touching the roll mount 
and the wall and, damn it, the toilet seat after all.

Oh hell. He lifts the lid. 

First Day Back

11:04am
Returning to his desk Devon feels 
suddenly ashamed of himself. 

How many people have experienced this crisis 
as a tragedy? How many haven’t had the luxury 
of working from home or continuing to collect a 
paycheck? How many have no job to come back  
to today, mask or no mask? And what of those 
places in the world, the war zones and the favelas 
and the Indian reservations where they don’t even 
have running water to wash your hands? What 
of those people facing dangers far greater than 
touching a toilet seat? He castigates himself for 
his spoiled, privileged, hot-house flower response 
to this dilemma. He will need to toughen up if he’s 
going to get through this.

Who sneezed?

10:52am
Sure is nice to see an old friend 
again. Ursula has moved out to 
the garden terrace to get some air. 

No one else is around, so she lets her mask 
down and savors the cool breeze on her face. 
The old friend is an iron sculpture that has 
stood in this garden from the beginning. It’s 
an abstract, but its planes and angles always 
reminded Ursula of  a little old man bent 
forward on his cane. She almost chokes up 
seeing him today.

So much has changed. So many things she 
never thought about are either finished forever 
or so altered and restricted it’s hard to imagine 
they will ever be the same. And yet, through it 
all, the little old man has been out here among 
the lamb’s ears and lobelia leaning on his cane 
and making not one inch of progress.

Ursula feels deeply happy to be back. Yes, 
people are skittish today. She is skittish. But 
people are meant to be together, right? That’s 
what society is. People  together.  People 
putting up with each other and being rewarded 
for  their  forbearance with… camaraderie, 
community, collective wisdom, love. All the 
good things, right?

A sparrow flies in and perches on the sculpture. 
Ursula pulls her mask up and flaps her hand.

“Git off that old man’s head!”
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12:00pm
At noon Winston comes out and 
calls for attention in his best this-
is-a-stickup voice.

His mask has slipped under his nose. “Lift 
your mask, Winston!” Ursula calls and 
everyone laughs. Winston too.

“So we’re going to end early today,” he says.  
“Give everyone some time to decompress. I think 
it’s been a pretty successful first day back, don’t 
you?” Murmurs of agreement are muffled by 
the masks. “We’ll get the hang of this. I want to 
tell you how much I appreciate your patience, 
your adaptability, your willingness to roll with the 
punches. We’ve definitely had some punches 
and there are surely more to come, but after 
today I feel confident we can make this work.  
So thank you all. Now let’s go home and get  
out of these effing masks!”
 
There is general laughter. “Thank you, 
Winston!” Ursula says. Everyone stands up.
 

“Whoa, whoa, whoa!” Winston raises his hands. 
“We have to do this in order.”
“Like in First Grade,” Ursula says.
“Like in First Grade, exactly.” 

12:26pm
Devon sits alone at his station. 

The office has emptied, except for Winston who 
comes out now and standing well away says, 
“Devon, we can’t be working late today.”

“Yes, I know. I’m just waiting for the elevators to clear.”

“Oh I see.” Winston pauses. “How did it go for 
you today?”

“Well, we’ll know in two or three weeks, won’t we?” 
Devon instantly regrets the snarky way that came 
out. He meant it as a joke—if, yeah, a rather dark 
joke. “I think it went okay,” he says, trying to make 
up for the wisecrack. “It’s going to take some 
getting used to.”

“Yeah, well. Don’t hang here too long. We have to 
get the cleaning crew in.”

In the elevator lobby Devon is happy to be alone. 
He presses the DOWN button with his elbow. 
How did it go today? And can he get used to it? 
He will need some time safely distanced from 
the office to think about that. The elevator door 
opens. Only one other person inside, the girl from 
the graphic arts firm upstairs. She has styled her 
mask into a sea lion’s nose. Occasionally they have 
smiled at each other. Behind the mask her eyes 
indicate she is smiling now.

“I’ll take the next one,” Devon says.

First Day Back
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02

Landlord Focused

Psychologists tell us our opinion of 
a person is formed almost instantly 
in the first seconds of acquaintance. 
This is likely the case also with 
buildings—particularly in the era of 
COVID-19. The outside approach 
is a first indication of an owner’s 
commitment to wellness and security 
and a tenant’s commitment to the 
safety of their staff. That first glance 
outside must inspire confidence for 
the spaces inside to have a chance 
of feeling safe. 

Building 
Approach 

Looks Good
CONTENTS

Toolkit Inventory

Exterior Building & Entry

Shipping & Receiving / Mailroom

17



Entry/Exit and 
Path of Travel

Visitor vs. 
Employee 
Access

Controlling access is now a security issue in 
more ways than one—not least the security all 
occupants must feel coming into your building. 
Make sure you have a plan and post it clearly  
with signage and graphics. 

Guests are still welcome, but the rules under which 
they are allowed inside need to be codified. Develop 
and distribute a plan your tenants understand to 
ensure a visitor does not undermine the wellness 
infrastructure you have put in place.

Make PPE a part of every occupant’s entry routine. 
Disposable masks should be available for those 
who arrive without them. Have other PPE (gloves, 
protective slippers) on hand in case they’re needed. 

Protective  
Gear Protocol

Toolkit 
Inventory

Designated Entry/Exit and Paths of Travel

Covid Readiness 2
Hand Sanitizers

Health Screening Protocol

Visitor Access

Designated Entry/Exit and Paths of Travel

Covid Readiness 2
Hand Sanitizers

Health Screening Protocol

Visitor Access

Designated Entry/Exit and Paths of Travel

Covid Readiness 2
Hand Sanitizers

Health Screening Protocol

Visitor Access

Building Approach Landlord Focused

02

The mailroom is sometimes the most freewheeling 
department in the building. Make sure your staff 
recognizes that their own safety is the building’s 
safety and that they are fully on board in observing 
health protocols. 

Shipping /
Receiving  
Safety 

Large Item 
Delivery

Shipping/Receiving Safety

Covid Readiness 5

Isolation Room

Large Item Delivery

Food Delivery

Mail Delivery and Distribution

A Fine Tuned Building  

Shipping/Receiving Safety

Covid Readiness 5

Isolation Room

Large Item Delivery

Food Delivery

Mail Delivery and Distribution

A Fine Tuned Building  

Shipping/Receiving Safety

Covid Readiness 5

Isolation Room

Large Item Delivery

Food Delivery

Mail Delivery and Distribution

A Fine Tuned Building  

Food Delivery After the lockdown everyone’s an expert on outside 
food delivery. That means people may be inclined 
to order in. Make sure your requirements for access 
are known to all delivery personnel and to their 
customers in your building. 

Delivery of furniture, heavy equipment or material 
in large volumes requires both delivery personnel 
and receiving staff to exercise caution. Establish 
firm, clear rules for large-scale deliveries and make 
following them a condition of access.
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Exterior Building  
& Entry

INTRODUCTION 
Entry to the building must be regulated and orderly, but 
fast enough to avoid crowding. If the scale of a building’s 
occupancy makes queuing inevitable, the queue experience 
should be designed. Even a minimal effort to make necessary 
precautions pleasant conveys a message of care. 

Install sensor-
activated digital 

signage to indicate 
pedestrian activity  

in live drive

Self-sterilizing push / pull bar covers

EXAMPLES

Mobile queuing management planters

Building Approach Landlord Focused

02
Reduce the number of entry points while 
maintaining code compliant exit capacity

Direct occupants to use monitored and  
protected routes

Make doorways touchless or low-touch

Provide hand sanitizer inside and / or outside

Sanitize walk-off mats daily

Use sidewalk graphics for safe distancing  
at queue and wait areas

Establish entrance protocols for employees  
and visitors

Deploy mobile queue management planters  
at peak hours

Deploy retrofitted antimicrobial covers on push / 
pull bar hardware at doors

Provide clear signage to support user feelings 
of trust and safety

Introduce infrared occupancy quantifier and 
indicator digital panel at entry

Install sensor-activated digital signage to indicate 
pedestrian activity in live drive

One-directional exit traffic 

Pedestrian traffic 

LEGEND

Additional bike parking 

Floor signage 

One-directional entry traffic 

Protective materials

Occupancy quantifying indicator

See chapter 02 signage index

9 10

7

8

24

Deploy mobile 
queuing management 

planters at 
peak hours

13

24

13

14

Bicycle in live drive

Wall signage

#
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Shipping & Receiving/
Mailroom

INTRODUCTION 
As the one area most consistently exposed to materials 
from outside and thus to unknowable levels of risk this is 
one of the building’s most vulnerable points. The mailroom 
has not typically received a lot of design attention in the 
past. It definitely demands close attention going forward. 

Designate one location for pickup and deliveries

Establish protocol to disinfect items

Assign trusted staff to delivery management  
and sterilization

Require staff to disinfect hands at frequent intervals

Require delivery personnel to wear masks before 
entering loading dock or receiving office

Quarantine packages for 24 hours, if possible, 
before moving out of the shipping & receiving area

Establish a package delivery flow that reduces 
hand-to-hand contact 

Install disinfecting lights

Provide clear signage to support user feeling of 
trust and safety

Building Approach Landlord Focused

02

Delivery  
truck zone

Loading  
dock

Shipping  
& receiving  
office

3

32

5

38

3

1

2

4 5

7

6

KEY 

Zone for delivery drivers only 

Package drop-off rack

Ready-for-outbound pickup rack

Package sanitizing station

Ready-for-tenant pickup rack

Outbound package preparation work surface

Staff service counter

1

2

33

4

5

6

7

LEGEND

Arrival for deliveries 6’ apart

Arrival path for tenants 6’ apart

Delivery driver zone only

Disinfecting light Protective materials

OPPORTUNITIES REFERENCESDIAGRAM

Require delivery 
personnel to wear a 

mask before entering 
loading dock or 
receiving office

3

32

5

38

Designate one  
location for pickup  

& deliveries

Establish a “delivery 
trucks only” zone

Restrict access to 
loading docks

Develop shipping & 
receiving protocols

Package delivery flow

Protective barrier

Wall signage

See chapter 02 signage index

#
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32

Shipping & Receiving / Mailroom

1 2

38

3 4 5

Exterior Building & Entry

7

13

8

14

9 10

12

124

Chapter 02 Signage
Environmental Signage Index Landlord Focused

02

24
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03

Landlord Focused

Arrival & Path 
of Travel 

CONTENTS

Toolkit Inventory

Lobby / Reception

Lobby Lounge

Restroom: Multi-User

Restroom: Single-User

Elevators

Stairs

Before COVID-19 the purpose of a 
lobby beyond its logistical function of 
getting people into the building and 
on their way to the proper floor, was 
to welcome them and communicate 
some relevant cultural message: 
cutting-edge tech headquarters or 
eco-friendly LEED certified facility  
or Art Deco gem. Post-COVID-19 
those messages are still important, 
but more important is the message: 
safe building. 

Welcome. 
Say, “Ahh.”
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Covid Readiness 3
Clear Signage

This
Way

Open Arms—Properly Distanced

Fully Trained Staff

Well Stocked Supplies

Social Distancing Aids

6 ft

6 ft
6 ft

Covid Readiness 3
Clear Signage

This
Way

Open Arms—Properly Distanced

Fully Trained Staff

Well Stocked Supplies

Social Distancing Aids

6 ft

6 ft
6 ft

Covid Readiness 3
Clear Signage

This
Way

Open Arms—Properly Distanced

Fully Trained Staff

Well Stocked Supplies

Social Distancing Aids

6 ft

6 ft
6 ft

Open Arms— 
Properly 
Distanced

Given the number of changes to a once-familiar 
place and the strangeness of some new 
requirements, it is important to frame procedures 
in a cordial, welcoming way and not let safety 
measures feel dystopian. We’re all the same folks 
we were pre-pandemic.  

A key element of feeling comfortable in these altered 
circumstances is having agency over your own 
actions. Clear signage allows people to understand 
the situation without having to ask for guidance—
and then decide for themselves what to do.  

Screening protocols at the entrance and elevators 
will likely produce queues. Some people have a 
good sense of what 6 feet apart looks like, others 
don’t. Clear markers help everyone maintain a 
safe distance. 

Clear Signage

Social 
Distancing 
Aids

Toolkit 
Inventory

Covid Readiness 3
Clear Signage

This
Way

Open Arms—Properly Distanced

Fully Trained Staff

Well Stocked Supplies

Social Distancing Aids

6 ft

6 ft
6 ft

Fully Trained 
Staff

New assignments, new procedures—making it all 
work means your staff needs to be confident and at 
ease with their roles. Develop scripts for how these 
new interactions should go and rehearse your team 
before they have to perform. 

03
Arrival & Path of Travel Landlord Focused

6 ftClean Furniture, 
Safely Spaced

Health 
Screening 
Protocol

Because the lobby’s function as a place to lounge 
or linger is significantly curtailed, furniture may need 
changing in both volume and design. Plan your 
lobby and café areas with a minimum of seating and 
make that seating easy to clean.

Screening for health is likely to evolve as more is 
learned about the virus. A screening area at the 
entrance should be easy to understand at a  
glance and easily adaptable to new data and  
new procedures.  
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OPPORTUNITIES DIAGRAM

Lobby/Reception

Provide an isolation room adjacent to lobby space for  
tenants and visitors with a high temperature, and other  
known symptoms

Install transparent barriers between guests and  
reception personnel

Remove or restrict soft seating as needed

Provide masks and / or gloves to guests

Provide temperature screening and / or symptom checking  
at relevant locations in the entry sequence

Replace recycled ID clips / lanyards with disposable sticker 
security tags

Design queue management materials and PPE carts to 
compliment the aesthetics of the space

Deploy contact tracing wrist bands for tenants

Provide digital dashboard showing live updates of cleaning 
activities across all common areas

Provide touchless or low-touch registration at reception

Ensure indoor air quality by reviewing current air filtration 
system, optimizing MERV rating filters and introducing 
portable HEPA filters T

R

T

R

EXIT

ENTER

5

3131

REFERENCES

INTRODUCTION 
The job of reception in a commercial building has always 
been to let the right people in and keep the wrong people 
out. COVID-19 complicates that job by defining “wrong 
people,” as not just obvious security risks or unauthorized 
persons, but also “right people” who may have a fever or 
sniffles. Reception now becomes a process of diagnosis, 
border control, diplomacy and hospitality. (Time to give 
your receptionist a raise.)

3

4

8

6

17

10 9 14

1

Greeter directs visitors to security desk, health check, 
and available PPE

Digital dashboard showing live updates  
of cleaning activities across all common areas

Entrance lines merge for health check

Space designated as isolation room

Self-service coffee replaced with barista

1

3

4

5

2

KEY
2   

LEGEND

Arrival path for tenants 6’ apart

Arrival path for visitors 6’ apart

Arrival path from parking garage 
6’ apart

Discontinue use

Floor signage 

Wall signage

One-directional exit traffic

Protective barrier

Protective materials

03
Arrival & Path of Travel Landlord Focused

Cleaning activity infoboardTouchless check-in system

EXAMPLES

6’ physical distancing

Queue management bollards

Touchless trash and recycling

See chapter 03 signage index

#
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Lobby Lounge

Maximize open space where possible to achieve  
physical distancing 

Limit capacity at seating areas

Remove or replace soft seating with greenery to positively 
impact overall mental health and to promote physical distancing

Remove high-touch accessories such as pillows and 
magazines to facilitate cleaning

Staff self-service coffee stations to eliminate shared  
touch points 

Promote a mobile ordering app for touchless experience

Adjust protocols and processes to eliminate hand-to-hand 
contact and promote a friendly and safe experience

Provide semi-permanent hospitality-focused signage at no-sit 
soft seating areas

Delineate zone for baristas only, separate from visitors  
and tenants

Consider enforcing that only the greeter touches the door at 
peak hours to minimize shared touch points

Ensure indoor air quality by reviewing current air filtration 
system, optimizing MERV rating filters and introducing 
portable HEPA filters

Remove furniture 
to promote physical 

distancing

Designate a  
waiting area

INTRODUCTION 
If recent trends in lobby design have moved toward more 
versatility—turning some corporate lobbies into laptop work 
zones or informal meeting spaces—those trends are now 
reversed. Waiting is no longer a sanctioned lobby function. 
The goal now is to identify, screen and send every person 
swiftly to his or her destination. 

Formalize visitor 
orientation

Employ a greeter  
to guide 

 new arrivals

Restrict access 
to barista

18

19

18

No-contact food pickup service protocols Discontinued use tape marker

Protective barriers

EXAMPLES

OPPORTUNITIES DIAGRAM REFERENCES

LEGEND

Discontinue use

Greenery

  

Protective barrier

Touchless trash and recycling

Wall signage

03

See chapter 03 signage index

#
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Restroom: 
Multi-User

INTRODUCTION 
Areas of private hygiene are among the most challenging 
in post-COVID-19 building design because of the multiple 
surfaces subject to contamination and the inability of 
anyone using them to be certain of a prior user’s care.  
A program of more or less continuous cleaning may mitigate 
risk, but perception of risk is harder to manage.

Designate queue  
for women’s room

Take hand dryer 
out of service if 

current research 
recommends

doing so, provide
paper towels  

as needed

Designate queue  
for men’s room 

Verify with local building code authorities that 
temporary stall closures are permissible to align 
with new physical distancing protocols

Add disinfecting light for continuous cleaning 

Specify full height partitions for additional 
protection, keep ventilation and fire sprinkler 
requirements in mind

Take hand dryer out of service if current research 
recommends doing so, provide paper towels 
as needed

Retrofit toilets with toilet seat lids

Retrofit doors with touchless hardware such as 
foot pedal latch release or power-operated  
sensored openers

Provide paper towel and trash disposal on both 
sides of entry door where retrofit door hardware 
solutions are not applicable, keep sustainability 
in mind

Employ a touchless occupancy quantifying indicator 

Apply artistic graphics to encourage physical 
distancing with positive and humorous messaging

Expand restroom cleaning schedule and post time 
of last cleaning outside facility

Adjust air filtration system for purification and odor 
to align with occupants’ comfort and well-being

Occupancy quantifying indicator

Auto open/close toilet lid 
with compatible auto-flush

Recessed disinfecting downlight

EXAMPLES

32

33

38

6

Install occupancy 
quantifying display 

66

LEGEND

Discontinue use

Occupancy quantifying  
indicator

Disinfecting light

Floor signage 

One-directional traffic

Toilet seat lid

Touchless trash and recycling

Wall signage

Plumbing fixtures taken  
out of service

See chapter 03 signage index

#

OPPORTUNITIES DIAGRAM REFERENCES

03

66

21

21
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Restroom: 
Single-User

INTRODUCTION 
Areas of private hygiene are among the most challenging 
in post-COVID-19 building design because of the multiple 
surfaces subject to contamination and the inability of 
anyone using them to be certain of a prior user’s care.  
A program of more or less continuous cleaning may mitigate 
risk, but perception of risk is harder to manage.

Verify with local building code authorities that 
temporary stall closures are permissible to align 
with new physical distancing protocols

Add disinfecting light for continuous cleaning 

Take hand dryer out of service if current research 
recommends doing so, provide paper towels  
as needed

Retrofit toilets with toilet seat lids

Retrofit doors with touchless hardware such 
as foot pedal latch release or power-operated 
sensored openers

Provide paper towel and trash disposal on both 
sides of entry door where retrofit door hardware 
solutions are not applicable, keep sustainability  
in mind

Employ occupancy indicator lights that can be 
seen from a distance

Apply artistic graphics to encourage physical 
distancing with positive and humorous messaging

Expand restroom cleaning schedule and post time 
of last cleaning outside facility

Adjust air filtration system to align with safety and 
health considerations and occupant comfort

Occupancy status lights

Occupancy indicator deadbolt

EXAMPLES

Apply artistic 
graphics to 

encourage physical 
distancing with  

positive and  
humorous 

 messaging

Designate gender 
neutral queue for next 

available restroom     

6

66

33

38

LEGEND

Occupancy indicator light

 

Discontinue use

Disinfecting light

Floor signage 

One-directional traffic

Toilet seat lid

Touchless trash and recycling

Wall signage

DIAGRAMS REFERENCESOPPORTUNITIES

03

See chapter 03 signage index
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Antimicrobial elevator touchscreen panel Floor-level, foot-activated call buttons

EXAMPLES

Elevators

ELEVATOR 
CONDUCTOR

25
24

24

22

25

26

25

INTRODUCTION 
Nowhere is physical distancing more problematic than in the 
elevators of multi-floor buildings. How do you get several 
hundred people up and down a dozen floors or more without 
crowding? Probably the answer is: You don’t. Elevator 
operations require flexible time management (staggered 
arrival and departure times), restricted usage (only x number 
of passengers at a time), strict mask enforcement and 
patience. For those with offices on the uppermost floors 
working from home may be the new normal.

22

24

6

26

24

Install touchless or 
low-touch elevator 

call button

Manage physical 
distancing for 

queuing passengers 
with clear graphic 

signage

Apply graphic floor 
signage to manage 
one-directional in 

and out traffic

Typical elevator  
cab interior

Limit capacity and apply graphic signage to indicate proper 
positioning while in cab

Manage physical distancing for queuing passengers with 
clear graphic signage

Provide elevator conductor at peak times to direct flow,  
push buttons for occupants, limit elevators to specific floors 
and manage protocol 

Expand elevator cleaning schedule

Encourage cab occupants to face away from door entry

Apply graphic signage to manage one-directional in and  
out traffic  

Post instructional signage for healthy elevator use

Install touchless or low-touch elevator call button

Ensure indoor air quality by reviewing current air filtration 
system, optimizing MERV rating filters and introducing 
portable HEPA filters

OPPORTUNITIES DIAGRAM REFERENCES

LEGEND

Floor signage 

One-directional traffic

Wall signage Sanitation station

03

23

TypicalTypical

Typical

TypicalTypical

See chapter 03 signage index

#
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Stairs

Establish single file, 6-feet-apart use requirements, 
except in emergency

Clean handrails and door handles frequently 
throughout the day

Where buildings have two fire stairs, designate one 
as “Up Only” and the other as “Down Only”, except 
in emergency

Establish a new stairway entry protocol to minimize 
close contact

Utilize antimicrobial handrail covers to provide 
clean high-touch surfaces

Manage up / down lanes with clear signage

Use signage to clarify that one-directional 
protocols should be disregarded in the event  
of a fire

Use signage to encourage use of stairs instead 
of elevators to reduce wait times and encourage 
wellness-driven activity

Ensure indoor air quality by reviewing current air 
filtration system, optimizing MERV rating filters and 
introducing portable HEPA filters

Establish single 
file, 6-feet-apart use 
requirements, except  

in emergency

INTRODUCTION 
Even before COVID-19 taking the stairs was sometimes 
an option for people who didn’t like elevators. After 
COVID-19 stairs are sure to acquire more traffic. Large 
central stairways of the sort O+A has designed for 
years allow for safe distancing and designated up/down 
lanes, but narrow floor-to-floor stairways require strict 
regulation. One benefit: if you take the stairs every day 
you may be able to skip the gym.

28

6

2927

Encourage use of stairs instead of elevator by promoting wellness-
driven activities

EXAMPLES

Establish a new 
stairway entry  

protocol to minimize 
close contact

Clean handrails 
and door handles 

frequently  
throughout  

the day

OPPORTUNITIES DIAGRAMS REFERENCES

LEGEND
6’ physical distancing mark

Antimicrobial handrail cover

One-directional traffic

Protective materials

03

Wall signage

See chapter 03 signage index

#
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Lobby / Reception

Elevators

Stairs

8 9 10 116

1616 17

32 38

Lobby Lounge

1918

Restrooms: Multi & Single-User

663821 32 33   

25 2620 22 23 24

276

6

28 3029

14

154 12

Environmental Signage Index Landlord Focused

Chapter 03 Signage 03
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Landlord Focused

Masks, protective barriers, six-foot 
separations, walk this way, walk 
that way—the restrictive measures 
required to keep a building safe also 
add to its users’ stress levels. Of 
equal importance then are design 
features that communicate the smile 
behind the mask. Since we can’t know 
how long these COVID-19 mitigation 
policies will be necessary we must 
work to make “the new normal” as 
comfortably normal as possible. 
Amenities can help in that effort.  

Amenities  
& Services 

Apart Is 
the New 
Together

CONTENTS

Toolkit Inventory

Café/Coffee Bar

Shower/Locker Room

Fitness Center/Gym

Bike Room/Storage

Outdoor Space

45



New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

New Normal 
Guidelines

Clean Furniture, 
Safely Spaced

Amenities are created to satisfy habits, which 
means people will expect them to be what  
they were. Make sure new procedures for cafés,  
gyms, bike storage, etc. are carefully thought 
through and communicated clearly—to staff and 
users alike.

Because the lobby’s function as a place to lounge 
or linger is significantly curtailed, furniture may need 
changing in both volume and design. Plan your 
lobby and café areas with a minimum of seating and 
make that seating easy to clean.

“What do you mean you’re full? I see empty spaces.” 
Conflict is likely as people get used to new limitations. 
Train your staff in non-confrontational communication, 
de-escalation, and empathetic conflict resolution. 

Any equipment that requires manual engagement—
whether fitness apparatus or bike storage or 
lockers—also requires a protocol for use. Make sure 
equipment is positioned for physical distance and 
cleaned according to a monitored schedule.  

If there are new rules, make sure they’re posted. If 
there’s a new apparatus, make sure using it isn’t a 
brain twister. Everyone’s perception of safety requires 
everyone to be at the same level of understanding—
and compliance—at the same time.

Talking Points Equipment  
that Works

How-To 
Instructions

Toolkit 
Inventory

“This restroom last cleaned...” is a sign we have 
occasionally seen in hotels and restaurants. Now 
such notices are verifying not just cleanliness, but 
safety. Develop a detailed and fully-staffed cleaning 
regimen and post last cleaning at the location.

Verifiably Clean 
Surfaces

New Normal Guidelines

Talking Points

Clean Furniture, Safely Spaced

Equipment that Works

Verifiably Clean Surfaces 

Covid Readiness 4

6 ft

6 ft

How to Instructions

04
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OPPORTUNITIES REFERENCESDIAGRAM

Limit occupancy of cafés and food  
pick-up areas 

Provide clear protective barriers at 
service counters

Provide queuing beacons, such as 
planters, to promote physical distancing

Remove and/or rearrange furniture to 
facilitate physical distancing

Encourage take-away service  
utilizing biodegradable to-go cups 
and containers

Eliminate self-service access to 
unpackaged foods

Remove self-service opportunities  
such as milk, sugar and condiments

Offer prepackaged or single-use cutlery, 
favoring compostable solutions

Promote a mobile ordering app for 
touchless experience

INTRODUCTION 
The restaurant industry’s navigation of the lockdown 
offers clues to how cafés can function in a commercial 
building. Take-out only ordering may be necessary. Also 
limited menus with help-yourself options eliminated. 
Pausing to sweeten your tea at a shared counter sticky 
with honey, strewn sugar and puddles of cream is a 
pleasure we must learn to live without. 

EXAMPLES

Biodegradable single-use beverage carrier Biodegradable single-use cutlery

Mobile ordering appUse planters as queue markers

31

32

Protective barrier

Wall signage

Touchless trash and recycling

See chapter 04 signage index

#

LEGEND

Discontinue use

Floor signage 

6

Discontinue 
communal 

milk, sugar and 
condiments

Establish order 
pickup zone with 

limited occupancy
Indicate safe 

distance queuing 
with floor signage 

and/or beacons

Install protective 
barriers between 

café and customers

Café/Coffee Bar 04
Landlord FocusedAmenities & Services

A Toolkit for the Times 49



T R

T R

Shower/Locker Room

OPPORTUNITIES REFERENCESDIAGRAM

INTRODUCTION 
The psychology of public showers in a period of 
contagion is apt to be contradictory. On the one hand 
sharing intimate facilities with other people seems at 
odds with the logic of physical distancing; on the other 
the compulsion to keep things clean applies most 
emphatically to our physical person. Which of these 
imperatives prevails in the use of showers or shared 
lockers is likely to be a matter of temperament.  
A building needs to prepare for both. 

Temporarily close showers, if applicable 

Limit occupancy of locker rooms by the 
use of a sign-in log or install infrared 
sensor and occupancy quantifying 
display at door

Assign permanent lockers or install 
touchless lockers if shared

Establish ‘bring your own towel’ policy

Post cleaning schedule at exterior of 
room for user visibility

Install toilet seat lids to minimalize 
aerosolization when flushing

Install disinfecting lights

Install touchless toiletry  
dispensers throughout

Convert locker room doors to  
touchless hardware

Provide touchless trash and recycling at 
entries and exits

Install sanitizing lights above high touch 
and difficult to clean areas

Provide wall signage to inform users of 
new policies and procedures

Indirect air disinfection deviceTouchless lockers

Cleaning activity infoboardOccupancy quantifying indicator

33 3338 38

66 66

66

EXAMPLES

LEGEND

Disinfecting light

Protective materials

Wall signage

Toilet seat lid

Touchless lockers

Touchless trash and recycling

Occupancy quantifying indicator

See chapter 04 signage index

#

33 38
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EXAMPLES

Free weight with antimicrobial handle Touchless water fountain and bottle filler

Fitness Center/Gym

OPPORTUNITIES REFERENCESDIAGRAM

INTRODUCTION 
A room full of heavily breathing people is not an ideal 
environment for halting spread of a respiratory disease. For that 
reason access to fitness amenities may be limited at precisely 
the time we are all striving to maintain our health. To the extent 
these amenities continue to function they are subject to strict 
new standards with training equipment, for example, requiring 
thorough cleaning after every use.

Close fitness facilities until more conclusive safety 
data is available

Reduce capacity to allow for proper distancing

Manage safe distance queuing with clear signage

Rearrange equipment to achieve  
physical distancing

Move group fitness classes outdoors

Hire additional staff to clean equipment after  
every use

Remove hard to clean gear such as foam rollers 
and yoga blocks

Establish ‘bring your own yoga mat’ policy

Provide paper cup dispenser at water cooler

Provide free weights with antimicrobial handles

Provide an online reservation system in order to 
pre-book equipment and / or class

Provide dashboard to indicate class availability  
for walk-ins

Install touchless water bottle filling station 

Maximize air changes per hour

Utilize operable windows to increase outdoor  
air ventilation

Maintain relative humidity between 40-60%

Install disinfecting lights, verify specifications and 
safety data

Ensure indoor air quality by reviewing current air 
filtration system, optimizing MERV rating filters and 
introducing portable HEPA filters

ENTER

E
X

IT

EXIT

E
N

T
E

R EXIT

ENTER

SEE LOCKER ROOM

T R
35

37

34

34

34

34

6

3238

32

38

32

38

39

1

1

32

38

1

LEGEND

Discontinue use

Disinfecting light

Floor graphics for  
personal yoga mats

Floor signage 

Greenery

  

Protective materials

Touchless trash and recycling

Wall signage

See chapter 04 signage index

#

Cycling room

Yoga room

Cardio room

Group fitness room

 

Install camera and monitor for instructors to support virtual attendance and 
offset minimized room capacity

1

KEY
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Bike Room/Storage

OPPORTUNITIES REFERENCESDIAGRAMS

INTRODUCTION 
The pandemic is an opportunity to encourage behavior 
that will accrue to everyone’s benefit in the next existential 
crisis—climate change. It therefore behooves building 
owners to incentivize bicycle use and expand facilities for 
safe storage and onsite repair. This has been a feature of 
O+A workplace design for years. Making these amenities 
post-COVID-19 safe requires only minimal adjustments.

Institute a “one person in, one person out”  
policy or use digital occupancy quantifying 
indicator at entry

Require cyclists to wipe down their bikes and 
storage space upon arrival 

Assess bike capacity and number of users and 
provide additional exterior bike racks as needed

Create areas for additional bike parking in  
parking garages

Provide a sanitation station with spray, wipes, 
touchless trash and recycling

Provide space-saving vertical bike racks and /or 
double-deck racks to maximize capacity

Provide touchless lockers within bike room to cut 
down on personal items being stored at bikes or 
brought into the office

Install exterior-facing display for occupancy 
quantifying indicator linked to infrared sensor  
at door

Use an online reservation system for unassigned 
bike storage to provide maximum efficiency

Assign bike storage spaces to specific users and 
provide clear labels to ensure users comply with 
assigned spaces

Tenant User A

Tenant User B

Tenant User C

Tenant User D

Tenant User E

Tenant User G

Tenant User F

OtherOtherTenant User H

Tenant User I

EN
T

ER
 / EX

IT

EN
T

ER
 / EX

IT

RT

Space-efficient vertical bike rackOccupancy quantifying indicator

EXAMPLES

32

1 3

2

1

<<< To building interior

LEGEND

Floor signage 

Touchless lockers

Touchless trash and recycling

Protective materials

Occupancy quantifying indicator

See chapter 04 signage index

#

 

Bike room door with occupancy quantifying indicator

Exterior queue to enter

Sanitation station: wipes, spray, touchless trash and recycling 

1

2

3

KEY

04
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3
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1

1

3

111

Outdoor Space

OPPORTUNITIES REFERENCESDIAGRAM

INTRODUCTION 
Up to now outdoor spaces in and around commercial 
buildings have been principally areas of leisure. Now with 
traditional work areas limiting occupancy and congregating 
indoors no longer considered ideal, it’s time to look at what 
business functions can be conducted outside. Reinforcing 
patios, gardens and decks to accommodate conference and 
work needs is likely to be one of the more popular changes 
occasioned by this pandemic.

Build meeting and workspace 
capabilities into existing outdoor spaces

Monitor official distancing 
recommendations and adjust seating 
density accordingly

Remove or sign excess furniture to 
support physical distancing

Supply sanitizing wipes at all  
large tables

Clean furniture, whiteboards, shared 
surfaces, etc. before and after every use

Provide a mobile sanitation cart with 
supplies to clean furniture and equipment

Install mobile fixtures that allow for agile 
working and adaptability

Add windscreens and / or heaters to 
make outdoor spaces more comfortable

Use planters as screens to create privacy

Provide signage at spaces that no 
longer permit seating to support  
physical distancing

Add power and extend Wi-Fi network to 
outdoor areas

Utilize worksurface occupancy  
check-in system at large group tables 
to facilitate  reservations and assist in 
contact tracing

Safe Distance 
Seating 

Capacity:  
39

Power & phone charging bollardsPlanter screen

Electric infrared heater Worksurface occupancy check-in system at tables

EXAMPLES

Original  
Seating 

Capacity:  
84

18

3232 6262

18

18

18

18

LEGEND

Discontinue use

Planter screen

Table top signage 

Portable heater

Protective materials

Power bollard

Safe distanced seating  
group capacity

#

Umbrellas & canopies

Wall signage

See chapter 04 signage index
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Café / Coffee Bar

31 32

32

32

6

3833 38

Fitness Center / Gym

6 32 3416 3635

3766

16

16

Shower / Locker Room

Outdoor Space

3218

Bike Room / Storage

6 16

3965
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One thing we have all experienced 
during this pandemic is a sudden 
awakening to the importance of invisible 
work. Grocery clerks, plumbers, 
electricians, IT people—only now do 
we fully appreciate just how much 
we rely on these essential workers to 
make our work (and lives) possible. In 
a commercial building those workers 
make up the facilities team. It is 
imperative that as much attention be 
given to their safety and comfort as to 
that of tenants and guests. 

Building 
Facilities

Essential 
Services

CONTENTS

Toolkit Inventory

Building Management Office

Isolation/Quarantine Room

61



The culture of showing your dedication by coming 
in sick to work is obsolete. You show it by staying 
home. In the event someone becomes ill at work 
have a designated space for immediate separation 
until they can go home.    

Isolation  
Room 

A Fine-Tuned 
Building  

Toolkit 
Inventory Shipping/Receiving Safety

Covid Readiness 5

Isolation Room

Large Item Delivery

Food Delivery

Mail Delivery and Distribution

A Fine Tuned Building  

Shipping/Receiving Safety

Covid Readiness 5

Isolation Room

Large Item Delivery

Food Delivery

Mail Delivery and Distribution

A Fine Tuned Building  

Now more than ever, building maintenance, trash 
and cleaning practices, proper ventilation, heating 
and cooling, back-up power and connectivity are 
crucial. A building that is demonstrably healthy 
reassures occupants that their personal health  
is secure.  

Landlord Focused

05
Building Facilities

One positive consequence of the pandemic: We are 
a global population with significantly cleaner hands. 
Hand sanitizers conspicuously positioned at the 
entrance and made a condition of entry are already 
familiar from retail. 

Hand 
Sanitizers

Fully Trained 
Staff

New assignments, new procedures—making it all 
work means your staff needs to be confident and at 
ease with their roles. Develop scripts for how these 
new interactions should go and rehearse your team 
before they have to perform. 

The scramble for essential items that marked the first 
weeks of the lockdown made clear the importance 
of keeping adequate stores on hand. Order PPE, 
cleaning and personal hygiene supplies well in 
advance of needing them. 

Well-Stocked 
Supplies
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Install private phone booths for 
additional protection when needed 

Remove desk chairs and rearrange 
furniture to achieve physical distancing

Place protective barriers at desks

Provide safely spaced coat hooks near 
entry door, eliminating shared closets  
or coat trees

Supply garment covers for coats  
if stored in the open area

Provide touchless lockers to store 
personal items away from desks

Provide disinfecting storage cabinets 
and / or devices to sanitize  
miscellaneous items

Introduce or increase greenery to 
positively impact overall mental health

Provide mobile tool caddies or 
wearables for staff to carry supplies and 
personal items

Establish trash pick-up and  
recycling protocols

Establish cleaning protocols for both 
general and custodial staff

Display graphic signage to 
communicate protocols and traffic flow

Disinfecting cabinet Phone sanitizing device

Touchless lockers to secure personal items

EXAMPLES

Building  
Management Office

OPPORTUNITIES DIAGRAM REFERENCES

INTRODUCTION 
Home base for the building’s management and facilities 
team should meet the same standards of comfort and 
care that govern other spaces in the building. Physically 
distanced furniture, safe storage for personal items, ample 
protective materials and elimination of clutter should 
remove personal safety from the long list of worries this 
team is bound to have.

KEY 

Individual secure storage for personal items

Disinfecting light cabinet for miscellaneous items 

Private phone booths for additional protection when needed3

2

1

1

3

3

3

2

34

34

32

38

38

LEGEND

Table top signage 

Protective barrier

Wall signage

Discontinue use

Protective materials

Greenery

6’ physical distancing

See chapter 05 signage index

#

Landlord FocusedBuilding Facilities

05
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T R

OPPORTUNITIES DIAGRAM

Utilize artistic graphics to make space 
more welcoming

Provide disposable slip cover, or 
replace upholstered furniture with easily 
cleanable furniture 

Instruct attendants to utilize PPE when 
servicing and transporting individuals

Define standards for cleanliness. Clearly 
communicate this and make visible to 
support occupants’ feelings of trust 
and safety.

Provide a phone for occupants to call 
for assistance

Provide touchless bio-waste bin

Provide health check toolkit for  
isolated occupants

Provide accessories that support  
well-being and comfort

Install freestanding, transparent  
screen that creates a protected 
vestibule upon entry

Retrofit doors with touchless hardware 
solutions, such as foot cleat or power-
operated sensored openers

Install occupancy indicator illuminated 
signage to notify users of occupancy 
status from a distance

Post last cleaning time for transparency

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

Set schedule for disinfecting light to 
sanitize room when unoccupied

REFERENCES

Isolation/Quarantine Room INTRODUCTION 
While individual tenants are encouraged to maintain their 
own isolation rooms for staff who become ill at work, a 
facilities-based space for visitors, vendors and facilities 
staff is also recommended. In the COVID-19 era being 
prepared for a health emergency is a new priority.

Provide bottled 
water and  

pre-packaged  
snacks

Maintain health 
check tool kit. 

See reference images 
for suggested 

contents

Use artistic 
graphics to make 

space more 
welcoming

Provide phone 
to call for  

assistance

Erect freestanding 
transparent screen 
to create protected 
vestibule upon entry

Pulse oximeter

Touchless thermometer

Phone for assistance

Foot-operated bio-waste binTouchless hand sanitizer

EXAMPLES

Face mask

41

43
34

32

33

LEGEND

Protective barrier

Wall signage

Touchless trash and recycling

Protective materials

Occupancy indicator light

 

See chapter 05 signage index

#

Landlord FocusedBuilding Facilities

05
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Building Management Office Isolation / Quarantine Room

3220 383416 40 3216

43

33

42

41

Chapter 05 Signage
Landlord FocusedEnvironmental Signage Index

05

34
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Universal
71

To ease uncertainty, give employees 
the power to decide where, how and 
when they work.

Social, Behavioral 
& Environmental
Considerations



Social / Behavioral Considerations

Transparency
Be clear and honest

Maintain honesty and transparent communication. 
To foster trust and connection, share facts and 
provide specific steps that employees can take 
to support their well-being.

Education
Teach what you know

New protocols will be critical in supporting 
a comfortable return to work. Proactively 
educate employees on protocols, practices 
and expectations. Define rules for occupancy 
and clearly communicate these to ensure 
employees understand that a clean and safe 
environment is valued.

Communication
Tone matters
Communicate optimistically that actions being 
taken are to add safety elements for greater 
health and wellbeing, not to fix something that 
is broken. Keep employees informed and part 
of decision making processes in an open and 
compassionate way.

Empathy
Feel for others

At a time of uncertainty, it is important to remember 
that everyone has had a different experience and 
response to the pandemic. It is going to be essential 
for leaders and colleagues to be empathetic, 
particularly when it comes to communication. Be 
compassionate, actively listen and be open, to 
foster a healthy and supportive work environment.

Trust
Order means care

Mitigate disorder by maintaining a clean environment 
and a culture of safety. This is important, as signs of 
disorder can negatively impact trust, Trust between 
employers and employees is important as it can 
greatly reduce stress in the workplace.

Connection
Social is crucial

The workplace is crucial in supporting 
fundamental human needs such as 
connection and social bonding. Offices 
provide an inspiring space that enhances 
culture, mental health and productivity.
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Environmental Considerations

Greenery
Nature reassures 

Introduce or increase greenery to positively 
impact overall mental health. Studies suggest 
that greenery and greening activities have the 
ability to reduce rates of stress, depression 
and anxiety.

Familiarity
Old shoes wear best 

Only change what is necessary, and clearly 
communicate design changes to occupants.

Respite
Disconnect 

While technology has its benefits, it is 
important to take breaks from the screen, 
not only to reduce exposure to blue light, 
but to support overall well-being and 
mental health. Research suggests that 
taking breaks positively impacts workplace 
performance and reduces health issues.

Visibility
Clear the view 

Make new cleaning protocols and practices 
visible to increase employees sense of 
comfort and well-being. 

Occupants need to understand exactly what 
the new environment is. Increasing visibility 
can help maximize employee trust in their 
employers. Trust will be essential for a smooth 
return to the workplace.

Flexibility
Choice is power

To ease uncertainty, give employees the power 
to decide where, how and when they work. 

One size does not fit all, and flexibility in 
experiences will be important in providing  
a variety of spaces where everyone can feel 
comfortable and productive.

Relationships
We crave real faces 

Aspects of communicating such as eye 
contact, physical proximity, gestures and non-
verbal communication cannot be seen or felt 
virtually. Relationships cannot be established 
in the same way. Face to face communication 
is critical and the workplace provides the 
opportunity for this.
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06

Tenant Focused

Building  
Tenants 

CONTENTS

Toolkit Inventory

Full Floor Tenant Circulation

Lobby/Reception

Donning/Doffing Area

Open Stairways

The central reality of returning to 
work before this pandemic is over 
is that everyone’s experience of it 
has been different. For some getting 
back to the office is a huge relief. 
For others it’s a source of anxiety. 
Some folks have been personally, 
perhaps tragically, touched by 
the crisis. Others have lived it as 
something they saw on the news. 
While no one of these realities is 
more valid than another all must be 
brought together under a common 
umbrella of empathy, patience 
and understanding.  

You’re  
Home Now. 
It’s Changed.

77



Elevator Plan - 
Arrivals 

Coordination with building management on elevator 
operations requires flexibility and a clear vision of 
what you need. Analyze your scheduling and staffing 
options and have a plan to present to the folks who 
will deliver staff to your floor.

Everyone can’t go home at once, though a 
pandemic workplace surely amplifies the desire. You 
may wish to assign staff to manage departures and 
keep the elevator lobbies and cabs from exceeding 
safe capacity.  

To the extent possible make your entrance a wide-
angle view of what people are stepping into. 
Transparency allows them to judge their personal 
comfort level. Remove unnecessary furniture, 
decor and obstructions.

Elevator Plan -  
Departures 

Clear 
Sightlines

Building Tenants

Toolkit 
Inventory

Covid Readiness 6
elevator plan arrivals and departures

Open Arms—Properly Distanced

changing area

6 ft

6 ft

6 ft

Covid Readiness 6
elevator plan arrivals and departures

Open Arms—Properly Distanced

changing area

6 ft

6 ft

6 ft

Covid Readiness 6
elevator plan arrivals and departures

Open Arms—Properly Distanced

changing area

6 ft

6 ft

6 ft

Changing  
Area

If you are going to require occupants to remove 
shoes, put on masks, shed backpacks, etc.—and 
you probably are—make sure you have easily 
accessed space for the transition and clear policies 
about how to use it. 

Prepare signage and floor graphics that establish 
how you want people to move around the office. 
This is another area where habits need to be 
changed and muscle memory retrained. Clear 
wayfinding helps people navigate. 

Designated  
Rights of Way 

06
Tenant Focused

Covid Readiness 6
elevator plan arrivals and departures

Open Arms—Properly Distanced

changing area

6 ft

6 ft

6 ft

Covid Readiness 6
elevator plan arrivals and departures

Open Arms—Properly Distanced

changing area

6 ft

6 ft

6 ft
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Building Tenants

06
Tenant Focused

Full Floor Tenant 
Circulation

Establish separate single-point entry and exit

Make interior as visible as possible at entrance

Use art / humor to offset impact of warnings and restrictions

Change shoes upon entry in donning / doffing area and/or 
provide biodegradable fabric shoe covers

Direct traffic flow upon entry through donning / doffing  
area first

Train receptionist and / or circulation manager to provide 
consistent messaging and guidance for new policies  
and procedures

Make entrance and exit touchless

Add graphic signage to manage one-directional traffic 

Include signage that encourages people to “take the long 
way” and promote wellness

OPPORTUNITIES DIAGRAM REFERENCES

INTRODUCTION 
Before COVID-19 walking into a 21st century office was 
ideally a curtain-up experience. The design goal was to 
impress. Now the design goal is to reassure. The more 
we can see of a space before we commit to it the more 
confident we feel about going inside. Within that new 
framework companies, of course, still want to impress.

KEY 

Refer to donning / doffing sheet for further information

Route for exiting, once office shoes are changed back  
to street shoes

1

2

LEGEND

Wall signage

One-directional traffic

One-directional exit traffic

Two-directional traffic

Discontinue use

Donning/doffing area

See chapter 06 signage index

# 

���

��
�

���

��
�

���

���

Office  
exit

Office 
entry

1

2

2

45 
48

47

47

48

45 

14 14 14 46 46 46 

45 

45 
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Building Tenants

06
Tenant Focused

Lobby/Reception

Establish entrance protocols for employees  
and visitors

Provide temperature screening and / or symptom 
checking at relevant locations in the entry sequence

Rearrange or remove furniture to achieve  
physical distancing

Introduce greenery to positively impact overall 
mental health

Provide masks and / or gloves for guests

Install protective barriers at all desk and  
service counters

Retrofit doors with touchless hardware solutions, 
such as foot pedal latch release or power-operated 
sensored openers

Replace ID clips / lanyards for visitors with 
disposable sticker security tags

Deploy contact tracing wrist bands  
for tenants & visitors

Install digital information dashboard with  
live updates

Remove high-touch accessories such as pillows 
and magazines to facilitate cleaning  

Implement touchless mobile phone visitor sign-in

Provide touchless or low-touch registration  
at reception 

Provide signage that clearly explains  
new procedures 

Temporarily close self-service coffee and enlist 
receptionist to serve coffee and tea

OPPORTUNITIES DIAGRAM REFERENCES

INTRODUCTION 
Whatever their actual level of risk, it should be assumed 
that most surfaces and objects in a reception area will be 
perceived as risky. Magazines, plants, tchotchkes, little 
tables may no longer be viewed as welcoming touches. 
Indeed our concept of a proper welcome is changing in 
fundamental ways. Registration of guests for contact 
tracing, for example, may soon be a requirement of letting 
people into your business. We’re not there yet, but 
companies should prepare for swift implementation 
when we are. 

Temporarily 
discontinue self-

service coffee 

Introduce or 
increase greenery 

to positively impact 
overall mental health

Enlist receptionist  
to serve coffee  

and tea

LEGEND

Protective materials

Wall signage

Protective Barrier

Queue management bollards

Floor Signage

Discontinue use

Arrival path for tenants 6’ apart

Greenery

  

38

6

8

FLOOR PLAN

45

45

20

38

6

8

Arrival path for visitors 6’ apart

See chapter 06 signage index

#
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Donning/Doffing Area

Create an arrival area for transitioning from outside 
to inside gear

Require masks when in circulation spaces and in 
rooms with other people

Train staff to be “Safety Orientation Greeters” 
tasked with informing staff and visitors of  
new protocols 

Create a checklist and script to assure greeters’ 
messaging is consistent

Require replacement of street shoes with  
office footwear

Provide disposable shoe covers, masks and / or 
gloves for visitors 

Provide coat rack with hanging dividers or sleeves 
to prevent coats from touching one another 

Provide safely spaced coat hooks and separate 
storage for personal items

Consider using naturally anti-viral materials or 
coatings for shared storage components

Add a mobile handwashing station with integrated 
foot pedal for washing hands before entering  
the office

Provide shoe cubbies for storing indoor vs. 
outdoor shoes

Utilize sanitizing light to clean air and / or surfaces

Consider changing rooms for some people to feel 
more comfortable or for those who need to change 
their outfits upon arriving or exiting

 
Install coat rack with 

hanging dividers

Repurpose lounge  
or storage room to 
create donning and 

doffing space

Stock additional 
PPE supplies (masks, 

gloves, shoe  
covers etc.)

Maintain shoe 
cubbies with 

disposable liners

INTRODUCTION 
Who could have foreseen that mud rooms would get 
such an important promotion? In hospitals donning and 
doffing areas are critical to protecting medical staff from 
infection and keeping the virus from spreading outside. 
In an office they serve as checkpoints to keep the virus 
from entering the workplace. The old days of hanging 
your jacket on the back of your chair are probably over.

Disinfecting light

Indoor vs. outdoor shoe storage

Coat rack with protective sleeves

OPPORTUNITIES DIAGRAMS REFERENCES

EXAMPLES

32

38

LEGEND

One-directional traffic

One-directional exit traffic

Discontinue use

Protective materials

Establish mobile  
hand washing station 

with integrated  
foot pedal

Building Tenants

06
Tenant Focused

See chapter 06 signage index

# 
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Building Tenants

06
Tenant Focused

Open Stairways

Encourage use of stairways to promote health and reduce 
elevator traffic

Use wall signage to clarify that one-directional protocols 
should be disregarded in the event of an emergency

Narrow staircases to be one-directional when possible

At wider, open staircases establish two-directional traffic with 
safe distancing

Enforce “Keep Moving” protocol on stairways

Institute single file, 6-feet-apart use requirements

Clean handrails frequently throughout the day

Where wall or floor signage is not possible, add freestanding 
signage with usage protocols

A Toolkit for the Times

OPPORTUNITIES DIAGRAM REFERENCES

INTRODUCTION 
Central staircases of the kind that many modern offices now 
favor are usually large enough to be adaptable to new safety 
protocols. Though these stairways were originally designed 
to have an aesthetic  impact and encourage impromptu 
interactions between staff, now they facilitate swift passage 
from one floor to another. Smaller utility stairways are more 
problematic, requiring stricter protocols. 

87

LEGEND

Upward traffic

Downward traffic

Upward queue

Downward queue

Protective materials

Freestanding signage

Floor signage

See chapter 06 signage index

# 

Where wall or 
floor signage is 

not possible, add 
freestanding signage 

with usage
protocols

Encourage use 
of stairways to 

promote health and 
to reduce elevator 

usage

49

51

51

51

50

50

38

49

38

49

38

Clean handrails 
frequently  

throughout  
the day



Environmental Signage Index

06
Tenant Focused

Chapter 06 Signage
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Full Floor Tenant Circulation

Lobby / Reception

44 45 46 4847

19

20

18121186

38 45

Donning/Doffing Area

4538322016

Open Stairways

3816 28 5049

51 52 53

14
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07

Tenant Focused

Individual 
Work Areas 

CONTENTS

Toolkit Inventory

Benching with Collaboration Spaces

Workstations with Low Panels

Workstations with High Cubicles

Closed Office

Putting More 
Open in  
Open Plan
For several years the design industry 
has debated the efficacy of Open 
Plan. Pandemic design draws from 
both sides of the argument—on the 
one hand the broad sightlines of an 
Open Plan office are an asset in giving 
individuals agency over their own 
movement and positioning. On the 
other the elbow-to-elbow densities 
typical of Open Plan benching are 
not sustainable in an age of physical 
distancing. If it has been a running 
joke that one person sneezing means 
everyone in the office gets a cold… 
that joke isn’t funny anymore. 

93



Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Seating Plan Special 
Arrangements

Open plan work configurations typically seat people 
elbow-to-elbow, often facing a mirror image across 
the way. Six feet of separation requires an end to 
this practice. Redraw your seating plan accordingly, 
augmented by work-from-home strategies.

If your workplace includes closed offices, shared 
workspaces or workshop-office hybrids, you should 
develop protocols for their adaptation to physical 
distancing and enhanced hygiene. Keep in mind 
that any exception to the rules will be perceived as  
a threat to the whole office. 

The pandemic workplace travels light. Now is the 
time to remove everything in the office that is not 
essential: excess seating, desks, tables, cabinets, 
files, bookcases, etc. If it can be sent to the cloud,  
it should go ASAP.  

“Who stole my stapler?” is a cry we may never hear 
again. Eliminate the shared supply closet and break 
it into individually assigned toolkits that staff can 
carry with them wherever they work—at their desks, 
in the garden or at home.  

Clutter 
Clearance

Toolkit of Tools

Toolkit  
Inventory

Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Desk configurations which make use of partitions 
may be enhanced for added protection; 
configurations without partitions may add them;  
but remember that visibility affects how we feel 
about safety and strive to make these adjustments 
without sacrificing transparency.

Partitions and 
Enhancements

As in every other space examined here, cleaning 
needs to be both continuous and conspicuous. Hire 
staff to allow for “clean sweeps” throughout the day 
conducted within safe distancing guidelines. Make 
after hours cleaning a nightly service.

Cleaning Policy

Seating Plan 

Partitions and Enhancements

Toolkit Toolkits

Clutter Clearance 

Special Arrangements

Covid Readiness 7

Cleaning Policy 

Max 1

Individual Work Areas Tenant Focused

07
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DIAGRAM

Benching with 
Collaboration Spaces

Utilize touchless 
lockers for secure 
personal storage

Erect freestanding 
protective barriers

Install worksurface 
barriers

Deploy greenery at 
unavailable seating

32

28

38

19
38

FLOOR PLAN

Remove desk chairs to achieve  
physical distancing

Provide protective barriers at desks

Remove furniture at public lounge  
and collaboration areas as needed

Space workstations to accommodate 
physical distancing for seated and 
circulating occupants

Establish trash pick-up and recycling 
protocols 

Establish cleaning protocols for both 
general and custodial staff

Maintain portable sanitation station for 
use throughout the day

Install touchless lockers to store 
personal items away from desks 

Introduce or increase greenery to 
positively impact overall mental health

Provide mobile tool caddies or 
wearables for staff to carry supplies  
and personal items

Use graphic signage to communicate 
protocols and traffic flow

OPPORTUNITIES REFERENCES

Translucent protective barriers Paper protective barriers

EXAMPLES

INTRODUCTION 
The heyday of workplace design we just lived through 
resulted in some innovative and unique office environments. 
How we adapt those highly tailored spaces to circumstances 
that have changed the ground rules is a challenge for which 
designers are prepared. Like a real tailor who must adapt an 
exquisitely fitted suit to a client’s change in weight, designers 
know that fixing the problem is what design is. 

LEGEND

6’ physical distancing

Greenery

  

One-directional traffic

Protective barrier

Protective materials

Wall signage

See chapter 07 signage index

#

7’ m
in

18’ approx
13’ min

Individual Work Areas Tenant Focused

07
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Individual Work Areas Tenant Focused

07
OPPORTUNITIES REFERENCESDIAGRAM

Workstations with  
Low Panels

Correct “back-to-back” benching 
spacing to support physical distancing 
for seated and circulating occupants

Decrease density by taking adjacent 
bench positions and chairs “out  
of service.”

Remove guest seating if there is  
not enough room to achieve  
physical distancing

Discourage unassigned or shared 
seating, unless strict cleaning protocols 
are in place between each use

Assign cubicles or isolated workspaces 
to staff with underlying risk factors

Prohibit sharing of whiteboard markers, 
writing tools, tissues, etc.

Create name labels for all desk 
accessories to discourage shared use

Assign each individual a mobile 
keyboard and mouse

Introduce or increase greenery to 
positively impact overall mental health

Install movable and fixed protective 
screens and dividers throughout

Add a transparent barrier to raise height 
at workstations with low partitions

Provide mobile supplies caddies and 
wearables to staff

Procedure touchless lockers for secure 
personal storage away from desks

Establish workstation cleaning protocols 
for both users and custodial staff

INTRODUCTION 
Open workstations have been effective in maximizing 
headcounts, but maximizing headcounts is secondary 
now to safety. In the post-COVID-19 office “good fences 
make good neighbors.” Configuring workstations so that 
people on a team can work in proximity to each other 
while maintaining proper distance allows not only the 
work to go forward, but a feeling of shared experience 
and shared triumph over adversity. 

Install touchless 
lockers for secure 
personal storage

Deploy sanitation 
stations throughout

Use greenery as 
dividers, and add to 

unavailable seats

Be mindful of 
adjacent two-

directional traffic  
and discourage 

stopping

LEGEND

Greenery

  

Protective barrier

Wall signage

Two-directional traffic

Protective materials

See chapter 07 signage index

#

28

38

EXAMPLES

Touchless lockersPortable sanitation cart

Personal mobile supply caddyWorkstation dividers
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Individual Work Areas Tenant Focused

07
OPPORTUNITIES REFERENCESDIAGRAM

Workstations with  
High Cubicles

Add height to low stations by adding 
clerestory stack-on panels

Face task seating away from  
shared corridor

Provide a locating system

Create a station for cleaning materials

At adjacent workstations, decommission 
back-to-back work surfaces on either 
side of panel by adding signage or 
moving storage components to block 
knee space

Provide lockable pedestals for each 
occupant or provide nearby touchless 
lockers when workstations are shared

Introduce or increase greenery to 
positively impact overall health

Replace general cubicle directory with 
a clear visual map of occupants and 
designated cleaning stations 

Tape signage from chair to monitor/ 
work surface to indicate that 
workstation was cleaned and has since 
been secured

INTRODUCTION 
Cubicle walls provide a nose-level barrier, but it remains 
to be seen to what degree if any they are effective 
in preventing the spread of respiratory illness. They 
also create a visual barrier, which in an environment 
where being able to see what other people are doing 
is important to our perception of security may be 
counterproductive. 

55

56

54

28

56

Create a fixed or 
portable station for 
cleaning materials

Use graphic 
signage to indicate 
workstation group 

number

Tape 
signage 

across chair 
and/or monitor/
worksurface to 

indicate that 
workstation was 

cleaned and 
secured.

LEGEND

Protective barrier

Wall signage

Cleaning verification seal

Greenery

  

Protective materials

See chapter 07 signage index

#

Use graphic 
signage to indicate 
workstation group 

number 

Face task seating 
away from shared 

corridor

EXAMPLES

Cubicle retrofit with transparent panels

Greenery screeningTape signage
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Individual Work Areas Tenant Focused

07

T R

T R

T R

OPPORTUNITIES REFERENCESDIAGRAM

Closed Office

Rearrange and/or remove furniture to 
achieve physical distancing

Establish trash pick-up and  
recycling protocols

Develop procedure for admitting guests 

Retrofit doors with touchless hardware 
solutions, such as foot cleat or power-
operated sensored openers

Ensure each office stocks protective 
materials for occupants and visitors

Provide protective barriers at desks

Introduce or increase greenery to 
positively impact overall mental health

Establish cleaning protocols for both 
users and custodial staff

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing HEPA filters

INTRODUCTION 
While the advantages of a closed office in a time of physical 
distancing are obvious, it is important that such an office 
not be perceived as a sanctuary from the rest of the staff or 
its occupants as privileged in a health and safety context. 
Because enclosed spaces present their own respiratory 
risks, cleaning and ventilation issues should be carefully 
analyzed and addressed. 

Scenario A:  For users who interact  with visitors often
Scenario B: For users who are mostly  

undertaking private / focused work
Scenario C: For users who can safely share  

office space, with distanced collaboration,  

to offset open office adjustments

38

38

38

32

32

32

Rearrange furniture 
to achieve physical 

distancing

Introduce portable  
HEPA filter

Establish a leave 
door open policy 

when room  
is shared

LEGEND

Protective barrier

Wall signage

Discontinue use

Greenery

  

Protective materials

Touchless trash and recycling

See chapter 07 signage index

#

EXAMPLES

Desktop screening HEPA filter
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Environmental Signage Index Tenant Focused

07Chapter 07 Signage

Workstations with Low Panels

19 382816

Benching with Collaboration Spaces

19

3834

16 322818

Workstations with High Cubicles

16 28 5554 56

Closed Office

19 3816 32 56
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08

Tenant Focused

Collaboration is the life’s blood of office 
work, but how does collaboration 
happen in an age of physical distancing? 
Environmental psychologist Sally Augustin 
identifies specific distances between 
people as communicating instinctive 
cultural messages—4 feet in western 
societies is considered the optimum for 
one-to-one interaction; 6 feet feels more 
formal. The creative intimacy necessary 
for effective collaboration thus becomes 
in our new environment an act of will.

Office Group/
Shared Work 
Areas 

Zooming in 
Person

CONTENTS

Toolkit Inventory

Small Group Space:  
Living Room / Library / Shelter

Transitional Space: Anywhere

Large Group Space:  
Town Hall / Training Room

Shared Work Space:  
Conference Room / War Room 

Phone Room / Phone Pod

107



Downsized 
Meeting Rooms

A Touchless 
Environment

The big meeting that lasts for hours is suspended 
indefinitely (if not permanently retired), and the rooms 
that used to house them are no longer supreme. 
Adapt these spaces to new safety requirements and 
institute a policy of shorter meetings. 

Until we have a better understanding of how the 
virus is transmitted our face is not the only thing 
we will struggle not to touch. Analyze your office to 
determine where you might install touchless fixtures 
and label them as such. 

We may not love Zoom, but it has earned our 
grudging respect during lockdown. For those who
miss the big meetings of the pre-pandemic office, 
upgrading video capabilities allows participants to 
imagine the crowded venues now denied us. 
 

As large spaces are downsized and density 
reduced, use your imagination to make the space 
you gain productive—or at least attractive. Try to 
avoid a boarded-up, this-section-closed look that 
communicates a hobbled work environment.  

Enhanced Video 
Conferencing

Repurposed 
Space

Toolkit 
Inventory

Many offices instituted meeting room reservations 
well before the pandemic made the practice a safety 
tool. Those that used site-specific keypad booking 
systems should replace them with online reservation 
technology that does not require touching a button 
someone else has touched. 

Bookable 
Meeting 
Spaces

Recognizing that in a radically changed environment 
anything that evokes better times is cherished, 
identify aspects of your office that have not changed 
and draw attention to them. A light fixture need not 
be a shrine, but it might become an old friend. 

Grace Notes

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Downsized Meeting Rooms 

Covid Readiness 8

Enhanced Video Conferencing 

Bookable Meeting Space

A Touchless Environment

Repurposed Space

Grace Notes

Max 2

Tenant Focused

08
Office Group / Shared Work Areas
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Tenant Focused

08
Office Group / Shared Work Areas

RT

OPPORTUNITIES DIAGRAM

Small Group Space: Living 
Room/Library/Shelter

Remove extra seating beyond the 
calculated maximum capacity and add 
technology to support virtual attendees

Remove shared elements such as 
pillows, blankets, books, games  
and video games

Ensure space is provided with 
protective materials for occupants

Deploy protective barriers at 
collaboration tables

Introduce or increase greenery to 
positively impact overall mental health

Make rooms bookable and strictly 
observe scheduling

Add electrostatic disinfectant spraying 
to cleaning procedures 

Install displays and cameras on walls, 
ceilings, and freestanding mounts to 
allow for virtual attendees

Establish one-directional entry and exit 
where possible

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

Post last cleaning time for transparency

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters 

INTRODUCTION 
Reuniting with old friends is a powerful life force—altering how 
we do it takes vigilance and concentration. Until the virus is 
vanquished meeting spaces may borrow from strategies for 
social interaction we have seen on the news: small groups in 
big rooms, outdoor meetings in big circles, greeting grandma 
through the window. One benefit—if a meeting goes on too long 
it can be adjourned on grounds of safety.

Introduce HEPA filter 
to ensure air quality

Introduce or 
increase greenery 

to positively impact 
overall mental health

Use mobile 
interactive display 

and wide-angle 
camera to support 
virtual attendance

Communicate 
cleaning 

protocols clearly 
and make visible 
to support users 
feelings of trust 

and safety

REFERENCES

Provide protective 
barriers when 

necessary

LEGEND

Discontinue use

Greenery

  

Protective barrier

Protective materials

Touchless trash and recycling

Wall signage

See chapter 08 signage index

#

57
10

38

EXIT

ENTER

RT

38

38 3257

57

FLOOR PLAN
9

10

Mobile interactive display Protective barrier

EXAMPLES
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Tenant Focused

08
Office Group / Shared Work Areas

Artistic wall graphics with positive messaging

EXAMPLE

OPPORTUNITIES DIAGRAM

Transitional Space: 
Anywhere

Clear out unnecessary items and 
maximize open space to allow  
physical distancing

Remove furniture to reduce capacity  
at collaboration tables

Utilize artistic environmental graphics 
to encourage physical distancing with 
positive messaging

Use lighting and textures to make 
transition spaces appealing

Clean frequently touched surfaces such 
as door handles regularly throughout 
the day

Introduce or increase greenery to 
positively impact overall mental health

Use graphic signage to manage flow of 
traffic and indicate one-directional vs. 
two-directional circulation to users

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

INTRODUCTION 
The spaces between defined areas have been regarded 
as optimal for impromptu meetings and alternative work 
perches, but impromptu perching is now the old way. 
Even so, these spaces need not become nondescript 
pathways. Removing furniture and whiteboards opens 
them up to wall art and design gestures aimed at 
reinforcing morale. 

Utilize artistic 
graphics to make 

spaces compelling 
and to provide 
moments of joy

Introduce or 
increase greenery  

to positively  
impact overall 
mental health

Remove furniture to 
reduce capacity at 

collaboration tables

See phone  
room sheet

See phone  
room sheet

REFERENCES

LEGEND

Discontinue use

Two-directional traffic

Greenery

  

Floor signage 

Wall graphic

See chapter 08 signage index

#

FLOOR PLAN

6

6
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Tenant Focused

08
Office Group / Shared Work Areas

Portable dividers/whiteboards Displays and cameras to allow for  
virtual attendees

EXAMPLES

Large Group Space:  
Town Hall/Training Room

INTRODUCTION 
Large groups are likely the last thing to be restored in 
our cultural adaptation to COVID-19. They may not be 
sustainable until the virus is well and truly gone. For that 
reason these large spaces now assume more modest 
roles. With all hands meetings going virtual and company 
parties (for now) a relic, the rooms that housed them 
become usable workspace.

RT

RT

OPPORTUNITIES DIAGRAM

Communicate 
cleaning 

protocols clearly 
and make visible 
to support users 
feelings of trust 

and safety

Introduce 
portable dividers / 

whiteboards

Utilize artistic graphics to make spaces 
compelling and to provide moments of joy

Suspend all hands and large group use 
where applicable

Repurpose large spaces as physical 
distance workspace and small  
meeting areas

Remove chairs to provide distanced 
seating at tables and add technology  
to support virtual attendees

Require cleaning between each room use

Remove all shared supplies and 
encourage staff to bring their own 
supply caddy to the meeting

Ensure space is stocked with protective 
materials for occupants

Retrofit doors with touchless hardware 
solutions, such as foot cleat or power-
operated sensored openers

Introduce portable dividers /whiteboards

Introduce or increase greenery to 
positively impact overall mental health 

Install displays and cameras on walls, 
ceilings, and freestanding mounts to 
allow for virtual attendees

Make entry and exit traffic one-
directional where possible

Communicate cleaning protocols and 
cleaning activity log clearly and make 
visible to support users feelings of trust 
and safety

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters 

Front o
f ro

om

Front o
f ro

om

REFERENCES

T RT R

EXITEXIT

ENTER ENTER

57

9

3838

57

32

57

9

32

57

10

FLOOR PLAN

Provide camera at 
back wall with wide 

view range to support 
virtual attendees

Provide displays on 
all walls to represent 

virtual attendees

LEGEND

Digital display 

Protective barrier

Wall signage

Greenery

  

Discontinue use

Protective materials

Touchless trash and recycling

Wall graphic

See chapter 08 signage index

#

Utilize artistic 
graphics to make 

spaces compelling 
and to provide 
moments of joy

38

38

10
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Tenant Focused

08
Office Group / Shared Work Areas

Shared Work Space: 
Conference/War Room

INTRODUCTION 
The main reason we come to an office to work is to 
exchange ideas, riff off each other’s inspirations, test 
new proposals, help each other out—and in the case of 
management, keep an eye on the staff. If working from 
home for weeks has now made that option more viable, 
all of the activities above are still best accomplished in 
a shared workplace. And all can be achieved within safe 
distancing guidelines.

Utilize artistic graphics to make spaces compelling and to 
provide moments of joy

Remove extra seating beyond the calculated maximum 
capacity and add technology to support virtual attendees

Remove all shared supplies and encourage staff to bring their 
own supply caddy to the meeting

Require cleaning between each room use

Retrofit doors with touchless hardware solutions, such as  
foot cleat or power-operated sensored openers

Ensure room is stocked with protective materials  
for occupants

Provide protective barrier at collaborative tables

Introduce or increase greenery to positively impact mental health 
and ensure new seating layout

Update room scheduling software to reflect new capacity 
requirement and disable touch screen function

Install displays and cameras on walls, ceilings, and 
freestanding mounts to allow for virtual attendees

Maintain digital cleaning checklist to be signed off via  
digital device 

Communicate cleaning protocols and cleaning activity log 
clearly and make visible to support users feelings of trust  
and safety 

Ensure indoor air quality by reviewing current air filtration 
system and introducing portable HEPA filters

OPPORTUNITIES REFERENCESDIAGRAM

T R

T R

Provide camera at 
back wall with wide 

view range to support 
virtual attendees

EXITENTER

RT

R
T

R
T

32

38

38

57 10

38

32 9 57

32

FLOOR PLAN

 Introduce or 
increase greenery 

to positively impact 
overall mental health

Provide displays on 
all walls to represent 

virtual attendees

Communicate 
cleaning protocols 
clearly and make 
visible to support 
users feelings of 
trust and safety

LEGEND

Digital display 

Protective barrier

Wall signage

One-directional traffic

Greenery

  

Discontinue use

Protective materials

Touchless trash and recycling

Wall graphic

See chapter 08 signage index

#

38

38

38

Provide protective 
barrier at  

collaborative tables
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Tenant Focused

08
Office Group / Shared Work Areas

OPPORTUNITIES DIAGRAMS

Phone Room/Phone Pod

Restrict phone rooms to one person  
at a time

Repurpose phone rooms as temporary 
offices or isolation rooms as needed

Require users to clean phone room  
after use

Ensure room is stocked with protective 
materials for occupants 

Retrofit doors with touchless hardware 
solutions, such as front cleat or power-
operated sensored openers

Communicate cleaning protocols and 
cleaning activity log clearly and make 
visible to support users feelings of trust 
and safety

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

Retrofit disinfecting light to sanitize 
when space is unoccupied

INTRODUCTION 
Turns out phone rooms without phones were a good idea 
after all. Because these spaces are usually designed 
for single-party use and have easily cleanable surfaces 
they may be adapted to new safety requirements with a 
minimum of alteration. Whether anyone will feel safe in 
small enclosed rooms, even clean ones, is not clear. 

Ensure room 
is stocked with 

protective materials 
for occupants 

REFERENCES

Touchless sensor door opener Portable HEPA filter

EXAMPLES

T

T

3333

34
34

FLOOR PLANS

Ensure room 
is stocked with 

protective materials 
for occupants 

Communicate 
cleaning protocols 
clearly and make 
visible to support 
users feelings of 
trust and safety

Introduce HEPA filter 
to ensure air quality 

Introduce HEPA filter 
to ensure air quality 

Retrofit disinfecting 
light to sanitize 
when space is 

unoccupied

LEGEND

Wall signage

Touchless trash

Protective materials

See chapter 08 signage index

#

Retrofit disinfecting 
light to sanitize 
when space is 

unoccupied

34

33

33

34
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Office Group / Shared Work Areas Tenant Focused

08Chapter 08 Signage

Small Group Spaces: Living Room / Library / Shelter Transitional Space: Anywhere

199 10 16 18 32

3833 34 57

1916 186 38

45 46
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Office Group / Shared Work Areas Tenant Focused

08Chapter 08 Signage

Large Group Space: Town Hall / Training Room Conference Room / War Room

19 19329 910 1016 1618 18 32

38 3834 57 5733 34

Phone Room / Phone Pod

16 32 33 34
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Tenant Focused

Office Amenities 
& Services 

CONTENTS

Self-Service Pantry  
& Coffee Station

Common Open Areas:  
Lounge / Dining

Shower / Locker Room

Game Room

Wellness Room

Outdoor Patio / Lounges

Because the plethora of new rules, 
restrictions and prohibitions in a once-
familiar setting are apt to make the 
experience of the office less collegial 
than we remember, it is important 
that creature comforts and amenities 
be given their due. At the same time 
science urges us not to get TOO 
comfortable. Food service areas 
are now governed by a paradox. If 
everyone can touch it, no one can 
touch it. In private areas where who-
touches-what can’t be reliably known 
the primary safeguard is frequent, or 
even continuous, cleaning.

The Fruit 
Bowl is 
Closed

Office Amenities & Services

125



Table Manners No Stress 
Restrooms

While food service amenities are no longer possible on 
a pre-pandemic scale, food is still an important part 
of office culture and should be continued to the extent 
possible. Figure out what you can safely provide and 
how and implement a prudent dining policy.

Recognize that restrooms now in addition to 
being spaces of private hygiene are also spaces 
that may be perceived as threatening. Review 
your restroom fixtures, supplies and cleaning 
protocols and upgrade them for minimal contact 
and easy maintenance. 

If your office has a terrace or a patio those spaces 
are sure to gain currency in the new environment. 
Determine how you want to use outdoor areas for 
work purposes and how much time can be reserved 
for their original function: respite. 

Employees who were health-conscious before  
the pandemic are apt to be doubly so now. While 
fitness facilities pose unique obstacles to safe 
distancing and respiratory security, you may wish  
to identify and support alternatives: running,  
cycling, outdoor games. 

The heightened tensions of the pandemic make 
privacy options in the workplace more important 
than ever. Anticipate increased anxiety and stress 
levels among staff and set aside spaces for solitude, 
meditation and withdrawing from the group.

Outdoor Space Wellness 
Amenities

Space for  
Time Alone

Toolkit 
Inventory

Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft

Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft

Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft
Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft

Nobody goes to work for the art, but art may acquire 
new meaning in these circumstances. Take note of the 
walls in your office, the art that’s there now, existing 
textures and palettes and make adjustments to lift 
spirits and calm fears.

Artful Choices

Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft

Table Manners 

Covid Readiness 9

Outdoor Space

Space for Time Alone

No Stress Restrooms

Wellness Amenities

Artful Choices

6 ft
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OPPORTUNITIES REFERENCESDIAGRAM

Self-Service Pantry 
& Coffee Station

Limit capacity and stagger use 

Provide microwaves in alternative 
locations where possible to avoid close 
contact and queueing

Expand common open area  
cleaning schedule

Clean shared surfaces before and after 
every use

Provide parking stalls for lunch bags 
within shared refigerator

Utilize touchless kitchen equipment

Install disinfecting light under upper 
cabinets / shelving to sanitize counter

Offer pre-packaged foods only

Offer pre-packaged cutlery and dishware 
only, favoring compostable solutions

Manage traffic flow with clear signage

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

Post last cleaning time for transparency

Provide lunch bag protocol signage to 
minimize cross contamination. Protocol 
is discretionary to management 
whether or not outside food is allowed 
into workplace

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

1

1

5

5

5

4

4

4

1

2

9

KEY 

Mandatory hand sanitizing at all entries to shared pantry

2 Temporarily discontinued surplus entryway

Pre-packaged cutlery to be located outside of food preparation area

Touchless Refrigerator / Freezer with auto open door

Touchless Trash / Recycling

Touchless coffee dispensing system

Communal sink with disinfecting light

Shared counter space to be cleaned regularly

Grab & Go pre-packaged food

1

2

3

4

5

6

7

8

9

Touchless coffee dispensing system with 
phone app capabilities

Touchless refrigerator with auto open door

EXAMPLES

INTRODUCTION 
After Open Plan design, food at the office has been the 
most conspicuous change in workplace thinking in the 
last 20 years. A wide selection of high quality food and 
a variety of places to eat it has been the hallmark of an 
advanced workplace. Some of that must be curtailed. 
The Office Manager’s note about not leaving dirty dishes 
on the counter carries a health warning now. Communal 
snacking, candy jars, self-service coffee—it’s all about 
not touching what someone else has touched.

3

8 6

7

32

33

38

38 34

9

34 38

9

6

10

See lounge / dining sheet

Tenant FocusedOffice Amenities & Services

09

LEGEND

Touchless trash and recycling

Wall signage

Floor signage

Occupancy quantifying indicator

One-directional traffic

See chapter 09 signage index

#

6’ physical distancing

Discontinue use

Protective materials    
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See pantry sheet

OPPORTUNITIES REFERENCESDIAGRAM

Common Open Area: 
Lounge/Dining

Reduce overall capacity and  
stagger use 

Rearrange furniture for safe and 
pleasant communal gatherings

Utilize protective barriers and 
greenery to support safe and pleasant 
communal gatherings

Clean shared surfaces before and after 
every use

Require hand sanitizing at all entries to 
shared pantry 

Offer pre-packaged cutlery and dishware 
only, favoring compostable solutions

Utilize artistic graphics to make spaces 
compelling and to provide moments of joy

Introduce voice amplification system 
by installing ceiling speakers and 
microphones to allow for softer voices 
in larger spaces

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

Expand common open area cleaning 
schedule and post last cleaning times 
for transparency

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

Consult acoustician to ensure acoustics 
support using softer voices so that 
reverberation and distancing doesn’t 
impact sound quality

INTRODUCTION 
At this writing restaurants around the country are just 
beginning to reopen, most under reduced capacity 
guidelines. Since it is not clear yet how this experiment 
will work out restaurant protocol remains an unproven 
model for workplace dining. What is maximum capacity 
for a dining area? Is it safe to eat at your desk? How do 
you eat with a mask? It’s all TBD. 

LEGEND

One-directional traffic

Protective materials

Discontinue use

Wall signage

Protective screen

Touchless trash and recycling

Greenery

See chapter 09 signage index

#

Protective barrierVoice amplification system Greenery

EXAMPLES

ENTER

EXIT

RT RT

FLOOR PLAN
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34

58

18
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Rearrange 
furniture for 

safe and pleasant 
communal 
gatherings

Utilize 
protective 

barriers and 
greenery to support 

safe and pleasant 
communal 
gatherings

Utilize artistic 
graphics to make 

spaces compelling 
and to provide 
moments of joy



OPPORTUNITIES REFERENCESDIAGRAM

Shower/Locker Room

Refer to restroom guidelines in this chapter

Limit occupancy of locker rooms by utilizing sign-in log  
or occupancy quantifying indicator

Encourage physical distancing within the room

Provide cleanable stool at all changing stalls

Assign permanent lockers or install touchless lockers  
for shared use

Require users to wipe down unassigned lockers before  
and after use

Designate top and bottom locker rows for AM or PM use only 

Decommission lockers that enable dual-sided aisles

Take showers out of operation. Utilize available stalls for 
changing use only

Institute ‘bring your own towel’ policy

Set schedule for disinfecting light to sanitize shower / locker 
room when unoccupied

Install touchless soap and shampoo dispensers

Retrofit doors with touchless hardware solutions, such as foot 
cleat or power-operated sensored openers

Communicate cleaning protocols clearly and make visible to 
support users feelings of trust and safety

Post time limit and cleaning protocols at makeup vanity areas 

Expand locker room cleaning schedule and post last cleaning 
time for transparency

Ensure indoor air quality by reviewing current air filtration 
system and introducing portable HEPA filters

INTRODUCTION 
Showers and lockers pose a safety challenge that may 
limit their usefulness in a post- COVID-19 workplace.  
Like restrooms they are a private space in a public 
setting. Unlike restrooms, they’re not essential. As the 
pandemic prompts rethinking of trends and habits, one 
subject for reassessment may be the movement to give 
work environments “all the comforts of home.” If you 
really want to take a shower during work hours, maybe 
you should work from home. 

Take showers out 
of operation. Utilize 
available stalls for 
changing use only

Designate top  
and bottom locker 
rows for AM or PM 

use only 

Decommission 
lockers that enable 
dual-sided aisles

33

38

38

Post time limit and 
cleaning protocols at 
makeup vanity areas 

LEGEND

Touchless trash and recycling

Wall signage

Out of service

Unassigned lockers

Protective materials

Disinfecting lights

Discontinue use

See chapter 09 signage index

#

Occupancy quantifying indicator

Touchless hand sanitizer

Occupancy quantifying indicator

EXAMPLES

Disinfecting light

Cleanable stool at changing stalls

Tenant FocusedOffice Amenities & Services

09
65

60

See restroom sheet
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RT

OPPORTUNITIES REFERENCESDIAGRAM

Game Room

Repurpose room into a flexible space 
that can operate in a variety of ways. Eg. 
lounge, wellness room, meditation room

Encourage staff to take leisure time  
to recharge

Remove game tables and all shared 
recreational items: balls, board games, 
dog toys, etc.

Rearrange furniture to encourage 
physical distancing

Enable digital games that can be played 
at a safe distance

Clean shared surfaces before and after 
every use

Introduce or increase greenery to 
positively impact overall mental health 
and to promote physical distancing

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

Expand cleaning schedule and post last 
cleaning time for transparency

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

INTRODUCTION 
Games are another example of the conflicting imperatives 
posed by pandemic planning. On the one hand they are not 
essential; on the other they offer relief from what is sure 
to be a high-stress environment for the foreseeable future. 
A solution may be the middle ground—eliminating games 
that require close contact and hands-on engagement while 
promoting digital games and a take-a-break work ethic. 

EXAMPLES

Alternative furniture that includes protective screening 

32

32

KEY 

Remove game table and replace with planter dividers

Replace game tables with furniture

1

2

38

38

19

19 2

2

1

LEGEND

Touchless trash and recycling

Wall signage

Protective materials

Table top signage

Greenery

  

Tenant FocusedOffice Amenities & Services
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Discontinue use

See chapter 09 signage index

#
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INTRODUCTION 
The stress of an ordinary workday was sufficient to justify 
setting aside a quiet place to chill even before physical health 
entered into it. If we anticipate an increase in emotional and 
psychological pressures during the pandemic, this space 
becomes an essential amenity. Though we may define “chill” 
in different ways, some combination of solitude, privacy, 
acoustic separation and freedom from interruption will cover 
most iterations of the concept. 

Mandate a “one person in, one person 
out” policy 

Provide slip cover that is replaced  
and washed after each use, or remove 
upholstered furniture with easily 
cleanable furniture

Prohibit sharing of prayer rugs

Label and store individual prayer  
rugs in a way that precludes contact 
with others

Define standards for cleanliness and 
clearly communicate them to support 
occupants’ feelings of trust and safety 

Expand room cleaning schedule 
including frequent cleaning of refrigerator

Set schedule for disinfecting light to 
sanitize room when unoccupied

Utilize artistic graphics to make spaces 
compelling and to provide moments  
of joy

Introduce or increase greenery to 
positively impact overall mental health

Retrofit doors with touchless hardware 
solutions, such as foot cleat or power-
operated sensored openers

Install occupancy indicator light to notify 
users of occupancy status from  
a distance

Post last cleaning time for transparency

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing portable HEPA filters

OPPORTUNITIES DIAGRAMS REFERENCES

Wellness Room

Wall-mounted touchless  
soap dispenser

Touchless paper towel dispenser

In-wall touchless faucet Occupancy indicator  
illuminated signage

Bio-waste trash binPortable HEPA filter

EXAMPLES

T R

34

32 33 38

Utilize artistic 
graphics to make 

spaces compelling  
and to provide 
moments of joy

Introduce or  
increase greenery 

to positively impact 
overall mental 

 health

Label and store 
individual prayer  
rugs in a way that 
precludes contact  

with others

34

Install Occupancy 
Indicator Illuminated 

Signage

LEGEND

Wall signage

Protective materials

Touchless trash and recycling

Greenery

Occupancy indicator light

See chapter 09 signage index

#
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09
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OPPORTUNITIES REFERENCESDIAGRAM

Outdoor Patio/Lounge

Reduce overall capacity and stagger use 

Replace seating clusters with more 
segregated lounge settings

Install wind screens to protect 
occupants and increase comfort

Remove all shared recreational items: 
balls, board games, dog toys, etc.

Encourage staff to take leisure time  
to recharge

Clean shared surfaces before and after 
every use

Introduce or increase greenery to 
positively impact overall mental health

Retrofit doors with touchless hardware 
solutions, such as foot cleat or power-
operated sensored openers

Install mobile equipment, such as 
heaters and umbrellas, to increase 
comfort and adaptability

Communicate cleaning protocols clearly 
and make visible to support users 
feelings of trust and safety

Expand cleaning schedule and post last 
cleaning time for transparency

Post instructional signage for healthy 
outdoor patio/lounge use

INTRODUCTION 
If outdoor spaces are to be adapted to workspace needs 
(see Section 4) their availability for leisure is necessarily 
limited. A balance between the two is surely warranted. 
It’s important not to minimize the need of all staff to 
withdraw from work pressures for a moment of fresh air, 
sunshine and birds. This was the case before COVID-19 
and even more the case now.  

32

33

38

32

33

38

Electric infrared heaters Wind screen and greenery

EXAMPLES

Replace seating 
clusters with 

more comfortable, 
segregated lounge 

settings

Install windscreens 
to protect occupants 
and increase comfort

Introduce or 
increase greenery 

to positively impact 
overall mental health

FLOOR PLAN

RT RT

32 33 3832 33 38

Tenant FocusedOffice Amenities & Services

09

LEGEND

Wall signage

Protective barrier

Touchless trash and recycling

Greenery

Discontinue use

Protective materials

See chapter 09 signage index
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Chapter 09 Signage

45

Self Service Pantry & Coffee Station

16 32 33 34 456

Common Open Areas: Lounge / Dining

16 32 33 341918

58

Shower / Locker Room

61 65

6032 383316

Tenant FocusedEnvironmental Signage Index

09
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Outdoor Patio / Lounge

32

38

3316 19

Game Room

32 383316 1918 18

Wellness Room

32 383316 34 62

Tenant FocusedEnvironmental Signage Index

09
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10

Tenant Focused

Office 
Facilities 

CONTENTS

Toolkit Inventory

Mail Room

Copy/Print Area

Storage Room More than one observer has noted  
how fortunate we are in the developed 
world that this pandemic did not hit 
before technology had the capacity 
to absorb some of the blow. If we 
have focused in recent times on 
the drawbacks of digital culture, the 
pandemic reminds us of its value. Still 
many functions in the office continue 
to be, by definition, “hands on.” 
Which gives the least technological 
of remedies like hand washing, not 
touching your face, keeping your 
distance a new currency.

Manual 
Feed

145



Toolkit 
Inventory

After two decades of Silicon Valley casual the dress 
code is back. Make PPE and shoe/slipper substitution 
a part of every occupant’s entry routine. Disposable 
masks, gloves and slippers should be available for 
those who arrive without them.  

Protective  
Gear Protocol

10
Office Facilities Tenant Focused

If there are new rules, make sure they’re posted. If 
there’s a new apparatus, make sure using it isn’t a 
brain twister. Everyone’s perception of safety requires 
everyone to be at the same level of understanding—
and compliance—at the same time.

How-To 
Instructions

Mail Delivery 
and Distribution

Getting the virus by mail is, at this point, considered 
unlikely, but the perception of mail as potentially 
contaminated is still a threat to peace of mind. Make 
mail distribution standards known to everyone in  
the building. 

The pandemic workplace travels light. Now is the 
time to remove everything in the office that is not 
essential: excess seating, desks, tables, cabinets, 
files, bookcases, etc. If it can be sent to the cloud,  
it should go ASAP.  

Clutter 
Clearance

One positive consequence of the pandemic: We are 
a global population with significantly cleaner hands. 
Hand sanitizers conspicuously positioned at the 
entrance and made a condition of entry are already 
familiar from retail. 

Hand 
Sanitizers

The scramble for essential items that marked the first 
weeks of the lockdown made clear the importance 
of keeping adequate stores on hand. Order PPE, 
cleaning and personal hygiene supplies well in 
advance of needing them. 

Well-Stocked 
Supplies
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Mail Room INTRODUCTION 
As the one area most consistently exposed to materials 
from outside and thus to unknowable levels of risk this is 
one of the office’s most vulnerable points. The mailroom 
has not typically received a lot of design attention in the 
past. It will demand close attention going forward.

RT

Avoid having general staff enter mail 
room as much as possible 

Have mail room staff prepare mailing 
labels and coordinate pick-ups based 
on information provided digitally by staff

Sanitize parcels and mail that require 
immediate delivery using disinfecting 
light. Quarantine other packages for 24-72 
hours, depending on package materials

Create and document mail delivery flow 
protocol with building management and 
ensure all staff are informed

Set up staff mailboxes outside of 
mailroom to minimize interaction 
between mail room staff and  
general staff

Set up remote outgoing mail drop-off 
stations for staff outside of mailroom to 
avoid close contact

Provide incoming mail drop-off cart in 
tenant reception for delivery personnel 
to limit touch points at reception desk

Install sanitizing device for urgent  
mail delivery

Disinfect storage cabinets and/or 
devices to sanitize miscellaneous items

OPPORTUNITIES DIAGRAM REFERENCES

Protective screens

Sanitizing device

Mail cart

EXAMPLES
Collect 

items to be 
taken to building 

outbound location 
and coordinate 
elevator usage 
with building 
management

Create an isolation 
zone for incoming 

packages

Create a distribution 
zone for incoming 

packages

Set up staff boxes 
outside of mailroom

38

63

64

LEGEND

Protective barrier

Wall signage

Protective materials

Touchless trash and recycling

See chapter 10 signage index

#
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T R

Copy/Print Area INTRODUCTION 
If post-pandemic workplace planning is a dress rehearsal 
for climate change one thing we can implement now is a 
greener, less wasteful office. Whatever our mitigation efforts, 
printing remains a hands-on, paper-intensive process. We 
know from virtual meetings that digital documents don’t 
dog-ear, get ruined by spilled coffee or burn up the planet. 
Maybe the paperless office has arrived. 

Encourage quick collection of prints or 
utilize designated staff to deliver them 

Utilize graphics to manage physical 
distancing for queuing staff 

Mandate a one-person in, one-person 
out policy

To reduce hand-to-hand contact limit 
shared supply access to designated 
staff for distribution

Provide personal caddies with supplies 
instead of separate items

Expand cleaning schedule

Establish cleaning protocols for both 
general and custodial staff

Limit longer activities in space, such 
as scanning and photocopying, to 
designated staff only who will deliver to 
general staff as needed

Provide disinfecting cabinet for shared 
supplies to sanitize when not in use

Ensure indoor air quality by reviewing 
current air filtration system and 
introducing HEPA filters

OPPORTUNITIES DIAGRAM REFERENCES

Touchless trash and recycling units

EXAMPLES

Disinfecting cabinet

32

33

6

38

38

Copier / 
printer

Disinfecting 
cabinet

Encourage quick 
collection for prints 
or utilize designated 
staff to deliver prints

To reduce  
hand-to-hand 

contact limit shared 
supply access to 

designated staff for 
distribution

Provide 
disinfecting cabinet 
for shared supplies 
to sanitize when not 

in use

LEGEND

One-directional traffic

Wall signage

Floor signage 

Protective materials

Touchless trash and recycling

See chapter 10 signage index

#
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Storage Room INTRODUCTION 
Never enough storage is the bane of every office, but as 
many of us have asked working from home, “Do I really 
need to keep that?” Questioning what we have always 
done before is one product of the pandemic that may 
lead to a better world. Keeping less, storing less, putting 
it all in the cloud feels like an inevitable consequence of 
viewing every object as potentially a source of contagion.

Reorganize storage in room so that 
frequently used items are close to entry

Limit access to storage room to 
designated staff and keep door locked

Repurpose into a meeting room, 
donning/doffing space, or isolation 
room where needed. Refer to said 
pages for further information on these 
room types

Create and document storage room 
protocol with management and ensure 
all staff are informed

Expand cleaning schedule

Add electrostatic disinfectant spraying 
procedures to janitorial efforts

Encourage bringing portable HEPA 
filters when room is being utilized for 
extended periods of time

Retrofit door with touchless hardware 
solutions, such as foot cleat latch release 
or power-operated sensored openers 

Clean out and/or create digital 
catalogue to reduce storage foot  
print needs

Provide entry log or QR code signage 
for staff to register use of storage room

OPPORTUNITIES DIAGRAM REFERENCES

EXAMPLES

Touchless door openers

T R

Storage cabinet

Storage cabinet

Storage 
cabinet

32

33

38

LEGEND

Wall signage

Protective materials

Touchless trash and recycling

See chapter 10 signage index

#
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Chapter 10 Signage 10
Environmental Signage Index Tenant Focused

Mail Room

Copy / Print Area

Storage Room

32 32

32

38

38

3833

33

1663 64 6
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“It has been decided to start evacuating school children,” the 
American radio broadcaster Edward R. Murrow reported from 
London in August of 1939. War with Germany was on the 
horizon and as a precaution school children were taken out 
of the city to areas judged safer in smaller towns and rural 
districts. “All parents are strongly urged to let their children 
go,” Murrow said. It was almost a year later that the first Nazi 
bombs fell on London.

For most of us the COVID-19 pandemic is the most intrusive 
moment of history we have ever experienced. It is important 
as we make efforts to adapt to it that we recognize the 
limits of what we can know and do. We cannot know yet the 
outcome of this drama—the duration of it, the ultimate impact 
of it or how it will change our world.  

Think of this guide then as an early dispatch, a first broadcast 
from pre-war London with incomplete information and only 
situational judgment to guide us. O+A understands that how 
we return to work is a major element of how we get on with 
our lives. Our design team will continue to update and revise 
these guidelines, drawing upon the expertise of scientists, 
doctors, leaders in government and the design community. 

We wish everyone a safe and secure passage through this 
moment and a swift return to whatever normal awaits us on 
the other side.  

Studio O+A 

Swept Up  
in History

11
Closing
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What we know for sure is pretty basic: wear a mask, wash 
your hands, stay six feet apart. Everything else is developing. 
O+A’s consultations with professionals in fields as diverse 
as immunology and ultra-violet light reveal the experts are 
themselves still sorting this out. We present the technologies in 
this section not as recommendations, certainly not as solutions, 
but as signposts on our journey through the bewildering thicket 
of post-pandemic design. Each workplace will require its 
own path to safety. Like the virus the technology to fight it is 
mutating. This list will change with our knowledge of the fight.

State of  
the Art

Appendix

CONTENTS

Solutions to Look Into

Signage Index

References
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Systems Technologies

Ionization 
Technology for 
AHU & Ducts

This system is a bit like sunshine in a box. The technology 
creates a condition in the air that is filled with positive and 
negative oxygen ions. With the positive ion missing an electron 
and the negative ion having an extra electron, they go in 
search of other atoms for stability. When bacteria and virus 
particles bond with oxygen ions, they are neutralized.    

DISCLAIMER 
The world continues to study and do battle with SARS-CoV-2 and COVID-19. 
The understanding and knowledge of the virus and disease caused by the virus 
continues to grow, resulting in rapid changes to the public health landscape. 
This toolkit is intended as a general guide and useful resource to workplace 
practices using information available as of the date of the toolkit.  This toolkit 
is not a replacement for medical or legal advice and the information in this 
toolkit is not, and is not intended to be, a replacement for public health and 
safety laws, regulations, orders, or guidelines or building codes. This toolkit 
may need to be modified as more is learned about SARS-COV-2 and COVID 19.

Upper Room 
UVGI Air 
Purification

It has been known for decades that ultraviolet light (UV) 
kills pathogens, but UV light can unfortunately damage the 
human retina and skin cells as well. Upper room ultraviolet 
germicidal irradiation (UVGI) is invisible light directed at 
the air near the ceiling to kill viruses and bacteria without 
shining directly on occupants below. 

SAFETY:  
Although UVGI systems generally utilize light in the UVC spectrum range 
(200-280nm), these spectra are not all created equal. UVC light in the 
spectral range of 254-255 nm is the most commonly used, and this range 
can penetrate cells of the skin and retina and cause damage. On a daily basis 
it is probably not a safety issue for occupants of the space because the light 
is focused upward. However, for the custodian, electrician or staff member 
on a ladder changing lamps in ceiling fixtures, troubleshooting a ballast, 
or hanging party decorations, the system must be turned off manually or 
through a motion detector to be safe.

MATERIAL DEGRADATION: 
There is some concern that paints and polymers used in the sheaths of 
electrical cables could be damaged through exposure to UVC light.

APPEARANCE:  
Most products are doing beautiful work, but due to their industrial origins 
they are really quite ugly. Although they might be shrouded in a more elegant 
housing, it would be very important to work with the manufacturer to ensure 
that the efficacy of the system is not compromised in the process.

CEILING HEIGHTS:  
The UVGI units need to be mounted at least at 7’-0” above the floor level 
so the technology is better suited for spaces with at least a 9’-0” ceiling 
height or higher.

USE WITH LOW VELOCITY FANS:  
Using this technology in conjunction with a low velocity ceiling fan 
has been demonstrated to be an effective way to enhance natural air 
convection so that so that the maximum volume of air in the room is 
effectively treated.

PROFESSIONAL ENGINEERING REQUIRED: 
This system can be employed in many locations within a mechanical 
system and an experienced engineer would be required to determine where 
and how to best deploy the technology in a new or retrofitted system.

COST: 
Unlike simple filtration media, the system requires power to operate, 
which increases installation cost

Caveats Caveats

Solutions to Look Into...
Appendix
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For those looking for simpler, more user-friendly solutions 
that can be implemented without a mechanical engineer or 
contractor, portable in-room high efficiency particulate air 
filters, commonly known as HEPA filters, could be considered. 
Many of these units are attractively designed and are 
capable of filtering 0.01-0.3 micron viral particles from the 
air. Though the Covid-19 virus is only 0.125 nm in diameter, 
it is always attached to a larger aerosol or droplet. HEPA 
devices are available in many sizes for filtering a range of 
room volumes. Many portable HEPA filters utilize ionization 
technology as well.

Portable HEPA 
Purification 
Filters

Another strategy for cleaning air is to use natural convection 
or an integrated fan to move air through a light fixture where it 
is cleaned internally using HEPA filtration, a concealed UVGI 
that does not emit from the fixture, or in some instances both. 
This solution is often paired with standard LED lighting in 
a fixture that lights with one source and kills pathogens with 
another. Unfortunately, this fixture was designed for utilitarian 
applications and its aesthetics are all about function rather 
than form. New products are being developed to put this 
reliable technology in a more desirable package. 

In-Fixture UV 
Light / HEPA 
Air Purification

INSTALLATION: 
This type of fixture is typically designed to drop into a 2’x4’ or 2’x2’ 
ceiling grid which does not work for many office environments with open 
or unique ceilings.

APPEARANCE: 
“Lack of ambiance” would be a generous observation. The fixtures in this 
class have an aesthetic more often found in a gas station restroom, a 
surgery suite or a walk-in refrigerator. 

LAMP LIFE: 
As we have grown used to the long lamp life of LED lighting sources, the 
lamp life for UVGI will be disappointingly short by comparison. This should 
be factored into the cost of ownership.

MAINTENANCE COSTS:
Any product with filtration media such as HEPA filters needs to be 
maintained regularly. This should be factored into the cost of ownership.

RECENT DEVELOPMENTS:
A few brands of typical office lighting products have recently licensed 
technology that offers more aesthetically pleasing versions which may be 
available as early as Spring of 2021.

SITUATIONAL EFFECTIVENESS: 
HEPA filters are only valuable in fighting COVID-19 if the virus laden air 
gets to the filter and is cleaned before it gets to another person. Though 
the debate about whether Covid-19 is spread via aerosols is ongoing, 
it is likely that HEPA filters may be most effective in eliminating virus in 
aerosols that linger in the atmosphere longer than larger & therefore 
heavier droplets that fall to the ground relatively quickly. Therefore, HEPA 
filters would be most effective in small spaces like a phone room where 
there would likely be enough time between users to clean the air. When 
a space is occupied by multiple users simultaneously, it is likely that 
wearing a mask is much better protection than having a HEPA filter on 
the other side of the room.

RECENT DEVELOPMENTS:
Some in Asia are employing portable HEPA filters in elevators to improve 
air quality in elevators.

Caveats Caveats

Systems Technologies

Solutions to Look Into...
Appendix
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A very particular spectrum (222 nm) of UV light has been 
demonstrated to be the Goldilock’s wavelength, which is to 
say “just right”. It can kill viruses in the Covid-19 size range 
in just 6 seconds without being harmful to human skin or 
retinas. The benefit to this technology is that it deactivates 
viruses in the air it is irradiating and on the surfaces on 
which it directly shines.  

222 FAR-UVC 
Lighting

Unlike passive air technologies, this in-duct air purifier 
sweeps through a space actively purifying pollutants at the 
source - tested to reduce sneeze germs 99% in the time it 
takes the sneeze to reach three feet. The ionization works by 
clumping particles together making them bigger and easier 
for a filter to catch. 

In-Duct Dual 
Ionization Air 
Purification for 
Large Spaces

EFFICIENCY: 
Epidemiologists have pointed out that this system will deactivate 
viruses in ductwork. However, as the debate about what percentage 
of infectious virus travels via droplets versus aerosols, there is not 
good evidence about how much virus actually makes its way into the 
ductwork before settling to the floor.

COST: 
Though introduction of this technology will not negatively impact the 
operation of an existing HVAC system, there may be more effective 
and cost effective measures to take such as recommissioning the 
mechanical system or upgrading the MERV rating of filters, since the 
system requires bringing power to each unit.

SAFETY DEBATE: 
Though academic studies have recently shown this technology to be 
both effective and safe, the International Ultraviolet Association has 
published a position paper stating they feel the technology is not ready 
to be deployed.

MATERIAL DEGRADATION: 
There is some concern that the 222 FAR-UVC light may have unexpected 
impacts on paint finishes and polymer. Polymers are used in the sheaths 
of electrical cables which could be damaged through exposure to UVC 
light. Most textiles and carpeting has not been tested for fading through 
exposure to 222 FAR-UVC, because natural UVC does not penetrate 
earth’s atmosphere and so does not occur naturally.

LAMP LIFE: 
It should be noted that 222nm Far UVC lighting sources have a relatively 
short lamp life (approximately 3000 hours) compared to LED technology. 
To mitigate this, some fixtures rely on sensors to turn on and off lamps 
to preserve lamp life. It is anticipated the replacement source will become 
more affordable as the technology becomes more mainstream.

COST: 
This is very new technology and currently only available from a single 
manufacturer. Because of that, it is very expensive and would need to 
be used extremely judiciously unless your budget is bottomless.

Caveats Caveats

Systems Technologies

Solutions to Look Into...
Appendix
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Signage Collection
Environmental Signage Appendix

1

257

3113

192

268

3214

203

279

3315

21

2810

3416

22

3012

3618

5

2911

3517

2364 24

Available in standard sizes.  
Contact O+A for print procurement.
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Signage Collection Available in standard sizes.  
Contact O+A for print procurement.

55

61 62

57

63

52

58

64 65

54

60

53

59

5049 51

56

6643 44 45 46 4847

38 39 40 424137

Environmental Signage Appendix
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Environmental Signage Index

Stickers Tape Graphics
Appendix
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Image References

Great Lakes Stainless, INC. / MRO Hardware
1305 Stepke Court, Traverse City, MI 49685. 
https://greatlakesstainless.com/ 
https://mrohardware.com/product-category/copper-door-accesories/
page/1/

COVID Cleaning Maps & Analytics, CrowdComfort
51 Melcher Street, Boston, MA 02210. 
https://crowdcomfort.com/covid-19-cleaning-maps/

Hygeaire
Atlantic Ultraviolet Corporation
375 Marcus Blvd, Hauppauge, NY 11788
https://www.buyultraviolet.com/hygeaire-uv-indirect-air-disinfection-
units

Floor Sense
Unit 403 Ironbank, 150 Karangahape Rd, Auckland 1010, New Zealand
https://floorsen.se/

Isomi
6 Seymour Court, Manor Park, Cheshire WA7 1SY
https://isomi.com/products/wellness_screens

Healthe Inc.
3905 W. Eau Gallie Blvd., Suite 101, Melbourne, FL 32934 USA
https://healthelighting.com/products/healthe-space-downlight

Density Inc.
369 Sutter St, San Francisco, CA 94108
https://www.density.io/webinars/

Appendix

Brunner Group
Im Salmenkopf 10, 77866 Rheinau-Freistett
https://www.brunner-group.com/en-DE/para-vert/

MAD Elevator Inc.
6635 Ordan Dr, Mississauga, ON L5T 1K6, Canada
https://www.madelevator.com/files/support/toe-to-go-foot-activated-
call-button.pdf

Hightower
506 2nd Avenue, 600, Seattle, Washington 98104
https://hightoweraccess.com/contact

Glimakra of Sweden
Vavstolsgaton 1, SE-289 47 Glimakra, Sweden
https://glimakra.com/en/ 

LG
https://www.lg.com/us/refrigerators/lg-LUPXS3186N-instaview-door-in-
door-refrigerator-lgsignature#

Mak Studio
305 Velasco St, Houston, TX 77003
http://www.makstudio.us/

Hinoki Collection by Manerba
Via Europa Unita, 5/7
46010 Gazzuolo (Mn)
https://manerbaspa.com/en/space-partitions/hinoki/

Legrand
60 Woodlawn Street, West Hartford, CT 06110
https://www.legrand.us/markets-solutions/outdoor.aspx

molo
1470 Venables Street, Vancouver, BC, Canada V5L 2G7

https://molodesign.com/collections/space-partitions/

Norton Door Controls / Assa Abloy
1902 Airport Rd, Monroe, NC 28110
160 Four Valley Drive, Vaughan, Ontario Canada L4K 4T9
https://www.nortondoorcontrols.com/en/products/operator-
accessories/wave-to-open-switches1/

OMK Design
30 Gresse Street, London, W1T 1WR, United Kingdom
https://www.omkdesign.com/social-distancing-strap/
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Image References

The Senator Group
411 N. Jerome Road, Maumee, Ohio 43537   
https://www.thesenatorgroup.com/

Step N Pull
Springfield, Montana
https://www.stepnpull.com/

Scanomat
Vibe Alle 3, 2980 Kokkedal, Denmark
https://pro.topbrewer.com/products/topbrewer/

Shapeways
44 W 28th St, Fl 12 New York, NY 10001, USA
https://www.shapeways.com/product/CM85F3UVA/touchless-door-
opener-left-by-shapeways?optionId=155423735&li=shops

PMC Lighting
100 Gilbane St, Warwick, RI 02886
https://www.pmclighting.com/vital-vio/
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Plasma Air
35 Melrose Place, Stamford, CT 06902
https://www.plasma-air.com/products

Steelcase
Grand Rapids, MI
https://www.steelcase.com/products/collaboration/steelcase-
roam/?drawer_main=images&drawer_sub=on-white

RGF Environmental Group, Inc
1101 W 13th, Riviera Beach, FL 33404
https://www.rgf.com/products/air/reme-halo/#undefined

Terra Universal, Inc
800 S Raymond Ave, Fullerton, CA 92831 USA
https://www.terrauniversal.com

Puro Lighting
12340 W Cedar Dr, Lakewood CO 80228
https://purolighting.com/wp-content/uploads/2019/09/Puro-Helo-F2-
Spec-9.17.19.pdf

Phone Soap
1837 S East Bay Blvd., Suite 201, Provo, UT 84606
https://www.phonesoap.com/collections/all

Tooshlights
Modus Systems, LLC
21900 Burbank Blvd., Suite 116, Woodland Hills, CA 91367
https://tooshlights.com/products/

The Splash Lab Ltd
8745 Washington Blvd Studio D, Culver City, CA 90232

https://thesplashlab.com/en-us/category/faucets/

UV Resources
PO Box 800370, Santa Clarita, CA 91380-0370
http://www.uvresources.com/blog/upper-air-uv-c-improving-ieq/

Yellow Goat Design
120 S Church St, West Chester, Pennsylvania 19382
https://yellowgoatdesign.com/products/clear-cut-shields

VG New Trend / Jupiter International srl
Via Gramsci, 1/2 - 31055, Quinto di Treviso (TV) Italy
https://www.vgnewtrend.it/en/furniture/partition-panels/urban-green

Three H
156462 Clover Valley Road
New Liskeard, Ontario, Canada  P0J 1P0
http://www.three-h.com/mos.html
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No part of this publication may 
be reproduced in any form or 
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mechanical, including photocopy 
or any storage and retrieval 
system, without permission in 
writing from Studio O+A. Whilst 
every effort has been made to 
ensure accuracy, Studio O+A does 
not under any circumstances 
accept responsibility for errors 
or omissions. Any mistakes or 
inaccuracies will be corrected 
in subsequent editions upon 
notification to Studio O+A.
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This is a living guide that will be 
regularly updated and expanded 
upon as we continue to learn about 
new technologies, strategies 
and best practices. Please visit 
our website for the latest edition 
at o-plus-a.com. The toolkit is 
available for digital download, 
including complete sets of posters 
and stickers. Stay well. 

Studio O+A  
452 Tehama Street 
San Francisco, CA 94107 
(415) 908-1880 
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