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As workspaces begin to 
reopen, many companies are 
instating new safety measures 
to encourage social distancing 
and help reduce the spread  
of germs. The use of personal 
protective equipment (PPE) 
and other protective solutions 
will probably be included in 
plans that are focused on 
reducing the spread of germs 
as a way to help protect 
employees and customers. 

Because much of this is new 
territory, most companies are 
focused on learning about 
what resources are available,  
so they can move forward and 
keep business going.
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1https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover.html

Eye PPE tip
If you determine that employees  
would benefit from protective gear for 
their eyes, use face shields or goggles. 
According to the U.S. Occupational 
Safety and Health Administration 
(OSHA), personal eyeglasses do  
not provide a safeguard. 

Source: https://www.osha.gov/SLTC/covid-19/
controlprevention.html

 

 
 
To cover all the back-to-work bases,  
you may want to consider what changes 
need to be made throughout the 
workspace to promote social distancing 
and enhanced cleanliness. There is also a 
range of PPE that can be useful to help 
maintain business continuity while caring 
for the well-being of the people who  
work in or visit your workplace. 

PERSONAL PROTECTIVE  
EQUIPMENT (PPE)  

• Face masks, covering and shields —  
The Centers for Disease Control and 
Prevention (CDC) recommends wearing 
nonmedical face masks and coverings  
in public settings, especially if social 
distancing measures are difficult to 
maintain.1 Consider offering disposable 
face masks and face shields that are 
designed for a single use. That way  
all employees and visitors have access  
to the coverings.

• Hand sanitizer — It’s not always 
convenient for employees to wash their 
hands with soap and water throughout 
the day. Hand sanitizers serve as a 
fast-acting, quick-drying way for people 
to maintain cleanliness as they move 
through the workspace.

• Disposable gloves — When employees 
work with high-touch surfaces such as 
shared equipment or clean their workspace, 
disposable gloves may come in handy. 
Stock a variety of sizes of disposable 
gloves to make it easier for everyone  
to get the right fit. 

1https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-
sick/cloth-face-cover.html

Returning to the workplace may 
not be business as usual. The new 
normal might require adopting  
a fresh approach to interacting 
with the world around us. New 
standards will likely be rolled out 
that may change the way people 
work and collaborate.
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https://www.osha.gov/SLTC/covid-19/controlprevention.html
https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/cloth-face-cover.html
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Personal protective 
equipment (PPE), 
face coverings, 

masks and shields

Printed solutions  
include hygiene  

posters, way signs 
and stanchions for 

crowd control

High partitions,  
mobile whiteboards,  

plexiglass panels

Sanitary door  
openers, touchless 

hand sanitizer  
stations

Touch-free  
faucets, motion- 

activated paper towel 
dispensers, automatic 

flush valves,  
hands-free  

door openers

Added cleaning 
equipment  

(includes brooms, 
carts, mops)

Designated  
areas,  

safety cones 

Office furniture,  
optimized rooms for  

virtual meetings, 
technology

Home office  
furniture, essential 

supplies,  
wastebaskets
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WORKSPACE RESOURCES

Get your point across about new guidelines 
with easy-to-follow directions throughout 
the office. Consider providing ready 
access to hand sanitation and cleaning 
resources as well as installing new 
protective barriers.  

• Reception — Signage at the front  
door helps spell out new policies for 
employees and visitors. The CDC also 
offers a number of copyright-free posters 
that are available to download and print.2 

• Office space — Employees are more 
likely to follow social distancing practices 
if the workspace is configured in ways 
that make it easier to maintain 
separation. Wayfinding signage on  
the floor directs one-way foot traffic in 
main circulation paths. Touchless hand 
sanitizer dispensers and wipe stations 
are easily accessible. 

• Workstations — High see-through 
partitions, mobile whiteboards and 
plexiglass panels divide open spaces. 
Individual storage options enable 
employees to secure personal items. 

• Shared areas — Floor decals in common 
areas near printers and copiers indicate 
where to stand to maintain social 
distancing. Soft seating can be replaced 
with hard surface tables and chairs that 
are easier to clean.

• Breakrooms — Posters and table tents 
specify occupancy limits and cleaning 
protocols. Touchless soap dispensers, 
waste disposal bins and paper towel 
dispensers help reduce contact with 
shared equipment.

• Restrooms — Signage near sinks  
helps promote proper hand-washing 
techniques. Touchless restroom 
components and amenities are  
welcome additions.

Wash and  
wash again
Even with the use of PPE, remind 
employees to frequently wash their 
hands with soap and water for at least 
20 seconds. Johns Hopkins Medicine 
recommends washing hands before 
and after removing face coverings.

Source: https://www.hopkinsmedicine.org/health/
conditions-and-diseases/coronavirus/coronavirus-how- 
to-care-for-your-face-mask

2  https://www.cdc.gov/coronavirus/2019-ncov/communication/ 
 print-resources.html?Sort=Date%3A%3Adesc
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Office Depot® 
can help  

Want to learn more about 
back-to-work solutions?  
Contact your Office Depot 
account manager for the  
Office Depot GETTING BACK  
TO BUSINESS ON DAY ONE  
& BEYOND guide, or call 
888.2.OFFICE (888.263.3423).

TECHNOLOGY

While many employees are headed  
back to the office, it is likely that others 
will continue work remotely permanently 
or part of the time. The use of technology 
tools can be helpful to keep teams 
connected and productive. 

• Virtual collaboration tools — Headsets, 
laptop cameras and speaker phones are 
useful for employees working in the 
office or remote.

• Cybersecurity solutions — Utilize 
cybersecurity to help protect the assets 
and devices that employees use in the  
office and at home.

• Temperature checks — For 
organizations that plan to screen 
employees and visitors for fevers, 
hand-held infrared thermometers 
provide a quick and touch-free solution 
for checking temperatures. There are  
a variety of thermometers available  
that include features such as memory 
storage, automatic shut-off, LED  
displays and fever warnings.

HELPING BUSINESSES SUCCEED

Office Depot is here to help you maintain 
a sense of productivity, efficiency and 
consistency. We want to be your single 
source for everything needed to keep 
your business going.
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