
HB has created a checklist for you to consider as you prepare your space. And, of course, we’re here to help 
with these needs so that your workspace is fully prepared for whatever your organization needs to keep your 
employees safe while still promoting communication and collaboration.

Is your organization ready to return to the o�ce? 
Decision makers face a varied list of new safety 
precautions surrounding employees return whether 
it be in-full or hybrid. 

We are committed to helping organizations stay safe as they reopen and allow sta� and visitors 
to their buildings. Please reach out for further information or for a quote.

800.243.4414  |  info@hbcommunications.com

Checklist For Safely 
Returning To The O�ce 

For seating, spacing, and working from home

Desk hot-spotting or hoteling
In a hybrid or full-time setting, hot-spotting and 
hoteling allows employees to sign up for 
space ahead of time to easily keep a required 
social distancing. Hoteling and hot-spotting 
can be remotely monitored, accessed, and 
automatically assigned.
 
Room Reservation
Ensure your technology allows employees to 
reserve their needed space ahead of time.
 
Pre-recorded messaging
Hosting executive town halls and sharing 
live or pre-recorded messaging throughout 
your organization keeps employees engaged 
and connected. 

Directions and digital signage

In-o�ce preparedness

Wayfinding
Directing employees and visitors to their 
work or meeting space within the o�ce 
reduces tra�c, confusion, and unnecessary 
proximity encounters.
 
Messaging
Give those in o�ce and at home quick access 
to corporate messaging and safety updates. 
Updates can be visible through your preferred 
collaboration platform and in conference rooms.
 
Content
Create custom-branded content such as 
interface designs, animated visuals, videos, 
and layouts that amplifies the e�ectiveness of 
your digital signage with HB’s help.

EBT Scanners
Elevated Body Temperature 
scanners at a point of entry 
is a front-line tool that not 
only provides e�cient initial 
screening but demonstrates 
a commitment to keeping 
sta� and visitors safe.

Room readiness
Utilizing the right touchless 
technology to sense room 
occupancy and create 
alerts for cleaning and 
room readiness to keep 
employees and visitors safe.

Collaboration Platform
Outfitting all meeting spaces 
with the same collaboration 
platform allows conference 
spaces to work seamlessly 
with those at home or in 
other o�ce rooms.


