Sample Back to
the Office Plan
June 17th, 2020

Guiding Principles
What to be thinking about when designing a return to the office?

1.
2.
3.
4.
5.

Physical and mental safety is paramount
Conservative, measured, gradual
Adhere to directives of local government and Public Health
Prioritize individual choice and flexibility
Learn from best practices and need to be nimble

Source: Canadian Real Estate Forum

Health & Safety

Health & Safety
Keeping the office a safe space will be paramount
Plan around the current safety recommendations and requirements. Some
resources:
• City of Ottawa Business Reopening Toolkit
• Government of Ontario Workplace Health and Safety with COVID
• Government of Ontario Resources to Prevent COVID-19 in the Workplace
• Government of Canada Prevention and Preparedness
• Public Health and Safety Association COVID-19 Resource Centre

Create an Agile Business Plan

What is Agile Planning?
Flexible solutions for how to operate regardless of the status of the pandemic

Planning for a variety of
circumstances

Readying business to easily
adapt to changes in
regulations/public health
guidance

Building resilience and trust
with employees and
clients/customers

Restrictions Are a Reality
So….

1. Plan for a new reality (not a return to pre-March 2020).
2. This is new for everyone, so communication is essential. Ensure
two-way dialogue between management and employees, and
with clients.
3. Although the hope is that we progress forward to fewer and
fewer restrictions, many are predicting we will oscillate between
levels of restriction.

Lockdown
•
•
•
•
•
•
•

Are you considered an essential service? Yes: keep office open w minimal people and
distancing in effect. No: everyone works from home (if possible).
Likely no childcare available, schools closed and limited camps for the summer
Contact with clients virtual
Could have significantly higher mental health burdens
Risk of productivity losses due to conflicting demands
Fewer leisure activities to recharge employees
Wage Subsidy in place

Restrictions in Place
•
•
•
•
•
•
•

Hybrid of some employees on-site but many still working from home
Work schedules will need to be adjusted to accommodate fewer people in the office and
physical distancing
Childcare likely available; schools could be reduced or online;
Onsite client work could be limited and based on employee/client comfort levels
Potential for increased mental health burdens
Expectations high for a return to a more normal state but risk of reverting to lockdown
remains
Potential continuation of wage subsidy

Relaxed Restrictions
•
•
•
•
•
•

Hybrid of employees on-site and employees working from home
Office plan to accommodate people and keep physical distancing
Childcare available and schools open
Want to maintain virtual work as much as possible – be leaders in this type of work
Might also lead to higher mental health burdens, fear or resistance to returning to
increased restrictions
Government subsidies unlikely

3 Basic Levels
Businesses will likely have to oscillate
between 3 levels of restrictions.
These red, yellow and green levels are what
we are thinking about as we create a business
plan that corresponds to the pandemic
reality.
Planning around various levels can help
enable quicker response times when/if the
current stage changes.
Being able to adapt quicker is aimed to help
mitigate friction and enable business to
continue with as least disruption as possible.

Sample Employee Survey

Sample Employee Survey Questions
*Based off a survey we conducted with our own team

The following 6 slides contain example questions you can
pose to your staff to help plan your business’ reopening.
The goal is to solicit information from employees to help
formulate a collective plan.

Sample Employee Survey Questions
Question #1

How would you describe your current level of confidence with the
idea of it being safe to return to a physical workplace?
qExtremely confident
qVery confident
qConfident
qNot very confident
qNot at all confident

Sample Employee Survey Questions
Question #2

Rank the following strategies in terms of what you would like to see
BSG use to establish a safe workplace.
qSign-up sheets for who is entering the workplace on a given day up to a certain
maximum
qA pre-determined schedule of who is working on-site on what day to limit
numbers
qIncreased space between desks
qInstallation of barriers
qIncreased cleaning
qAsking employees to be tested for COVID-19 if they wish to work on-site
qMandatory stay-home if ill policy

Sample Employee Survey Questions
Question #3

How many days a week would you like to be able to work in the
office?
q1
q2
q3
q4
q5
qI’d prefer to only come in on an exceptional basis

Sample Employee Survey Questions
Question #4

Based on your knowledge of the office, what do you think is a
reasonable number of people to allow in at one time?
q10-12
q8-9
q6-7
q4-5
q2-3

Sample Employee Survey Questions
Question #4

If our organization were to implement the types of strategies
contained in this survey, how would it impact you sense of feeling
safe to return to work?
qA great deal
qA lot
qA moderate amount
qA little
qNot at all

Sample Employee Survey Questions
Question #5

What suggestions do you have for returning to the office?
(Open-ended question to collect additional ideas from employees)

Adapting the Extended Workspace

Your Building / Common Areas
What measures is the landlord taking? Here are some examples:
1. A professional janitorial company wash and disinfect throughout the
building
2. Installed hand sanitizer stations inside all entrance doors and beside
elevators and bathrooms.
3. Bathrooms are thoroughly cleaned nightly and sanitized. Day janitor is
mandated to check them and ensure cleanliness.
4. Changing air conditioner and heating units to provide 20% fresh air at all
times (the pre-pandemic standard was 5%).

Home Offices
How can you help your employees work from home and adapt?
1. Productivity:
• Remember these are not normal times, employee productivity will fluctuate right now
due to limited social outlets.
• This is not traditional 'working from home’… this is 'house arrest’!
• Keep compassion top of mind and be flexible

2. Self-Care:
• Especially important right now to be practicing self-care
• Take time-off and encourage employees to do the same
• Support staff to set reasonable expectations for themselves in recognition of the
impact of current events and restrictions

Home Offices
How can you help your employees work from home and adapt?
3. Flexibility:
• Consider that most workplaces do not actually need to require that employees work 95, so…
• Manage by deliverables not by time of day
• Whenever possible, allow and support flexible schedules

4. Social Contact:
• Remember: loneliness is on the rise and it contributes to stress
• Depending on their personal situation, employees may or may not have social circles
• Find ways for employees to connect socially as people to support everyone, but
especially those with less outside contacts

Strategic and operational professionals providing flexible consulting services to SMEs.
Human Resources ・ Talent Solutions ・ Finance ・ Bookkeeping・ Executive Solutions

