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 BACKTOOFFICE RECOMMENDATIONS 
The successful path to the "new" normal 

 

STEP-BY-STEP – AT THEIR OWN PACE 
Give your employees a choice about when they return to work: how much time in the office, how much 

remote working and from when. Give them back control and autonomy, reducing uncertainty and 

stress and promoting positive feelings. 

Establish a "BackToOffice" schedule with your employees. The staggered attendance of employees can 

make social distancing even easier. 

Consider your employees' individual perception of security and risk. Inform them of possible security 

measures and ask them about their priorities, e.g. by ranking the 3 most important and the 3 least 

important. This allows you to calibrate your measures.   

INTEGRATE A “NEW” NORMAL 
New and cherished rituals have become established while working from home. Try to integrate them 

into the new office reality. Your employees have learned a lot of new things, e.g. how to use digital 

meeting tools or self-organisation methods. Benefit from this! 

Purposely create open spaces (temporal and physical) for individual rituals, e.g. a short walk in the fresh 

air, places to retreat for a short timeout.  

BOOST TEAM SPIRIT 
Define new routines that are geared towards a "new" normal. Some employees will continue to work 

from home, if possible, partially or even full-time. Virtual coffee breaks, virtual meetings or virtual 

seminars should therefore be an integral part of a new routine.   

Start joint projects in small groups. These can deliberately include topics outside of the actual work 

context, e.g. the development of a new skill. 

FOCUS ON THE POSITIVES AND THE FUTURE 
Focus on the positive aspects of the office and working from home – we continue to do what worked 

well before and we integrate the new positives.  

Set yourself concrete goals that you and your employees want to achieve in the coming months. The 

more concrete and achievable, the better. Looking ahead helps to focus positive energies.  

COMMUNICATE AND BE A ROLE MODEL 
Share public information and information on the measures the company implements based on this. Not 

everyone follows the news on a regular basis and it is important to understand what drives the 

company's approach.  

Communicate, communicate and communicate again, several times a week, through all available 

channels in a consistent, authentic and empathetic manner. This creates trust and strengthens the 

resilience of your employees for unforeseeable situations.  

Be realistically optimistic and not exuberant. Nobody wants to go back into emergency mode, but be 

ready for it, stay flexible so that having to take a step back again does not leave your employees 

completely unprepared in the same way.  


