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ABOUT REPUTABLE.DESIGN  
reputable.design™ a methodology owned and operated by Reputable Ventures Limited.  
reputable.design is intended for macro-design issues, especially organisational and business 
design problems.  The methodology has been conceived and tested to emphasise 
sustainable and inclusive outcomes and to balance stakeholder interests.  It has a unique 
approach to anticipating consequences – intended or unintended.  
 
DISCLAIMER 
This document and associated design methodology do not constitute a guarantee, express 
or implied, that no adverse incidents will occur even if the proposed checklist is followed to 
the letter.  There is no guarantee that this methodology or checklist is complete.   
 
We have tried to ensure that the checklist contents are compatible with UK Government 
Guidelines.  However, the UK Government Guidelines are themselves not detailed.   
 
DOCUMENT PURPOSE 
This document constitutes our guide to what we expect to see present in the design of a 
major UK office re-opening strategy.  It is a checklist of the policies and procedures that, at 
the time of writing, are featuring in design exercises.  This document is not the office re-
opening strategy, or office operational procedure, itself.   
 
Such a document should exist, should be operationalised and has to be specific to the office 
and employer in question.  
 
METHODOLOGY 
In designing the checklist, we have used English Government guidelines as a baseline.  We 
have then added further details on what this means in the context of offices that we are 
familiar with.  We have discussed the concepts with colleagues who have been responsible 
for major offices.   
 
We have designed the checklist approach to go beyond English Government guidelines for 
three reasons: 
 

a) Government guidelines are high-level and do not make detailed stipulations about 
what constitutes best practice; 
 

b) The methodology is intended for employers who wish to do their very best, rather 
than a notional minimum, to safeguard their employees; 
 

c) A redesign of the nature and function of office work has started, so we might as well 
do it as well as we can. 

 
APPLICABILITY 
This checklist has been designed for application in large urban offices.  We are making no 
statements about the applicability of the checklist in other contexts.   
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LANDLORDS, FACILITY MANAGERS AND OFFICE OPERATORS 
Many companies operate offices within much larger buildings.  They may occupy one or 
more floors, or subdivisions of floors.   
 
This document is written principally from the perspective of trying to identify issues that 
affect employees as they use an office as a place of work.  We have not attempted to specify 
exactly who is responsible for individual elements within an office as these will vary with the 
leasing or commercial agreement covering the use of the facility.  We are simply listing as 
many of the elements of user experience as we can identify and asking, “have you thought 
about this?”  
 
 Let’s illustrate this with the example of a door onto the street at the front of a shared 
office.  We will ask the question: “does your operational policy cover the cleaning regime for 
that door, so that we help minimise the risk to your employees entering through the door?”  
The answer, “Yes, we’ve thought about that and discussed it with the Facility Manager.  The 
FM has confirmed that it’s part of their contract with us and they will clean the door 
frequently,” is an acceptable answer.  Conversely, “Nobody knows who cleans the door,” 
would mean that we need to find out. 
 
 
 
ORGANISATION OF THIS DOCUMENT 
This document has the following sequence. 
 

1. Sign-off 
This is short and intended to concentrate executive minds.   

2. Overall.   
A set of high-level design issues that we expect to see included in the overall process 
design. 

3. Capacity Allocation and Major Procedures 
This section looks at how overall office capacity needs to be reassessed and the 
factors inherent in so doing.  It also reminds us to consider other significant 
procedures and whether they need adaptation.  

4. Health, Personal Hygiene and HR Issues.    
This includes disease notification issues within the overall epidemiological context.  

5. People Journeys and Office Activities - Employees 
This is the main section covering people in their principal office working 
environment. 

6. People Journeys - Visitors 
7. Eating and Drinking. 

This covers a series of choices around how to provision for food, drink and 
socialisation. 

8. Cleaning and Outsourced Services.  
This covers processes that used to be taken for granted and have now become 
critical to office employment. 

9. Assurance of Others’ Practices 
This section reminds us to consider the employer’s dependency on others’ practices.   
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We have included a checklist for the most important and identifiable actions employers can 
take.  Check list items are identified like this CLx.  Suggested action description.   
 
Inherent within the reputable.design methodology is a focus on consequences – intended 
and unintended.  Where we see a particular risk of an unintended consequence, we market 
like this: UC. Unintended Consequence Pointer.  
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SECTION 1: OWNERSHIP AND SIGN OFF 
The content of the policy will have legal, liability, employee relations, ethical and PR 
implications.  We would expect the Operational Policy to be clearly owned and signed-off by 
at least two of the following: 
 

a) CEO 
b) HR Director 
c) COO 
d) Chief Counsel 
e) Chief Risk Officer 

 
Board sign-off would be even better than individual executives.  Where employee 
representative structures exist, or in unionised environments, representative or union sign-
off would also be expected.  
 
CL1: There is a clear owner for Office Operational Policy.  
CL2: There is a high-level sign-off of the Office Operational Policy identified and performed.  
 
 
 
 
 
 
 

SECTION END MARKER 
  



 

©Reputable Ventures Ltd  AskUs@reputableventures.com 8 

reputable. 
design 

 
SECTION 2: OVERALL PROGRAMME CONSIDERATIONS 
This section covers a series of high-level principles.  We turn in subsequent sections to 
smaller design issues based on the details of, for example, work journeys.   
 
We expect to see the following issues within the overall process design.  
 
Design Principles 
These are pressured times, with a risk that expedient decisions have unforeseen 
consequences and cause harm to people and organisations.  One way of guiding the design 
process is to establish a set of principles to which we are designing.  This gives some 
defence to those who question decisions that they consider to be unethical.   
 
CL3:  a set of principles exists to design the Safe Return strategy and operational procedures.  
 
Organisation 
We have discussed, above, the sign-off of the overall Safe Return strategy and operational 
procedures.  The project team that runs the exercise as a whole is likely to be different.  
 
CL4: a project team for Safe Return strategy, implementation and operation, is established. 
The team is empowered and preferably has a reporting line to the Executive Group that 
contains the CEO.  The team is appropriately skilled, resourced and is representative of the 
organisation.  
 
Use of Technology 
There is a risk of rapid implementation of technologies that carry significant unintended 
consequences.  For example, facial recognition (FR) technologies offer the prospect of 
removing the need to touch surfaces (a good thing).  The performance of FR technologies is 
known to vary by skin type (a bad thing, although there are techniques to equalise the 
performance across ethnic groups).  We need to maintain a close watch on the unintended 
consequences of fast technology implementations.   
 
CL5: A technology group maintains a list of significant system changes across the estate.  
Where a CTO exists, she is responsible for tech change.   
 
Testing (of procedures) 
Testing often comes as the last thought in a (poor) design process.  However, the question 
applies to everything that we are designing here.  How is our design going to be tested and 
modified?   
 
Assume that everything that follows is going to need to be adapted: nothing is going to be 
completely right.   
 
CL6: Testing plans exist for all procedures. 
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Think about your test regime as you design, rather than when you think the design is 
finished.   
 
Feedback 
This is the human side of testing.  We are designing for people.  How do people tell us how 
well the processes we are designing work for them?  
 
CL7: Feedback capabilities exist for the plan as a whole and for items within it.  
CL8: Evidence that feedback is routinely reviewed and actioned.  Overall process must be 
responsive to users’ experience.  
 
Monitoring 
Monitoring refers to the human and technical systems that tell us how well things are going.  
What systems are available to monitor the performance of the processes we’ve designed?  
For example, are we using our security systems to monitor the rate of ingress to the 
building?  Who is checking and reviewing this data? 
 
CL9: Evidence that the plan as a whole, and elements within it, are monitored, data 
interpreted, and actions taken as a consequence of monitoring. 
 
Capacity Planning  
The notional capacity of a whole building needs to be reassessed and new capacity limits 
established, based on social distancing measures.  This should be further subdivided into 
area capacities, for example:  
 

§ capacity by floor 
§ capacity by specific purpose area, e.g. capacity of a canteen or meeting facility 

 
The capacity of the building as a whole, or its subdivided areas, needs to take account of the 
rate at which it is safe to fill the area.  
 
As this example illustrates, it will be the lowest of several potential limits that could apply. 
 

Original total 
building 
capacity 

Limiting 
factor (in 
specific case) 

Revised total 
building 
capacity 

Fill rate of 
building 
(people/min) 

Filling period 
(duration of 
influx in 
mins) 

Revised 
capacity 

10,000 Desk spacing 4,000 15 120 1,800 
 
In this case we have assumed there is a constraint in the speed at which people can be 
cleared from the lobby area of the building.   Ordinary lift capacity has been reduced. 
 
Other capacity constraints could be harder to spot.  For example, if toilet facilities are 
reduced this could become limit capacity.   
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CL10: Capacity plan of building as a whole reassessed and quality assured.  
CL11: Capacity plans of separable units within the building have been reassessed and quality 
assured. 
 CL12: Evidence exists of feedback mechanisms to allow subsequent adjustment of capacity 
estimates (either direction).  
CL13: Evidence exists of monitoring of UTILISATION in relation to CAPACITY.  
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SECTION 3: CAPACITY ALLOCATION & MAJOR PROCEDURES 
If capacity is limited, how is it to be shared by day?  For example, specific teams could be 
allocated the office capacity by day OR the capacity could be allocated for a specific 
purpose, e.g. Sales team is using the 6th floor on Wednesday for an all-day planning session. 
 
First-come-first-served capacity allocation is not viable for two reasons: 
 

a) it contradicts government guidance on Cohorting (keeping consistent groups of 
people together); 

b) it would violate other duties of care that employees have.     
 
CL14: Evidence of a rational capacity allocation plan. 
 
Scheduling 
We would expect to see a system of employee scheduling, to avoid congestion during 
ingress and egress.   
 
How will employees be allocated a target arrival time? 
 
How will actual arrivals be monitored?  [We would suggest that enforcing arrival times be 
approached with great sensitivity and with particular regard to data protection and consent.  
The objective is only to ensure that there is a reasonable relationship between suggested 
arrival times and actual.] 
 
We suggest that arrival and departure times be granular.  Avoid hour or ½ hour intervals.  
Intervals of 5 or 10 minutes are better, as they smooth demand on systems such as lifts.  
 
An example of an employee scheduling communication might look like this: 
 

As a member of the HR team, you are invited to work in the Main Office on Tuesdays.  
Please try to arrive around 09:45. Please leave the office as close to 16:45 as you can, 
irrespective of whether you have finished your work.  If you need to request a 
different working day or arrival/departure times… 

 
CL15: Arrival time scheduling system exists and employees are assigned target arrival and 
departure times.   
CL16: Arrival time scheduling is granular.   
CL17: Arrival and departure times are communicated clearly to each employee.  
CL18: Arrival times are monitored in relation to target.  
UC: Privacy issues and trust surrounding “policing” of target arrival times.  
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Prioritisation 
Remember that we are still attempting to maximise home working.  We are not issuing a 
general invitation to return to offices.  Some people may have an urge to return to the office 
for social or work reasons.  
 
How are we prioritising the use of the reduced office capacity?  Here we expect to see a 
clear prioritisation framework including factors such as. 
 

a) Employee vulnerability.  Some HR departments will know of particular employees 
who are perhaps psychologically vulnerable if they don’t have access to an office. 

b) Employee need.  For example, workers who live in shared accommodation with 
limited space.  

c) Business criticality.  Those workers that simply can’t operate effectively from home.  
d) New employees.  Some employers have new employees who joined the organisation 

during lockdown.  
e) Seniority.  Business leaders may need access to facilities that they do not have at 

home.  [However, notice the position of Seniority in this example list.] 
 

CL19: A rational and ethical prioritisation of employee access to office space has been 
devised.  
CL20: The prioritisation plan has been signed-off by the company’s HR director and legal 
counsel. 
 
Cohorting (UK Government term) 
This is linked to prioritisation.  Government guidelines suggest that where employees work 
in groups they should work in the same groups.  This is a sensible precaution to minimise 
random mixing and limit potential infections.  
 
CL21: Prioritisation criteria attempt to maintain consistent groups.  
 
Inclusion 
In our design we should be aware that principles of inclusion, including those embodied in 
legislation, for example the Equality Act 2010, still apply.   
 
CL22: In-house legal, or HR confirmation that Safe Return policy has not inadvertently broken 
the Equality Act or other relevant legislation .  
 
Communication 
Can we communicate the procedures that we are designing? Is there a means of testing and 
monitoring that our communications are effective? 
 
If we need to reimpose restrictions, how will we know that the communication has worked? 
 
CL23: Communication strategies exist and have been tested.  
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Adjustment 
Adjustment and Reversion are treated separately.   
 
Adjustment is the ability to make changes to our operational policies.  Reversion is about 
going back to a state of lockdown.   
 
We expect to see a process for making adjustments.  For example, how do we change the 
capacity limits on the building (up or down)? 
 
CL24: Across the Safe Return process as a whole, we have mechanisms to adjust sub 
processes and parameters.  
 
Reversion 
Reversion refers to a return to lock-down conditions.  How do we revert to lock-down with 
little notice?   Who is responsible for this decision?  What are the triggers for doing it?  How 
is the decision effectively communicated? 
 
CL25: A reversion mechanism exists and there is a chain of responsibility to operate it.  
Reversion decisions can be communicated.  
 
Fire Practices 
Our Safe Return process is designed to fill, empty, and operate a large office.  The office will 
still have an obligation to conduct Fire Practices.  These are legally mandated and an 
obligation within insurance contracts.  Should the practices themselves be modified to avoid 
bringing people together?  Who has assessed this? Has legal advice been secured?  If there 
is to be a change in fire practice exercises, does an insurance waiver exist? 
 
CL26: Interaction of Safe Return processes and Fire practices (drills) has been assessed by 
Facility Management and Legal Counsel.  
 
Evacuation 
We assume no modification to evacuation procedures as the need to save life would 
override the need to socially distance.   
 
CL27: Legal Counsel confirms no change to Evacuation practices.  Evacuation practices are 
reconfirmed with Fire Marshals and Controllers.  
 
H&S Act Obligations 
The Health and Safety at Work act imposes wide-ranging obligations on employers to avoid 
mentally and physically detrimental working conditions.  These all still apply.   
 
CL28: H&S procedures are up-to-date, particularly surrounding obligations to homeworkers. 
CL29: All managers aware that H&S obligations remain unaltered and that there is a specific 
obligation to inform under RIDDOR of any infection reasonably believed to have arisen in the 
course of employment.  
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Exit provisions from special office measures 
A Safe Return procedure contains radical changes to operational practices for large offices.  
Many of the measures are restrictive and affect the capacity and operation of huge assets.  
They are awkward for people.  Naturally, there will be a need to reassess their applicability.   
 
CL30: A process exists to assess the efficacy of the special office measures and whether they 
should still apply.  This is done at defined intervals.   
 
Consistency between sites (within a single country) 
Where a company operates multiple sites of a similar nature, within a single country, we 
would expect to see consistent practices, or at least justified variations.  
 
CL31: A policy consistency check is applied for multi-location operation. 
 
Consistency between sites (multi-nationals) 
COVID-related practices vary by country.  If an employer, or facility operator has multi-
national operations we would expect to see a centralised overview of the applicable 
conditions and a migration to the highest level across all geographic operations.  We see 
this as the only defensible position at Board-level, because if a process or procedure is 
deemed to be effective (for example, temperature scanning on entry), it would be hard to 
justify its operation in one location and not another.  
 
CL32: That the local practices are consistent with national guidelines. 
CL33: That there is a tendency towards the highest of the guidelines that apply across a 
portfolio of geographic operations.   
 
 
 
 

SECTION END MARKER 
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SECTION 4: HEALTH, PERSONAL HYGIENE AND HR ISSUES 
 
COVID Symptom Recognition: self 
Employers should confirm the following: 
 

a) all employees returning to work are aware of the symptoms of COVID; 
b) all employees are aware of their obligation not to attend the office if they or people 

in their household are symptomatic; 
c) all employees are aware of their obligation to self-isolate if they believe they have 

been in contact with somebody suffering from COVID.  
 
This should be communicated in a confirmed manner, perhaps as part of compulsory 
training.    
 
Employers should ensure that there are no disincentives to employees reporting as possibly 
infected.   
 
CL34: COVID symptom self-reporting strategy in place and communicated.  
 
COVID Symptom Recognition: others 
Managers and Supervisors should be particularly aware of symptoms and empowered to 
instruct individuals to leave the building, self-isolate and seek testing (assuming it is 
available).   
 
CL35: Managers and Supervisors are trained in symptom awareness and aware of their 
managerial duty to instruct anybody showing symptoms to leave the workplace, self-isolate 
and seek testing. 
 
CL36: HR system exists to register and manage excluded employees. 
 
Notification of positive tests arising outside work 
We are not assuming that COVID testing is a pre-requisite of employees returning to work.  
We are not assuming that COVID testing is routinely available within the work environment.   
 
Employees may be tested for COVID outside the workplace if they believe they have been 
exposed.   
 
CL37: All employees are aware of an obligation to notify their employer of a positive test if 
they have been to the workplace or in contact with other employees outside the workplace 
(for example Visitors or Customers).  
 
CL38: A well communicated process exists for receiving, acknowledging and acting upon 
notifications.  
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CL39: A process exists for tracing work contacts in the event of a positive test and ensuring 
that contacts of the positively-tested employee are also tested.  
 
This amounts to the need to perform contact tracing within a work environment.  When it 
arises, contact tracing in a work environment is going to be simplified by:  
 

a) reduced mobility within the office (especially between floors); 
b) cohorting; 
c) access monitoring; 
d) record keeping – who was where and when? 

 
CL40: data to support in-office contract tracing exists and is retained for a period beyond the 
known COVID incubation period.   
 
What should this retention period be?  Government guidelines suggest a 14-day incubation 
period.  This would imply that if somebody becomes symptomatic on day 14, an employer 
may need to contact trace for 14 days prior to that.  Given the possibility of the employee 
delaying notification, a 28-day data retention policy to facilitate contract tracing would 
seem reasonable.   
 
COVID testing as a condition of returning to work – employer-funded 
If COVID testing is associated with a return-to-work policy we would expect the following 
conditions to apply. 
 
CL41: the purchase of testing services does not have a detrimental effect on supply of testing 
kits or services to public health authorities or the care sector, i.e. the purchase of such services 
can only take place in the context of a good overall supply position. 
 
CL42: that the data associated with the testing processes is GDPR compliant 
 
CL43: that employee representative and Unions have been consulted in the design of the 
associated processes 
 
Temperature scanning of personnel 
Temperature scanning on entry may be a useful mechanism for temporary excluding sick 
employees and visitors.  It will have no effect on asymptomatic people.  We would expect 
the following. 
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CL44: evidence of consent by the person being scanned.  This may be as simple as a notice 
informing people as they approach the building that they will be scanned and giving the 
option not to proceed further. 
CL45: no-touch temperature measurement.  
CL46:  that identifiable data is not retained without consent and that all retained data is GDPR 
compliant.  
CL47:  that those conducting temperature scanning of others are trained to intervene in a 
respectful and confidential manner.    
CL48:  equipment used for temperature scanning is designed for that specific purpose; it is 
non-touch, i.e. operates through infra-red; it has been calibrated.   
 
Communication 
Is there an effective communication plan? By effective, we mean: 
 

§ Communications about COVID-related topics will reliably reach their targets.  These 
targets may be segmented, for example: senior management; all employees; 
vulnerable employees; cycling employees. 

§ The communications are controlled and authoritative, i.e. this is not a topic that 
anybody within the organisation can issue pronouncements upon.  

§ Communications are distinguishable from other topics and the mass of 
communications that office workers receive.  These communications standout.   

§ Where possible the communications contain an acknowledgement mechanism, for 
example a read-receipt.   
 

CL49: Communication process for all COVID issues related to the office exists and is adequate.  
CL50: Communication process is signed-off by executive-level person – typically COO or HR.  
 
 
Active Record Updating 
Employee records should be up-to-date, particularly contact details, and there should be a 
process for keeping them up-to-date.   This process should be sample-tested.   
 
CL51: Employee records are up-to-date.  Refresh processes confirmed.   
 
High-risk Employees 
Efforts should be made to identify high-risk employees from two perspectives: 
 

a) Those at particular risk to COVID who should perhaps be encouraged to remain 
working at home, even if this implies reduced productivity compared to that which 
they could achieve by returning to the office.  See also the section on Prioritisation.  
 

b) Those at risk of problems arising from protracted home-working.  This would include 
employees known to have difficult home environments and those employees with 
poor mental health.   
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CL52: Processes exist for identifying employees at particular risk to COVID exposure and 
prioritising/de-prioritising their return to the office.  
 
CL53: Processes exist for identifying employees at risk from protracted home-working and 
prioritising their return to the office.   
 
Mental Health 
Responsible employers take positive actions to assist employee mental health.  These 
measures will undoubtedly need to be reassessed.  Employees are being invited to return to 
a new environment with restrictions and special procedures.  These special procedures will 
have been designed for their benefit and safety, but nonetheless they will cause some 
anxiety. 
 
CL54: mental health policies revisited, enhanced, actively owned by HR. 
 
Employee Representation 
Employee representatives, both unionised and non-unionised have an important part to 
play in the design of a Safe Return strategy, its operationalisation and continued review.  
 
CL55: active encouragement of employee representation in the Safe Return strategy, it’s 
operationalisation and continued review.   
 
Protective Equipment 
The UK Government has not specified that protective equipment – masks, gloves – be 
routinely used in offices.  Policies should exist for offices where employees are physically 
customer-facing, for example if a customer service point is present within an office, 
including receptionists.  The default assumption is that gloves and masks should be issued 
by the employer to such staff. 
 
CL56: Policy should exist for assessing what measures are necessary to protect office workers 
who are customer-facing, whether these customers are internal or external to the office.  
Assessment will include all points at which workers are customer-facing.  The default 
assumption is that gloves and masks are issued to staff who are physically customer-facing. 
 
Plastic Barriers 
The UK Government has specified that plastic barriers should be installed for physically 
customer-facing staff.  It may also be necessary to install barriers between service staff as, 
for example, receptionists often sit close together.  
 
CL57: Assessment of where plastic barriers are required for physically customer-facing staff.  
The default assumption is that they are required if customers, internal or external, can 
approach to distances of less than 2m.  
 
Paper, stationery and hygiene 
The UK Government suggests using digital communications where possible.  [Also note 
comments in this document on not sharing mice and keyboards.]  In some offices it will not 
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be possible to be electronic only (for example the libraries within Law Firms) and additional 
sanitisation facilities will be needed.   
 
Paper also implies printers, photocopiers and forms for customer service.  Forms imply 
pens, which are often shared.   
 
CL58: policy on paper and sanitisation facilities where there is no alternative to paper.  
CL59: policy on stationery cupboards and whether they should be closed.  
CL60: policy on printers and whether they should remain in use.  
CL61: policy on scanners and whether they should remain in use.  
CL62: policy on shared pens and whether they should remain in use.  
CL63: policy on Post-it notes which are popular in collaboration spaces and meeting rooms.  
 
 
 
 
 

SECTION END MARKER 
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SECTION 5: PEOPLE JOURNEYS - Employees 
 
Arrival methods 
Offices are largely configured for three employee arrival methods: 

a) Pedestrians – approaching 100% for central London offices; 
b) Car – over 90% for many out-of-town offices; 
c) Special needs – small proportions in both town and out-of-town settings. 

 
The UK Government is encouraging a fourth arrival method: cycling.  This will stretch 
provision of facilities for cycling employees.  Currently cyclists often use low-capacity entry 
points, for example basement parking and subterranean entrances.   Where they exist, 
cycling storage facilities are generally not sanitised.   
 
CL64: there is a plan to increase capacity for cycle storage, cyclist facilities and the 
implications this has for arrival points and paths.  
CL65: cycling facilities utilisation is monitored frequently.   
CL66: cycling facilities are included in sanitisation schedules.  
CL67: cycling employees can be identified and communicated with as a group.  
 
Arrival points 
Large buildings have a number of entrances, some of which are reserved for emergency use.  
Are these entrances being used to best effect to minimise congestion? 
 
CL68: Arrival point strategy exists, has been reviewed and is communicated.  
 
Ease of Entry 
The larger the building, the heavier the revolving doors.  How do we minimise physical 
contact with entry doors?  Are all the doors being used?  How often are the door contact 
plates getting cleaned?  Some revolving doors are multi-occupancy but can be switched to 
an easy access mode for fire escape purposes.  Should the mode be switched? 
 
CL69: Door entry assessed and optimised for all doors within the building.   
 
Flow systems 
At the point of entry should there be a one-way flow system (In/Out)?  Is this evident before 
people arrive at the door (to avoid them having to experiment to find out how things work)? 
 
CL70: One-way flow systems start just prior to entry of the building (if practicable).  
 
Hand sanitisation on arrival 
The objective is to have a higher degree of cleanliness within the building than the 
(unknown) level of cleanliness without.  We start with visible hand sanitisation on arrival.  
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CL71: Hand sanitisation facilities on arrival.  
CL72: System to check and replenish the fluids.  
 
Entry Barriers 
Most modern offices have electronic entry systems.  These generally require a pass to be 
placed on a contact plate and therefore constitute a contamination risk.   
 
CL73: Decision on entry pads: active or inactive?  Alternative security measures?  
CL74: Where are biometric touch pads or pin code pads used for entry (e.g. comms rooms)?  
Should alternative provision be made? 
 
UC: Without barriers active, we may not be able to monitor volumes of people in the building.   
  
Lift loading 
Lifts represent a potential choke point and crowded area.  In cases where an employer’s 
office is within a shared building the following actions are likely to have to be addressed by 
the building operator or owner.   
 
We have already noted that capacity planning is likely to be affected by the need to run lifts 
at reduced capacity.   
 
CL75: Does the lift software need to be reprogrammed to assign fewer people to each lift 
journey? 
CL76: Are there visible signs encouraging people not to crowd into lifts, e.g. this lift is 
restricted to carrying 4 people? 
CL77: Have the lifts got floor markings, indicating the positioning of passengers and the 
direction they should face? 
CL78: Are there alternatives to using lifts (stairs)?  If so, are these communicated on entry 
before people arrive in the lift area? 
CL79: Is there a system for prioritising disabled access to lifts?  
CL80: Is there a plan to reduce journeys between floors once people are in the building?  
 
 
Stairs 
All buildings have stairs.  Sometimes these are reserved for emergency use.  Is there a plan 
to use stair capacity to supplement limited lift capacity?   
 
CL81: Stair plan capacity features in building capacity assessment.  
CL82: If stairs are to be used for travel between floors, is there a clear plan for their use?  Are 
one-way flows to be introduced? 
CL83: If stairs are to be used, is there a plan to monitor and prevent congestion? 
 
Floor entry 
Often large buildings are shared with individual floors having their own entry procedures.   
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Even when the building has a single tenant, many doors cannot be left open for security or 
fire prevention reasons.  
 
CL84: Is there a plan for floor entry and physical contact minimisation? [See previous 
comments on door contact and entry flows.] 
 
Hand sanitisers within the building. 
CL85: Have higher risk areas (e.g. doors, kitchen facilities) been identified and equipped?  
CL86: Is there a system for replenishing hand sanitisers?  
 
Separation issues once at work 
Seating at many desks is routinely below 2 meters.  UK Government guidelines stipulate that 
social distancing should be maintained in the workplace, “where possible”.   
 
CL87: Have occupancy distances been calculated and a plan developed to maintain social 
distancing in seating areas?  
CL88: If desks or places at tables are to be taken out of use, are there measures in place to 
prevent over-occupancy of empty spaces?  

 
Ad-hoc small meetings 
Modern offices have seating to encourage close-proximity collaboration. 
CL89: Are there measures in place to remove close-proximity ad-hoc meeting facilities?  
 
Meeting room capacity 
Meeting rooms need to be capacity-assessed.  What is the revised capacity of each meeting 
room?   
CL90: Meeting room capacity assessments?  
CL91: Have reduced meeting room capacities been entered into room reservation systems to 
prevent over-occupancy?  
 
Conduct of meetings 
Many people in offices spend more than 50% of their time in meetings with others.  
Meetings are therefore high up the list for viral transmission.  Added to the frequency of 
meetings is their growing informality.  In many companies, meetings have become less 
formal with collaboration happening, sketches on wipeable wall surfaces, etc.  Many of 
these informal practices will need to be reassessed. The checklist for conducting meetings is 
therefore quite long.   
 



 

©Reputable Ventures Ltd  AskUs@reputableventures.com 23 

reputable. 
design 

CL92: Do we need a physical meeting at all? Is there a strategy for the reduction of physical 
meetings and prioritisation of on-line meetings? 
CL93: Are there measures in place to incentivise on-line meetings?  
CL94: Has everybody got access to on-line meeting facilities, e.g. a Zoom account and 
headset?  
CL95: Is there a new physical meeting protocol?  
CL96: Is the meeting protocol communicated to all employees?  
CL97: Is the meeting protocol clearly communicated to visitors and external users of meeting 
facilities?  
CL98: Have physical spaces that encourage proximity collaboration in meetings (e.g. wipeable 
boards) been restricted, or relabelled?  
CL99: Are there measures in place – signs, markings, etc - to prevent over-occupancy of empty 
spaces within meeting rooms?  
 
Combined Physical and Virtual Meetings 
In the past, remote (on-line) meeting participants in physical meetings were second-class 
citizens.  They could not see the presentation and often struggled to hear. 
CL100: Have we reduced disincentives to being a virtual meeting participant, for example by 
improving audio facilities or presentation sharing?  

 
Sanitisation of meeting equipment 
Equipment used in meeting rooms, for example remote controls, keyboards, dial-pads, 
conference call phones, are shared and therefore need to be sanitised.  
CL101: Sanitisation notices on shared items in meeting rooms.   
CL102: Sanitisation materials available for ad-hoc cleaning by users.  
CL103: Meeting room equipment sanitisation is included on daily cleaning schedules.  
 
Dedicated desks or “hot” desks? 
Many companies have at least some “hot” desks, either allocated through a booking system 
or first-come-first-served.  Will these still be allowed?  If they are permitted what will be the 
cleaning regime?  How will a hot desk be cleaned between users? 
CL104: Hot desk policy exists and confirmed as viable OR no hot desks?  

 
Dedicated keyboards, mice, telephones and headsets 
Keyboards and mice are generally associated with desks.  They need to be re-associated 
with people, i.e. everybody has their own keyboard, computer mouse and telephone.   
CL105: Check that there is a 1:1 allocations of mice, keyboards, telephones, headsets.  

 
Toilet facilities 
In many offices, toilet facilities were under capacity pressures before COVID.  The capacities 
were designed before offices became open-plan.  We would expect the following to feature 
in operational planning.   
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CL106: Has separation, through clear marking, been introduced to ensure social distancing?  
This applies particularly to urinals.   
CL107: Have measures been introduced for hand sanitisation after the last touch within the 
facility?  This implies hand sanitisers on exiting the toilet facility.   
CL108: Has the cleaning regime of the facility been assessed for thoroughness and frequency?  
CL109: Is cleaning of the toilets and wash facilities monitored?  Could management prove that 
cleaning has been conducted to plan? 
CL110: Are there signs to encourage hand-washing for >20s? 
CL111: Are hand-drying facilities optimal? 
CL112: Are consumables, such as soap, replenished sufficiently frequently? 
 
 
Home time 
Leaving the office represents a peak in lift, exit, door and stair utilisation.  Staggering home 
times is good practice.   
 
CL113: Does a capacity/demand matching plan exist for home-time leaving?  
CL114: Have employees been issued with a target departure time? 
CL115: Are we avoiding obvious peak leaving times such as 17:00?  
 

 
Leaving the building at home time 
Leaving the building is not the same as entering.  The flow of people is very different.  For 
example, lifts arriving at intermediate floors are partially full, whereas on morning entry at 
ground-level they are empty.  
 
CL116: Are there lift entry instructions at intermediate floors? 
CL117: If staircases are to be used for leaving the building, will flow directions be reversed at 
home time?   
CL118: How far up is it sensible to allow people to use stairs for exit? 
CL119: Should it be necessary to touch a pass on a sensor to leave a floor? What do we do 
with door release buttons? 
CL120: Is it necessary to touch out of a final barrier on ground-floor exit, or will barriers be 
open? 
  
UC: Without touch-out we may not know the building occupancy.  
 
 
 

SECTION END MARKER 
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SECTION 6: PEOPLE JOURNEYS – visitors 
In normal times there is a constant flow of visitors to and from modern offices.  Visitors are 
treated differently partly for security reasons and partly because they don’t know the 
protocols that exist in a specific office.  
 
Visitors create an additional design issue in the new operational environment.  To start with 
it may be better not to allow visitors to a newly opened office as they represent additional 
complexity.  
 
Visitors or No Visitors? 
Are visitors permitted at all?   
 
CL121: Decision on whether and when to permit visitors.  
CL122: When visitors are permitted, have we got a working set of procedures to manage 
them? Is this tested and reviewed?  Have we built in feedback loops, so that we can learn 
from the visitors themselves? 
 
Registering Visitors 
CL123: What is the minimum time to notify reception that visitors will be arriving?  
 
Communication of Guest Procedure to resident employees 
CL124: have we communicated the revised guest protocol to resident employees? 
 
Advanced Communication to visitors themselves 
CL125: do we need to prepare visitors for a different process before they arrive?  What will we 
require of them upon arrival?  
 
Passes 
In the past, visitors were issued with reusable passes, which they would return on 
departure.  If this process is to continue then these passes (and the check-in points) will 
need to be sanitised.   
 
CL126: is there a revised procedure for guest passes?  
 
Waiting areas 
CL127: have visitor waiting areas been redesigned to encourage low-touch and separation? 
 
Escorting 
In the past, visitors were routinely escorted on all journeys within the building they were 
visiting.  This would entail somebody meeting them at reception and accompanying them.  If 
the practice is to persist, it will increase journeys within the building.   
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CL128: revised guest-escorting procedure exists, has been reviewed and tested.  
 
Food and refreshments 
In the past, visitors would always be offered refreshments and generally food at meetings 
and events.  What’s the new practice? 
 
CL129: revised hospitality policy exists, has been reviewed and tested.  
CL130: adjustments to room booking systems so that refreshments may or may not be 
booked.  
 

 
 

SECTION END MARKER 
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SECTION 7: EATING, DRINKING and OTHER EMPLOYEE SERVICES 
 
Bring-your-own or Available Within? 
A food and refreshment policy should exist.  There are pros and cons to all options.  Here 
are a few.  
 

a) Insist that people bring food from home.  Disadvantage: they may then use 
communal microwaves and washing-up facilities. 

b) Expect people to buy food from internal commercial facilities. Disadvantage: the 
facilities have to be open; people may need to move between floors. 

c) Expect people to leave the building to purchase food.  Disadvantages: cafes need to 
be open; increases movement within and in-and-out of the building.  

 
CL131: A considered policy exists for provision of food and refreshments.   
 
 
Internal self-service refreshment facilities 
These constitute shared facilities and an invitation for people to congregate and reduce 
distance.  A decision needs to be made as to whether they should continue to operate.  
There is an implication of closing them: people will seek refreshments elsewhere and use 
other resources, travel between floors to get to a café, or leave the office for refreshment.   
 
CL132: Balanced decision on self-service refreshment facilities has been made.  
CL133: If internal self-service refreshment facilities remain open then a sanitisation regime 
exists. 
 
Internal coffee bars 
Large modern offices often have franchised coffee bars within them.  Whose decision is it 
whether these should reopen?  If they are open, are employees permitted to use them 
(perhaps within the context of a multi-tenanted office)?  Again, a balanced decision needs 
to be made.  Part of the reason we go to offices is social and these facilities have a part to 
play in collaboration.  However, they constitute a reduced-distance risk and encourage 
travel within the building.  They also break the Government’s recommendation on 
cohorting.  
 
CL134: Policy decision on whether employees are permitted to use franchised coffee bars 
within the building.   
 
Internal lunch facilities 
These are often franchised and shared between people on different floors and possibly 
different offices within a large building.  
 
An individual office employer may not have complete control over whether a franchised 
operation is open.   



 

©Reputable Ventures Ltd  AskUs@reputableventures.com 28 

reputable. 
design 

 
CL135: Operational decision on whether a lunch facility is to open. Who makes this decision? 
CL136: Confirmation that this lunch facility operates good practices. [This will be an 
operational discipline in its own right, for the Catering Manager.] 
CL137: Employer’s decision on whether employees are to be encouraged/discouraged to use 
lunch facilities within a shared office building. (This is based on the assumption the opening of 
the shared facility may not be in the employer’s control.) 
 
Food for internal meetings 
Will employees be able to order internal food and refreshments for meetings (client or 
internal)?  Advantages of yes: people have returned to the office for productivity and social 
reasons.  
Disadvantages: increases movement within the office; causes clustering of people; contact 
risks of shared facilities, e.g. coffee flasks. 
 
CL138: Policy decision required on internal catering for meetings. 
CL139: If policy decision on internal catering = yes, then process for risk reduction.   
 
Gyms 
An increasing number of offices have gym and recreational facilities.   
 
CL140: Policy on whether and when gyms are to reopen.  
 
Parcels and Deliveries for Employees 
In some London offices the bulk of deliveries are for employees.  This used to be regarded 
as a good thing, as employees didn’t have to wait at home for packages – it simply made 
their lives easier.  Now the practice implies two additional risks: potentially contaminated 
materials entering the office; increased movements to and from collection points.  
 
CL141: Policy on whether to allow employees to nominate a work address for parcels from on-
line retailers such as Amazon.  
 
Limiting what can be brought to the office 
The following items used to be routinely brought to offices: bags of shopping, suitcases, 
sports kits, folding bicycles, bunches of flowers, dry cleaning, dogs (guide dogs are fine, but 
in some trendy offices other animals were allowed), etc.  Note that cycling gear, including 
helmets, is going to increase.   
 
CL142: Policy on what employees are allowed to bring to the office.  
 
 
 

SECTION END MARKER  
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SECTION 8: CLEANING 
 
Upgrading Cleaning Performance 
Cleaning of offices is nearly always contracted out.  It is often managed for a building as a 
whole and the costs shared between sub-letting occupants.  
 
In order to offer a low risk environment to employees, employers now need to understand 
the details of what happens, often in the early hours of the morning when nobody is there 
to see it.  

 
What are cleaners instructed to clean? 
New things to include – emphasis on touch 

Doors 
Buttons 
Keyboards 
Keypads 
Remote controls 
Stairs (if their use is to be increased) 
Cycling storage facilities – adequacy and frequency of cleaning 
Changing rooms for cyclists and runners – adequacy for new volume, cleaning 
frequency. 
 

Frequency 
How are they instructed? 
How are they incentivised? 
How is cleaning monitored? 
 
Testing – is it happening? 
 
CL143: Visibility and review of cleaning protocols, no matter who is performing the task.  Are 
they comprehensive, monitored, sufficiently frequent and of an appropriate standard? 
 
Cleaning Responsibility Matrix 
There is likely to be a mixture of cleaning activities, that could look like this: 
 

a) Scheduled daily cleaning – contracted and performed by cleaners; 
b) Frequent during the day cleaning – contracted and performed by cleaners; 
c) Ad-hoc on-request cleaning – performed by cleaners or internal customer service; 
d) Ad-hoc self-service cleaning, for example a keypad in a meeting room – performed 

by any employee. 
 
What does the total picture look like?  Are all elements sorted? 
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CL144: A cleaning responsibility matrix exists. 
 
Continuity of Cleaning Material Supply 
We’ve all seen the problems that have arisen with PPE.  Workplaces are now critically 
dependent on cleaning materials.  If a workplace runs out of cleaning fluid, it needs to close.  
In conjunction with the Cleaning Responsibility Matrix: 
 
CL145: Assignment of Stock Controller role for cleaning suppliers 
CL146: Stock control visibility for own cleaning supplies 
CL147: Stock control visibility of contractors’ cleaning supply mechanisms 
 
 

SECTION END MARKER  
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SECTION 9: ASSURANCE OF OTHERS’ PRACTICES 
Responsibility Matrix 
The operation of workplaces is complex and involves multiple agents: contractors, 
landlords, facility managers, employers, direct employees.  Do we know who is responsible 
for what?  Employers definitely need such a matrix.  So too does any agent with a duty of 
care.  This implies the existence of multiple matrices and their comparison.  Ultimately, 
what we are trying to avoid is “Oh, I thought you were responsible for that.” 
 
CL148: A responsibility matrix exists and is maintained by the each party seeking to discharge 
its responsibilities.   
 
Who Else Has Access to Your Floor or Building? 
We need to understand who else has access to your floor or building.  Typically, this will 
include: cleaners, HVAC maintenance personnel, security personnel, computer technicians, 
window cleaners, plant arrangers, coffee machine replenishment personnel, refreshment 
replenishment personnel.  It can be a long list.  
 
CL149: A third-party access list exists and is up-to-date. 
 
Assurance of Others’ Processes 
Once we have ascertained who else has access to the floor or building, a process should 
exist to ensure that these people are: a) working in a controlled fashion and subject to 
similar provisions for COVID control; b) are aware of the necessary elements of your Safe 
Return protocols.   
 
CL150: Third party employers of people with building/floor access have their own policies for 
Safe Return and operation. 
 
CL151: Third parties with building/floor access are able to comply with principal’s policies.  
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SECTION 10: FULL CHECKLIST OF ITEMS IN THE DOCUMENT 
 

CL1: There is a clear owner for Office Operational Policy. 
CL2: There is a high-level sign-off of the Office Operational Policy identified and performed. 
CL3:  a set of principles exists to design the Safe Return strategy and operational procedures. 
CL4: a project team for Safe Return strategy, implementation and operation, is established. The team 
is empowered and preferably has a reporting line to the Executive Group that contains the CEO.  The 
team is appropriately skilled, resourced and is representative of the organisation. 
CL5: A technology group maintains a list of significant system changes across the estate.  Where a CTO 
exists, she is responsible for tech change. 
CL6: Testing plans exist for all procedures. 
CL7: Feedback capabilities exist for the plan as a whole and for items within it. 
CL8: Evidence that feedback is routinely reviewed and actioned.  Overall process must be responsive 
to users’ experience. 
CL9: Evidence that the plan as a whole and elements within it are monitored, data interpreted, and 
actions taken as a consequence of monitoring. 
CL10: Capacity plan of building as a whole reassessed and quality assured. 
CL11: Capacity plan of separable units within the building have been reassessed and quality assured. 
CL12: Evidence exists of feedback mechanisms to allow subsequent adjustment of capacity estimates 
(either direction). 
CL13: Evidence exists of monitoring of UTILISATION in relation to CAPACITY. 
CL14: Evidence of a rational capacity allocation plan. 
CL15: Arrival time scheduling system exists and employees are assigned target arrival and departure 
times. 
CL16: Arrival time scheduling is granular. 
CL17: Arrival and departure times are communicated clearly to each employee. 
CL18: Arrival times are monitored in relation to target. 
CL19: A rational and ethical prioritisation of employee access to office space has been devised. 
CL20: The prioritisation plan has been signed-off by the company’s HR director and legal counsel. 
CL21: Prioritisation criteria attempt to maintain consistent groups. 
CL22: In-house legal, or HR confirmation that Safe Return policy has not inadvertently broken the 
Equality Act or other relevant legislation . 
CL23: Communication strategies exist and have been tested. 
CL24: Across the Safe Return process as a whole, we have mechanisms to adjust sub processes and 
parameters. 
CL25: A reversion mechanism exists and there is a chain of responsibility to operate it.  Reversion 
decisions can be communicated. 
CL26: Interaction of Safe Return processes and Fire practices (drills) has been assessed by Facility 
Management and Legal Counsel. 
CL27: Legal counsel confirms no change to Evacuation practices.  Evacuation practices are 
reconfirmed with Fire Marshals and Controllers. 
CL28: H&S procedures are up-to-date, particularly surrounding obligations to homeworkers. 
CL29: All managers aware that H&S obligations remain unaltered and that there is a specific 
obligation to inform under RIDDOR of any infection reasonably believed to have arisen in the course 
of employment. 
CL30: A process exists to assess the efficacy of the special office measures and whether they should 
still apply.  This is done at defined intervals. 
CL31: A policy consistency check is applied for multi-location operation. 
CL32: That the local practices are consistent with national guidelines. 
CL33: That there is a tendency towards the highest of the guidelines that apply across a portfolio of 
geographic operations. 
CL34: COVID symptom self-reporting strategy in place and communicated. 
CL35: Managers and Supervisors trained in symptom awareness and aware of their managerial duty 
to instruct anybody showing symptoms to leave the workplace, self-isolate and seek testing. 



 

©Reputable Ventures Ltd  AskUs@reputableventures.com 33 

reputable. 
design 

CL36: HR system exists to register and manage excluded employees. 
CL37: All employees are aware of an obligation to notify their employer of a positive test if they have 
been to the workplace or in contact with other employees outside the workplace. 
CL38: A well communicated process exists for receiving, acknowledging and acting upon notifications. 
CL39: A process exists for tracing work contacts in the event of a positive test and ensuring that 
contacts of the positively-tested employee are also tested. 
CL40: data to support in-office contract tracing exists and is retained for a period beyond the known 
COVID incubation period. 
CL41: the purchase of testing services does not have a detrimental effect on supply of testing kits or 
services to public health authorities or the care sector, i.e. the purchase of such services can only take 
place in the context of a good overall supply position. 
CL42: that the data associated with the testing processes is GDPR compliant 
CL43: that employee representative and Unions have been consulted in the design of the associated 
processes 
CL44: evidence of consent by the person being scanned.  This may be as simple as a notice informing 
people as they approach the building that they will be scanned and giving the option not to proceed 
further. 
CL45: no touch temperature measurement. 
CL46:  that identifiable data is not retained without consent and that all retained data is GDPR 
compliant. 
CL47:  that those conducting temperature scanning of others are trained to intervene in a respectful 
and confidential manner. 
CL48:  equipment used for temperature scanning is designed for that specific purpose; it is non-touch, 
i.e. operates through infra-red; it has been calibrated. 
CL49: Communication process for all COVID issues related to the office exists and is adequate. 
CL50: Communication process is signed-off by executive-level person – typically COO or HR. 
CL51: Employee records are up-to-date.  Refresh processes confirmed. 
CL52: Processes exist for identifying employees at particular risk to COVID exposure and 
prioritising/de-prioritising their return to the office. 
CL53: Processes exist for identifying employees at risk from protracted home-working and prioritising 
their return to the office. 
CL54: mental health policies revisited, enhanced, actively owned by HR. 
CL55: active encouragement of employee representation in the Safe Return strategy, it’s 
operationalisation and continued review. 
CL56: Policy should exist for assessing what measures are necessary to protect office workers who are 
customer-facing, whether these customers are internal or external to the office.  Assessment will 
include all points at which workers are customer-facing.  The default assumption is that gloves and 
masks are issued to staff who are physically customer-facing. 
CL57: Assessment of where plastic barriers are required for physically customer-facing staff.  The 
default assumption is that they are required if customers, internal or external, can approach to 
distances of less than 2m. 
CL58: policy on paper and sanitisation facilities where there is no alternative to paper. 
CL59: policy on stationery cupboards and whether they should be closed. 
CL60: policy on printers and whether they should remain in use. 
CL61: policy on scanners and whether they should remain in use. 
CL62: policy on shared pens and whether they should remain in use. 
CL63: policy on Post-it notes which are popular in collaboration spaces and meeting rooms. 
CL64: there is a plan to increase capacity for cycle storage, cyclist facilities and the implications this 
has for arrival points and paths. 
CL65: cycling facilities utilisation is monitored frequently. 
CL66: cycling facilities are included in sanitisation schedules. 
CL67: cycling employees can be identified and communicated with as a group. 
CL68: Arrival point strategy exists, has been reviewed and is communicated. 
CL69: Door entry assessed and optimised for all doors within the building. 
CL70: One-way flow systems start just prior to entry of the building (if practicable). 
CL71: Hand sanitisation facilities on arrival. 
CL72: System to check and replenish the fluids. 
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CL73: Decision on entry pads: active or inactive?  Alternative security measures? 
CL74: Where are biometric touch pads or pin code pads used for entry (e.g. comms rooms)?  Should 
alternative provision be made? 
CL75: Does the lift software need to be reprogrammed to assign fewer people to each lift journey? 
CL76: Are there visible signs encouraging people not to crowd into lifts, e.g. this lift is restricted to 
carrying 4 people? 
CL77: Have the lifts got floor markings, indicating the positioning of passengers and the direction they 
should face? 
CL78: Are there alternatives to using lifts (stairs)?  If so, are these communicated on entry before 
people arrive in the lift area? 
CL79: Is there a system for prioritising disabled access to lifts? 
CL80: Is there a plan to reduce journeys between floors once people are in the building? 
CL81: Stair plan capacity features in building capacity assessment. 
CL82: If stairs are to be used for travel between floors, is there a clear plan for their use?  Are one-
way flows to be introduced? 
CL83: If stairs are to be used, is there a plan to monitor and prevent congestion? 
CL84: Is there a plan for floor entry and physical contact minimisation? [See previous comments on 
door contact and entry flows.] 
CL85: Have higher risk areas (e.g. doors, kitchen facilities) been identified and equipped? 
CL86: Is there a system for replenishing hand sanitisers? 
CL87: Have occupancy distances been calculated and a plan developed to maintain social distancing in 
seating areas? 
CL88: If desks or places at tables are to be taken out of use, are there measures in place to prevent 
over-occupancy of empty spaces? 
CL89: Are there measures in place to remove close-proximity ad-hoc meeting facilities? 
CL90: Meeting room capacity assessments? 
CL91: Have reduced meeting room capacities been entered into room reservation systems to prevent 
over-occupancy? 
CL92: Do we need a physical meeting at all? Is there a strategy for the reduction of physical meetings 
and prioritisation of on-line meetings? 
CL93: Are there measures in place to incentivise on-line meetings? 
CL94: Has everybody got access to on-line meeting facilities, e.g. a Zoom account and headset? 
CL95: Is there a new physical meeting protocol? 
CL96: Is the meeting protocol communicated to all employees? 
CL97: Is the meeting protocol clearly communicated to visitors and external users of meeting 
facilities? 
CL98: Have physical spaces that encourage proximity collaboration in meetings (e.g. wipeable boards) 
been restricted, or relabelled? 
CL99: Are there measures in place – signs, markings, etc - to prevent over-occupancy of empty spaces 
within meeting rooms? 
CL100: Have we reduced disincentives to being a virtual meeting participant, for example by 
improving audio facilities or presentation sharing? 
CL101: Sanitisation notices on shared items in meeting rooms. 
CL102: Sanitisation materials available for ad-hoc cleaning by users. 
CL103: Meeting room equipment sanitisation is included on daily cleaning schedules. 
CL104: Hot desk policy exists and confirmed as viable OR no hot desks? 
CL105: Check that there is a 1:1 allocations of mice, keyboards, telephones, headsets. 
CL106: Has separation, through clear marking, been introduced to ensure social distancing?  This 
applies particularly to urinals. 
CL107: Have measures been introduced for hand sanitisation after the last touch within the facility?  
This implies hand sanitisers on exiting the toilet facility. 
CL108: Has the cleaning regime of the facility been assessed for thoroughness and frequency? 
CL109: Is cleaning of the toilets and wash facilities monitored?  Could management prove that 
cleaning has been conducted to plan? 
CL110: Are there signs to encourage hand-washing for >20s? 
CL111: Are hand-drying facilities optimal? 
CL112: Are consumables such as soap replenished sufficiently frequently? 
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CL113: Does a capacity/demand matching plan exist for home-time leaving? 
CL114: Have employees been issued with a target departure time? 
CL115: Are we avoiding obvious peak leaving times such as 17:00? 
CL116: Are there lift entry instructions at intermediate floors? 
CL117: If staircases are to be used for leaving the building, will flow directions be reversed at home 
time? 
CL118: How far up is it sensible to allow people to use stairs for exit? 
CL119: Should it be necessary to touch a pass on a sensor to leave a floor? What do we do with door 
release buttons? 
CL120: Is it necessary to touch out of a final barrier on ground-floor exit, or will barriers be open? 
CL121: Decision on whether and when to permit visitors. 
CL122: When visitors are permitted, have we got a working set of procedures to manage them? Is this 
tested and reviewed?  Have we built in feedback loops, so that we can learn from the visitors 
themselves? 
CL123: What is the minimum time to notify reception that visitors will be arriving? 
CL124: have we communicated the revised guest protocol to resident employees? 
CL125: do we need to prepare visitors for a different process before they arrive?  What will we 
require of them upon arrival? 
CL126: is there a revised procedure for guest passes? 
CL127: have visitor waiting areas been redesigned to encourage low-touch and separation? 
CL128: revised guest-escorting procedure exists, has been reviewed and tested. 
CL129: revised hospitality policy exists, has been reviewed and tested. 
CL130: adjustments to room booking systems so that refreshments may or may not be booked. 
CL131: A considered policy exists for provision of food and refreshments. 
CL132: Balanced decision on self-service refreshment facilities has been made. 
CL133: If internal self-service refreshment facilities remain open then a sanitisation regime exists. 
CL134: Policy decision on whether employees are permitted to use franchised coffee bars within the 
building. 
CL135: Operational decision on whether a lunch facility is to open. Who makes this decision? 
CL136: Confirmation that this lunch facility operates good practices. [This will be an operational 
discipline in its own right, for the Catering Manager.] 
CL137: Employer’s decision on whether employees are to be encouraged/discouraged to use lunch 
facilities within a shared office building. (This is based on the assumption the opening of the shared 
facility may not be in the employer’s control.) 
CL138: Policy decision required on internal catering for meetings. 
CL139: If policy decision on internal catering = yes, then process for risk reduction. 
CL140: Policy on whether and when gyms are to reopen. 
CL141: Policy on whether to allow employees to nominate a work address for parcels from on-line 
retailers such as Amazon. 
CL142: Policy on what employees are allowed to bring to the office. 
CL143: Visibility and review of cleaning protocols, no matter who is performing the task.  Are they 
comprehensive, monitored, sufficiently frequent and of an appropriate standard? 
CL144: A cleaning responsibility matrix exists. 
CL145: Assignment of Stock Controller role for cleaning suppliers 
CL146: Stock control visibility for own cleaning supplies 
CL147: Stock control visibility of contractors’ cleaning supply mechanisms 
CL148: A responsibility matrix exists and is maintained by the each party seeking to discharge its 
responsibilities. 
CL149: A third-party access list exists and is up-to-date. 
CL150: Third party employers of people with building/floor access have their own policies for Safe 
Return and operation. 
CL151: Third parties with building/floor access are able to comply with principal’s policies. 
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ANNEX:  ITEMS YET TO BE ADDED 
 

1. Air conditioning & plant 
2. Establish parent-child relationships in next version.  
3. Workflow 
4. Reorganise sections 
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