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Things to Consider When Returning
to Your Practice
As the nation is preparing to return to the workplace, there are many things to consider. This is an
ongoing practice management adjustment and evolution. Here are three main topics to consider
when planning to return to your practice, bringing staff back to work, and evolving to the new norm.
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1 - Planning for the Return to the Workplace
• Occupiers and landlords should give serious consideration to new levels of
service, materials, and activities necessary to facilitate a return to the workplace
• Leverage the Procurement Planning Checklist for planning
• Examples of areas which may require advanced sourcing activities and increased
funding include:
Enhanced cleaning

Introduction of new access protocols and related supplies and services (e.g.,
temperature screening services, signage)
Increased quantities of supplies such as hand sanitizers, wipes, gloves, face
coverings
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Time spent on staff training and business
management increased, while services decreased
How has your practice lifestyle changed with more downtime to
spend on other areas of your practice?
Signiﬁcantly decreased

Reconfiguration of work environments and associated technology and equipment

Decreased
Stayed the same
Signiﬁcantly increased

Regular services for patients

Utilization tracking technologies

Training for ofﬁce staff
Education for patients

Installation of touchless technologies

Collection of payments

Employee support packages

Business management

Change of shift patterns for elongated occupancy

© ChiroTouch 2020, All rights reserved.

Source: TechValidate survey of 108 users of ChiroTouch
Validated

Published: Jun. 8, 2020 TVID: 763-3EB-DC8

Increased

2 – Bringing Staff Back to Work
• Work with key stakeholders to define modifications to the workplace and services that impact
supply chain
• Conduct strategic sourcing of new and/or revised services, operations, and products
• Take inventory, assess demand, and place orders for critical materials (hand sanitizer, etc.)
• Issue return-to-work communications to suppliers
• Contact key suppliers to negotiate revised service levels and pricing
• Review Service Level Agreements (SLA) for reactived workers where social distancing or
COVID spread could be impacted
• Quantify the impact of supplier service level changes to annual budget
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3 – Evolving to the New Norm
• Develop a process or use technology to track inventory of critical
supplies and sustain replenishment – review critical spares based on
changing lockdown/manufacturer and transport of key components
• Set up process with stakeholders to evaluate new or revised services
and modify as needed
• Capture facility reconfiguration requirements (i.e., elevators, food
service, office furniture, touchless technology)
• Conduct sourcing events as needed to meet new facility requirements
• Enhance partnership and solution development with key suppliers
• Develop equipment and furniture redeployment and disposal strategy
• Monitor financial risks of key suppliers and develop contingency plans
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There’s a positive outlook on patient visits, with 66%
expecting an increase.
When business is back to normal, your patient visits per day
will…

Decrease: 6%
Stay the same: 28%
Increase: 66%

Source: TechValidate survey of 97 users of ChiroTouch
Validated

Published: Jun. 8, 2020 TVID: 7CA-F45-922

Workplace
Occupancy
Checklist
Planning for the Return
to your practice

Develop practical guidelines for working in
the office (e.g., PPE usage such as face
coverings, personal hygiene, use of
amenities and meeting spaces, and related
expectations)
Develop guidelines for social distancing
(e.g., meeting size limits, identification of
“no sitting/gathering” areas, protocols for
safe entry/exit/circulation)
Reconfigure space to achieve social
distancing, including removal of seats and
closure/repurposing of conference rooms
and cafeterias
Assess configuration of, and access to,
frequently shared areas (e.g., pantries) and
amenities
Establish safe distance zones or ground
level markers (e.g., stickers) around
reception desks and other common
gathering points
Increase availability of sanitation options
(e.g., wipes, hand sanitizer), provide
self-serve desk and conference room kits,
and plan for safe disposal of PPE
Evaluate individual food and beverage
options
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Assess the opportunity for touchless
modifications or technology throughout
the facility and parking areas
Consider antimicrobial surface shields and
self self-cleaning adhesive surfaces on high
touch surfaces
Update protocols and practices regarding
the safe use of any specialty equipment or
areas
Adapt booking procedures for meeting
rooms and desks in shared environments
for single use or fewer users; allow for
re-cleaning per booking
Determine how employees will access
shared items (e.g., supplies, copiers)
Expand workday and work week routines
to facilitate staggered and changing
access
Develop contingency plans for heightened
risk in the building or access to the
building (including public transportation)
Develop procedures for first aid
responders and fire wardens and adjust
muster points for flexible working and
social distancing

Workplace
Occupancy
Checklist
Bringing Employees
Back to Work

Encourage meetings to happen via
phone/video whenever possible (even in
the office)

Implement clean desk policy on all
assigned and shared desks in order to
facilitate easy cleaning

Actively monitor and enforce new policies
and protocols for safely working in the
office

Observe / measure how space is being
used in order to identify potential hot
spots

Consider building access and egress and
re-designate certain entrances as exit only
(in order to promote a one-way traffic
flow)

Determine how/if non-employee
personnel will have access to the office
(e.g., clients, guests)

Gather feedback based on staff inputs and
observed behavior in the office; adapt as
needed

Increase cleaning of all surfaces in
high-touch areas (doorknobs, handles,
stair rails, beverage dispensers, etc.)

Declutter spaces throughout the office
(e.g., tops of file drawers) and reconfigure
furniture in order to facilitate easy cleaning
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Guiding Principles to Follow
Reopening the office and practice will require rethinking the daily experience for all employees and
staff. Setting clear protocols for how everything in the office will operate will be crucial to managing
expectations for employees. Recognize that it’s impossible to think of every single factor that could
arise. Encourage employees and staff to use sound judgment and invite them to share ideas and
encounters when they lack guidance. Regularly update your policies and protocols to ensure use of
the office is happening with the utmost regard to safety.

Safety

Compliance

Collaboration

Agility

The safety of employees,
visitors, contractors, and
the general public must
guide all strategic and
tactical decisions

Public health organizations
(e.g., the World Health
Organization, various
global Centers for Disease
Control & Prevention) and
governmental agencies
should guide
organizations’ planning
and implementation

Returning employees to
the workplace requires
expertise from across
organizations – from Line
of Business Leaders, to
Finance, to Health, Safety
& Environment (HSE), to
Human Resources (HR),
and more

Stay ready to adapt and
respond. Even in workplace
environments that have
reopened, new exposure
concerns have arisen. Be
prepared with appropriate
protocols and if necessary,
to reinstate full or partial
work-from-home regimes
at a moment’s notice
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Evaluating Readiness for Reopening the
Workplace Checklist
Cleaning & Hygiene Supplies

Signage

Service

Masks

Design

Pre-opening Cleaning

Gloves

Translation

Disinfecting Wipes

Production

Re-set of Go-forward Scope
and SLAs

Hand Sanitizer

Installation

Gloves

Other: _________________

Thermometers
Dispensers (paper & liquid, hands-free)
Disinfecting Cleaning Products
(sprays / liquids)
Paper Products (Towels, Tissues)
HVAC Filters
Other: _____________________

Work Arrangements
Developing Plan and Getting
Business Buy-In
Communicating the plan
Other: ___________________
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Communications Plan
All stakeholders
Notes: ___________________

Is Your Community, Staff, and Facility
Ready to Reopen?
Given the current patchwork of governmental advisories stay-at-home orders (also known as
lockdowns), we expect the reopening process to occur in a gradual, uneven manner. This will
create unique challenges and complexities for occupiers and landlords—particularly for those
with practices in multiple jurisdictions.

Community
Readiness

Staff
Readiness

Facility
Readiness

Government orders
Testing capacity
Virus trajectory
Supply chain

Phased return plans
WFH options
At-risk staff
considerations
Commuting
considerations

Social distancing
Cleaning protocols
Office readiness
Office signage
Supplies

(External)
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Staff Readiness

Plans for a return to the workplace should include heightened awareness of employee
concerns and work arrangements, and readiness, including those outlined below.

Health, Safety,
and Wellness

Work Arrangements
and Policy

Vulnerable
Workers

Special
Circumstances

Records Retention;
Data Privacy

• Personal hygiene

• Consider implementing a split-team
approach (e.g., Team A and Team B),
with the teams alternating between
working in the office/facility or at
home each week

• Consider the workplace
needs for “at-risk” or
vulnerable workers (as
defined by CDC, local
governments or WHO). These
workers may include
employees over a certain age,
those who have serious
underlying medical conditions
or are pregnant, etc.

• Consider extending
work-from-home or other
flexible work approaches,
including leaves of
absence, for employees
whose personal
circumstances may prevent
them from returning to the
office.

• Be mindful of records
retention and data privacy
obligations if you collect
personal information from
employees including
information on:
– Travel in the last 14 days
– COVID-19 symptoms
(e.g., fever, cough,
shortness of breath,
breathing difficulties)
– COVID-19 diagnosis or
testing
– Close contact with a
suspected or confirmed
COVID-19 case

• Cloth face covering PPE
guidance (from local
authorities, etc.)
• First aid guidelines
• Handling employees who are
symptomatic at work
• Communications to
employees about new
protocols (e.g., temperature or
other screenings, commuting
considerations)
• Emerging testing capabilities
• Increased levels of concern
from employees and inquiries
about any employee assistance
programs

• When splitting employees into
teams, consider individual skill sets,
experience and competencies to
ensure all tasks and activities can be
performed effectively and safely
• Distinguish between essential and
critical tasks, including those
involving facility management, and
the non-essential ones that can wait
until the office/facility is fully up to
operational capacity
• Consider whether employees who
can work from home can continue to
do so for longer periods even with
the office reopening

• Consider making
arrangements for workers in
these populations to continue
to work from home if their job
role permits, or work with a
People/HR team member to
consider other alternatives

• Review existing PTO policies, sick
pay, and other pay to consider
whether modifications are needed,
particularly in light of country and
local COVID-19 legislation
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• For example, many
schools and childcare
facilities have closed for the
remainder of the
2019-2020 term and many
employees may still have
childcare responsibilities

• Be mindful not to disclose
personally identifiable
information and consult with
your HR/Legal/Data Privacy
team members

Facility Readiness

Facility readiness will mean different things for different organizations. The example
below illustrates the type of enterprise decisions that must be made for facilities
reopening plans to be finalized.

Physical
Distancing

Health, Safety &
Wellness

Safe Working
Environment

Timing/
Phasing

• Enterprise standards
established, e.g.:
– Global Standard? (e.g., 6’)
– Local Standard?

• Decision made for thermal or
other screening, e.g.:
– Yes – at home / self certify?
– Yes – on premise?
– How performed and by whom
whom?

• Physical building inspections and
adjustments complete

• Decision reached re: facial
coveringcovering, e.g.:
– Required? If yes, provided?
– Not required?
– Situational?
– Optional?

• Install hand sanitizer dispensers/
pumps, e.g.:
– Lobbies?
– Elevator banks?
– Reception?
– Other?

• Decision criteria for when and
how to open facilities is in
determined and agreed, e.g.:
– Fixed date for all?
– Phased by geography?
– Lead time / approach to
prepare?

• Space reconfiguration plans
established
• Desk policy established, e.g.:
– Assigned?
– Open Plan?
– Other?
• Conference rooms / gathering
space / open space policy
established, e.g.:
– Open? Closed?
– Variable based on size?
• Access and traffic flow policy
and protocols determined, e.g.:
– Signage and indicators
indicating direction of travel
• Other:_____________________

• Sufficient and sustainable
inventory of key supplies available
available, e.g.: e.g.:
– Hand sanitizers
– Disinfecting Wipes
– Masks (if supplied)
• Signage installed
• Other: ______________________

• Enhanced cleaning scope, e.g.:
– Define scope and service
levels
– Communicate to cleaners/LL

• Enhanced cleaning areas in
high-touch areas
– e.g., vending machines?
• Food and beverage policies
• All appropriate commissioning/
decommissioning complete
• Other:__________________
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• The decision on how to phase
employee return is made, e.g.:
– Phased over time?
– Defined teams?
– Opt-in and continue WFH?
– Commuting considerations?
• Other:__________________

Safe Space for
Your Patients
It’s important to maintain a safe
environment for yourself, staff, and
patients. With many people feeling
uncertain and fearful during this time, it’s
also important to let your patients know
of your new protocols on cleanliness for
peace of mind. A simple way to keep
people in your practice informed is to
post signs around the office, such as
reminders on how to stay safe or
information on how you have adjusted to
keep your practice with the new norm.
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The biggest challenge facing practices is the decline
in appointments due to patients being fearful
Please rate your challenges in the following areas:
Very easy

Easy

Neither easy or challenging

Not being able to physically see patients
Less appointments because patients are fearful
The delay or lack of payments from insurance
Insufﬁcient communication with patients
Fewer hours of operation making it difﬁcult to
schedule appointments

Source: TechValidate survey of 102 users of ChiroTouch
Validated

Published: Jun. 8, 2020 TVID: 70A-D46-7AA
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Challenging

Very Challenging

Signage
Samples
Checklist
Everyone deserves a
safe place to work.
ChiroTouch provides
some guidelines and
recommendations to
help doctors and their
staff get reacquainted
with the workplace and
best practices to keep
employees healthy.

Exterior of Entrance Doors

Cafeteria/Canteen Entrance

This Area is Regularly Disinfected

This Area is Regularly Disinfected

Physical Distancing Reminders

These Trays Are Disinfected After Each
Use

For Your Safety, This Facility Is Disinfected
at << Interval >>
Temperature Check Point

Visitors Pre Pre-screened/Approved and
Limited Each Day
Sanitation Station
Mask Usage Tips

Safe Disposal Tips

For Your Safety, This Facility Is Disinfected
at << Interval >>

Bathrooms and Showers
This Bathroom/Shower Is Regularly
Disinfected

This Bathroom/Shower was last disinfected
<< Date / Time >>
Handwashing Instructions

Exits
Thank You For Working Safely Today

Safely Dispose of Your <<Gloves, Mask,
Etc >> Here
Safe Disposal Tips

Special Spaces
Personal Desks

Quarantine Area
First Aid Room

Elevator/Lift Lobbies
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Distancing Reminders

Multiple Areas

Personal Hygiene Tips

Please Practice Social Distancing
Social Distancing

Sanitized Desk Indicator

Mechanical Rooms

Mask and Glove Usage

Signage Samples
Welcome to a
Clean and Safe Space

Just a note that we sanitize our
adjustment tables after every patient.

Welcome to a
Clean and Safe Space

Welcome to a
Clean and Safe Space

We are taking every precaution for
your safety and cleanliness.

Thank you for you patience.

Please remember...
Keep a social distance and wear your mask.

© ChiroTouch 2020, All rights reserved.

We have made some adjustments on
appointments by scheduling patients at minimum
office capacity at a time for your safety.

ChiroTouch Commitment
As part of our responsibility to serve the profession, we have
continued to keep the community informed through our resource
center containing the information needed most, such as webinars,
podcasts, guides, checklists, surveys, news, updates, and more on the
following areas:

Regulatory Information
Providing a voice of
certainty during uncertain
times with immediate
and urgent information
that the community
should know regarding
COVID-19.

Practice Management
Assistance
Keeping your practice
relevant now and in
the future with ideas
on keeping up with the
business side through
ChiroTouch.

Patient Engagement Topics
Strengthening patient
relationships with ways
providers can use ChiroTouch
and its many offerings to
continue communicating with
patients during time of social
distancing.
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People Management
Guidance
Keeping staff productive
and motivated with
ways to improve the
people factor of the
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ChiroTouch provides this information with the understanding that authors or speakers are not experts in finance, regulatory policy or law. ChiroTouch shares this information to the best of our
knowledge and experience. The information is subject to change as the COVID-19 crisis evolves.
This was developed from CBRE’s Reopening The World’s Workplaces COVID-19 Corporate Real Estate & Facilities Executive Playbook with resources from the World Health Organization, the
Centers for Disease Control & Prevention (and similar global organizations), public health experts, industrial hygienists, and global subject matter experts across CBRE and our strategic suppliers.
Tech Facts were derived from a customer sentiment survey held May 2020 utilizing Tech Validate.

