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Dedicated entrance and exit to encourage one direction of travel.
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"Sanitizer Station" signage. Located at the reception 
desk in the Decontamination Zone to remind staff to 
clean their hands prior to entering the Clean Zone

"Delivery & Pick-Up Zone" signage located on the floor 
in front of the table and on the wall above. All deliveries 
are to be dropped in this location to prevent unrequired 
personnel from entering the office.

"Caution" signage to notify staff that they are entering a 
different zone and that they must abide by the company 
policies relating to the different zones.

"Caution" signage to notify staff that they are entering a 
different zone and that they must abide by the company 
policies relating to the different zones. The servery is 
limited to one person at a time.

Directional arrows to indicate the path of travel 
that staff are to utilize. This prevents staff from 
coming face to face with each other.

Privacy panel installed for additional separation 
between staff, increasing privacy and limiting 
contact. The privacy panel should be made from a 
material that limits the lifespan of germs.

"Door Not in Use" Signage. Located on offices/rooms that have two 
points of entry. By closing one of the doors and moving furniture in front 
of the door it prevents staff from using the door. Utilizing only one point 
of entry prevents the potential of coming in close proximity with other 
staff members and forces users to only use one path of travel.

Touchless garbage disposal and paper towels are 
easily accessed in the servery to prevent staff 
from having to open cabinets.

All office and meeting room doors are left open to 
prevent staff from touching door hardware. An open 
door policy is used to prevent contamination.

Personal belongings and office supplies are 
removed from all desks and work surfaces. 
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"Coats and Personal Belonging" 
signage. All coats and personal 
belongings are to be left in this 
area upon entering the office.

"Please Stand Here" signage. 
When washrooms are 
occupied, staff must wait in this 
area until they become available.

Touchless garbage disposal and paper towel 
dispenser located in all washrooms and 
outside the washrooms to promote staff to 
not touch the door hardware.

"Dedicated Hand Wash Only" Sign. Located on 
the door of the washroom that is dedicated to 
handwashing. Caution tape located on toilet to 
prevent staff from using the toilet. The door of 
the dedicated hand washing washroom is left 
open to prevent contamination of the door 
hardware.

"Caution" signage to notify staff that 
they are entering a different zone and 
that they must abide by the company 
policies relating to the different zones.

"Stop, Staff Only Beyond This 
Point" signage. Used at the 
front entry to prevent visitors 
from entering. The front door is 
left open to prevent 
contamination of the door 
hardware.
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Privacy panel installed for additional 
separation between staff that are in close 
proximity to each other. By adding a privacy 
panel it increases an employee's personal 
space and limits the potential for the spread 
of germs. The privacy panel should be made 
from a material that limits the lifespan of 
germs, refer to page XX for additional 
information on products and materials that 
limit the lifespan of germs.

All personal belongings are removed from 
desk surfaces to prevent contamination. Staff 
are required to leave all coats and personal 
belongings in the coat storage in the 
Transition Zone prior to entering the Clean 
Zone.
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Used to indicate location of coat and 
personal belonging storage. This is 
the first area staff should go to 
prevent bringing contaminated items 
through the office.

Used in areas where staff are to 
wash their hands. These areas are 
considered Hot Zones because all 
staff members will be using these 
areas. Used in conjunction with 
the "Dedicated Hand Wash Only" 
sign.

Dedicated delivery and pick-up 
zone. Having a dedicated area that 
is properly located will prevent 
contaminants from being brought 
into the office. 

It is critical to create a definitive 
location which visitors cannot cross. 
Signage will make it apparent to 
visitors that they are unable go 
beyond a certain point.

The "Stand Here" signage is used to indicate 
where people can stand that is not 
encroaching on the suggested 6-foot 
distancing. It is used at the entrance of the 
office to prevent multiple individuals from 
entering at the same time.

The "Stand Here" signage for the Hot Zone 
is used outside of the washrooms to 
prevent staff from standing in an area 
where personal distancing cannot be 
achieved.

Sanitizer station signage is used to locate 
hand sanitizer at the reception desk. This 
acts as a prompt for staff to remember to 
clean and disinfect their hands before 
entering the Clean Zone.

Directional signage is used to indicate the path of 
travel that staff are to take. This prevents people 
coming face to face with each other and makes it 
simple for all to understand what the flow of traffic 
should be within the office.

Floor signage that indicates when staff members are entering 
a new Zone are reminders of the actions that should be taken 
according to that specific area. 
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Symbol Description

Person with 6’-0” radius surround.

Red indicates person at workstation.
Blue indicates person at meeting space 

or touchdown.

Total # of occupiable desk spaces = 5
(compared to 10 –50% occupancy)

Total # of occupiable meeting/touchdown space seats = 3

Indicates unused space.

3’ 3’

6’



DX



DX



DX

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•



DX



DX



DX



DX

The materials and products presented here are just some of 
options available to help us bring a sense of security to the 
workplace amid the Covid-19 pandemic and facilitate the 
transition back to the office post-vaccine.
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The question of whether COVID-19 can be transmitted through the 
air has sparked dialogue around improving Indoor Air Quality (IAQ) 
and possible changes to a base buildings main HVAC system.

As of the date of this publication, the World Health Organization 
(WHO) has stated that: “COVID-19 is mainly transmitted through 
contact with respiratory droplets rather than through the air.”

There is evidence that improving IAQ can improve human wellbeing 
and productivity, but we are not aware of any evidence that indicates 
improving IAQ by making changes to a base buildings main HVAC 
system will be effective against COVID-19.

Regardless, each building will hold it’s own challenges and 
opportunities to make changes to IAQ. The economic feasibility for 
most cases will not make changes possible. 
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