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Introduction

Welcome to our comprehensive guide on workplace utilization studies for optimizing workspace
efficiency. In this guidebook, we will dive into the world of utilization studies, exploring their significance
and the benefits they offer to organizations seeking to optimize their workspace. By harnessing data-
driven insights, you can make informed decisions, enhance workplace design, allocate resources
effectively, and create an exceptional employee experience.

Chapter 1: Introduction to Workplace
Utilization Studies

In this chapter, we will introduce you to the world of workplace utilization and provide an understanding
of its essential concepts and principles. We'll discuss its purpose, the common challenges faced by
organizations, and the benefits it offers. We'll also debunk some misconceptions and outline crucial
implementation considerations. This chapter serves as your gateway to a deeper exploration of the
methodology used in understanding workplace utilization, setting the stage for what lies ahead.

1.1 Overview of Workplace Utilization Studies

Workplace utilization studies involve systematic research to understand how an organization uses its
physical space. They answer key questions about the efficiency and effectiveness of the workspaces
provided, including who uses which spaces, when, how often, and for what purpose. Utilization studies can
highlight inefficiencies in space use, identify areas for improvement, and provide a basis for re-designing
spaces to better suit the needs of the organization and its employees.

While many organizations are concerned about maintaining employee privacy and security, utilization
studies are anonymous, which means personally identifiable information is not collected. Reference to
‘who’ is using space is observed as an anonymous aggregation of user data to illustrate use by space
attributes like department allocation, neighbourhoods, zones etc. thereby providing better insights into
the demand for specific space types by user group.
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1.2 Common Workplace Challenges

Companies are conducting utilization studies primarily to reduce waste, but also to improve the
workplace experience which impacts productivity. Challenges most often cited by companies that
recognize the need for understanding space utilization include:

¢ Financial Drain: Unused or underutilized office space means wasted resources. Rent, utilities, and
maintenance costs continue to pile up, eating into the budget. By optimizing and letting go of
excess real estate, businesses can redirect these funds towards growth initiatives and investments
that drive the company forward.

» Inefficient Resource Allocation: Overlooking excess real estate leads to inefficient resource
allocation. Think about the desks, meeting rooms, and facilities that sit vacant or which are barely
used. By optimizing the workspace, organizations can make better use of available resources,
improving productivity and reducing operational inefficiencies.

» Missed Collaboration Opportunities: When employees are scattered across unused areas, it
hampers communication, creativity, and teamwork, fragmenting organizations and limiting
collaboration. Optimizing office space fosters a cohesive environment where collaboration flows
naturally, inspiring innovation and driving better business outcomes.

+ Employee Disengagement: A vast, underutilized office can make employees feel disconnected
and disengaged, impacting morale and job satisfaction within organizations. It sends a message
that resources aren't being used effectively. By creating a more vibrant and purposeful
workspace, organizations can boost employee engagement, satisfaction, and retention.

» Missed Future Opportunities: Holding on to excess real estate and outdated office space
practices may prevent companies from adapting to future workplace trends and demands. As
remote work, flexible schedules, and hybrid models become increasingly prevalent, optimizing the
workspace allows companies to better adapt and accommodate these evolving needs.

1.3 Benefits of Workplace Utilization Studies

Workplace utilization studies provide valuable insights that can drive strategic decision-making and
planning around facilities management, occupancy management and lease management. The benefits
after revolve around the following key objectives:

e Cost Efficiency: Unused or underutilized space can result in significant wasted resources.
Identifying these areas presents an opportunity for cost savings, whether through redesigning
existing spaces or reducing excess space to minimize real estate-related expenses.

¢ Productivity: A well-designed and well-appointed workspace can boost employee productivity.
Understanding how spaces are currently used can inform decisions on how to create an
environment that supports different types of work that best align with new and evolving patterns
of work.

+ Employee Satisfaction: Through utilization studies, organizations can gain insights into what
employees want and need from their workspace. This can lead to improvements in employee
satisfaction, engagement, and retention.

 Sustainability: Efficient use of space contributes to sustainability goals, reducing an
organization's carbon footprint by minimizing energy consumption and waste.
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1.4 Common Myths and Misconceptions

Workplace utilization studies can sometimes be misunderstood or misrepresented. Here are a few
common misconceptions:

Myth 1: Utilization studies are just about reducing real estate costs.
While cost efficiency is an important aspect, these studies also focus on improving
productivity, employee satisfaction, and sustainability.

Myth 2: Utilization studies are only necessary for large corporations.

Businesses of all sizes can benefit from understanding their space utilization. Small
businesses can find ways to maximize their limited space, while larger businesses can
uncover broader patterns and trends and areas of opportunity.

Myth 3: Utilization studies are invasive for employees.

If conducted ethically and transparently, utilization studies respect employee privacy. Clear
communication is crucial: employees should understand why the study is being conducted,
what it involves, what information is being collected and how the findings will be used.

©®O

1.5 Data-Driven Decision Making

Utilization studies provide organizations with the power of data-driven decision-making. By collecting
accurate utilization data, companies can set realistic goals, evaluate the effectiveness of workspace
initiatives, and adjust strategies based on real-time insights. Data-driven decision-making ensures
objective and evidence-based outcomes, leading to enhanced accuracy and precision in predictions and
forecasts. It minimizes bias and subjectivity and provides a deeper understanding of users and their
personal preferences, supporting a more personalized and targeted approach for adapting to evolving
employee needs.
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1.6 Key Implementation Considerations

When undertaking a workplace utilization study journey, organizations must give thorough attention to
the following implementation considerations. These critical success factors play a pivotal role in
achieving a successful outcome in the study:

Timing: A critical success factor for data collection is the timing (the data collection window and the
data collection duration). Ensuring the study is set for a time when there isn't a company-wide event or
holiday period where employees will likely be away from the office more than usual. Also be sure to allow
a minimum of 6 months for data collection. The shorter the window, the less likely consistent patterns of
use will emerge. It is recommended to allocate a minimum of 6 months for data collection. A longer data
collection window allows for consistent patterns of space usage to emerge, surfaces any seasonality,
enhancing the reliability and accuracy of the study results.

Privacy and Data Security: Companies must ensure that data collection methods prioritize employee
privacy and adhere to relevant regulations, first and foremost. Data confidentiality must be maintained
throughout the study to protect sensitive information.

Effective Communication: It is strongly recommended for organizations to transparently communicate
the purpose and benefits of the utilization study to employees. Address their concerns, foster
participation, and emphasize the study's non-intrusive nature.

A utilization study holds the key to unlocking the full potential of your people when they are in the office.
By understanding how people interact with their workspaces, organizations can optimize the workplace
for efficiency and effectiveness, enhance employee productivity, and create a workplace environment
that inspires success.
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Chapter 2: Understanding Key Conceptsin
Workplace Utilization

In this chapter, we delve into the essential concepts of Workplace Utilization Studies. This chapter covers
various office space types, key metrics for measuring utilization, and explores work patterns and activity
analysis. These concepts are vital for optimizing workplace efficiency.

Workplace utilization studies aim to highlight the varying usage patterns by space type and often by sub-
type as well. Typically, workspaces include a high-level category, like a desk, however within the desk
category, often there are sub-types to further define what type of desk e.g., a typical workstation, a sit-
stand desk etc. Let's dive a little deeper.

2.1Space Types and Their Use

Different spaces within an office environment serve different purposes and therefore have unique
utilization patterns. Broadly, these spaces can be categorized into:

Individual Workspaces: These include private offices and individual workstations in open office settings.
They are intended for focused individual work. Often individual spaces are further classified as open or
closed, which supports understanding the user preference for space that best support highly focused
work.

Collaborative Spaces: These include enclosed and open meeting rooms, brainstorming areas, and team
collaboration zones. These spaces are designed to facilitate group work and discussions in a formal
and/or informal way.

Similar to Individual Workspaces above, a further breakdown of open vs. closed collaborative spaces and
whether the space is reservable, provides an opportunity to understand cultural preferences. For
example, there may be collaborative spaces that are open and non-reservable making them accessible
on demand, indicating less formality vs. other spaces that are enclosed and require a reservation,
indicating more structure and formality.

Amenity Spaces: This category encompasses spaces like break rooms, kitchens, and relaxation areas.
They are intended for rest and casual socialization, contributing to employees' well-being and
satisfaction.

Within amenity spaces there is often a further breakdown of people occupied spaces vs. non-people
occupied spaces where spaces may be provided for support like storage lockers etc. where the space is
not intended for people to work but the use is equally important.

In a utilization study, it's important to look at how often and effectively each type of space is used.
Organizations need to understand whether spaces are under-utilized, overcrowded, or misused (for
example, meeting rooms being used for individual work). Furthermore, the preference for and actual use
of spaces can illustrate unique patterns that can demonstrate newly developing team and cultural norms.
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2.2 Key Metrics: Occupancy, Utilization, Fullness and Dwell

The study of space utilization involves examining how spaces are used, but the method of measuring use
depends on the type of space and the relevant measurement criteria. The measurement of use may or
may not include the element of time.

¢ Occupancy measures presence detection with no regard for time. Commonly referred to as the
"bums in seats" metric which is quantified relative to the seats available for use in the office. Note
that this splits into seat level and room level occupancy. Seat level is the most granular whereas
room level is just as its name suggests, measuring whether a room (or space) was occupied or not.

o Utilization measures total time used. It tracks the use of the seat over the total hours that the
seats were available for use.

e Fullness is the occupancy measure for rooms and spaces with multiple seats. It measures of the
seats in the room, how many were used vs. how may were not.

¢ Dwell measures continuous time used. Unlike utilization, which is relative to the total available time,
dwell identifies the continuous use of a seat or even a room. Dwell is capturing continuous
occupancy. The unoccupied time is key here as this is the "opportunity” time that supports the
development of effective sharing ratios that don't negatively impact user experience.

e Churnis simply the number of times in a day a seat is occupied for continuous periods at a time.

2.3 Understanding Work Patterns and Activity Analysis

Work patterns refer to how and when employees conduct their work. This includes an understanding of:

Task Types: What kind of tasks do employees carry out? Do they require concentration (deep work),
collaboration, or casual social interaction? This can be observed by correlating the data collected with
known attributes about the spacei.e., what is the purpose or design intent of the workspace.

Work Styles: Do employees tend to workin a stationary manner, or do they frequently move around (i.e.,
are they "anchored” or "mobile")? Are they mostly collaborative or do they work independently whenin
the office.

Work Cycles: When do employees typically work? Is there a common start or end to the workday and/or
their break times? How long do they use workspace areas.

Activity analysis involves understanding what people are doing within the spaces they are using. This data
can provide insights into how to better design and allocate workspace resources.

While traditional utilization studies often include observation studies to observe people in spaces
specifically to identify the activities taking place, utilization studies performed using sensor technologies
can often provide similar insights when the output is correlated to design intent and space provisioning,
which supports specific work activities. For example, observing high demand for a room that has video
conferencing equipment may suggest the demand for the space may be driven by the technology
available in the room, especially if that same technology is not provided in other available rooms.
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Chapter 3: Preparing for a Utilization Study

Chapter 3 focuses on the crucial steps to prepare for a workplace utilization study. It stresses the
significance of setting clear objectives and assembling a diverse team with essential skills. It emphasizes
defining the study's scope and timeline realistically, obtaining necessary approvals, and securing
employee buy-in through transparent communication. These preparations set the stage for the data
collection phase, which will be covered in the next chapter.

3.1Setting Clear Objectives

Before starting a utilization study, it's crucial to define what an organization hopes to achieve. Clearly
stated goals and objectives will guide the study and help keep the focus on the issues that matter most to

the organization. Some objectives may include:

1. Identifying under-utilized spaces to reduce, re-deploy or re-purpose space

2. Reducing costs

3. Understanding employee work patterns to improve productivity

4. Gauging employee satisfaction with the current workspace

5. Informing and developing a more innovative workspace design plan

6. Preparing for an office move, consolidation, or expansion

7. Quantifying how much space is necessary to support current demand plus any future growth

3.2 Assembling the Team

A successful utilization study requires a team with diverse skills. Depending on the organization's size and
complexity, the core team might include:

Project Manager: To oversee the study, ensuring it stays on track and meets its objectives
Workplace Manager: To provide insights on the current layout and usage of spaces

Corporate Communications Manager/HR Representative: To help with employee communication
and feedback collection

IT/Security Manager: To ensure data privacy and security protocols are in place/followed

Research/Data Analysts: To handle the analysis of collected data

Relogix | Maximizing Workplace Efficiency: A Comprehensive Guide to Utilization Studies



https://https//www.relogix.com/

- > e
* i

3.3 Establishing the Scope and Timeline

Clearly defining the scope of a utilization study is essential for effective resource management and
setting appropriate expectations. To begin, companies should determine which areas of the workplace
will be included in the study. This could involve options such as desks and offices, meeting and
collaboration spaces, full floors, or partial floors.

Once the scope is established, the next step is to create a realistic timeline. Companies must consider the
duration required for data collection and analysis, as well as the time needed for compiling findings and
presenting recommendations.

Tip: For optimal results, it is highly recommended to conduct data collection for a
minimum of 6 months, excluding holiday months. However, a longer 12-month study is
even more beneficial, as it helps identify seasonal patterns and enables the selection of
the busiest months, providing more credible baselines.

3.4 Obtaining Necessary Approvals and Buy-in

Before commencing the study, organizations must ensure they obtain necessary approvals from key
stakeholders, which may include senior management, department heads, or even the board of directors,
depending on the organizational structure.

Equally important is securing buy-in from the employees who will be impacted by the study. To achieve
this, transparent communication is vital. Organizations should openly discuss the purpose of the study,
its objectives, the data being collected, the reasons for gathering it, and how it will ultimately benefit the
employees. By doing so, any concerns can be addressed, and a smooth data collection process can be
ensured.

With these preparations in place, companies will be well-equipped to proceed to the next stage: data
collection. The following chapter will explore various techniques for gathering data on workspace
utilization, encompassing surveys, direct observations, and technology-based tools.
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Chapter 4. Data Collection Techniques in
Workplace Utilization Studies

This chapter introduces data collection techniques for Workplace Utilization Studies. It highlights both
quantitative methods (like security badge data and occupancy sensors) and qualitative methods
(including surveys and direct observations). These techniques provide organizations with the means to
gather precise occupancy data and gain contextual insights into how employees perceive and use their
workspace, forming the foundation for informed decision-making and workspace optimization.

There are two types of data collection methods: quantitative and qualitative. Quantitative data
collection focuses on factual, numerical information that is unbiased and indisputable while qualitative
data offers more contextual and interpretive insights to support the quantitative data captured. Other
than surveys, questionnaires, and data collected via interviews, visioning sessions and workshops, most
data capture methodologies are quantitative in nature.
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41 Quantitative Data Collection

To understand workplace utilization, various quantitative data collection methods can be employed,
including the use of security badge data, desk and meeting room reservation and check-in data, as well as
Wi-Fi data for starters. These sources offer valuable insights but do not necessarily yield the high level of
precision and accuracy required to shape a design that optimally aligns with work patterns. Let’s dive into
each method individually.

Security badge data reveals the daily attendance at the building, and occasionally, it might even provide
information about attendance at the floor level. It can also provide some insights on inter-office mobility
patterns and intra-office mobility patterns when required.

Wi-Fi data can offer building and floor-level attendance figures, but it falls short in delivering precise
location details. This is due to variable signal strengths and instances where devices may connect to
remote access points if closer ones are saturated. Additionally, the physical positioning of the access
point is significant, as they are often not located in areas where most people work.

Desk and meeting room reservation data only reflect the initial intentions of users, and the voluntary
nature of check-ins often leads to incomplete data which isn't useful when trying to quantify utilization.

Software tools can collect various types of data on digital work patterns, like time spent in virtual
meetings or using different software applications. Occupancy sensors can automatically detect
presence and measure the actual amount of time a space was used to provide the most accurate and
close to real-time data on changing occupancy and utilization rates.

Relogix offers organizations occupancy sensors and booking system integrations to maintain
safe occupancy levels. Our focus lies in providing maximum flexibility through highly
adaptable sensors and an open platform compatible with various sensor providers, badging
systems, and booking data. With Relogix occupancy sensors, organizations can collect
precise and anonymous real-time data on workspace usage, ensuring the highest quality data

essential to successful workplace analysis.

For more information on the various types of sensors used to capture utilization data, read the

Ultimate Workplace Sensors Guide.
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4 .72 Qualitative Data Collection

Employee surveys and questionnaires are mostly qualitative in nature (they too can also be quantitative
if used for self-reporting of space use). They provide invaluable information about how users perceive
their workspace is used and how they feel about their work environment. Questions might cover:

¢ self-reported work patterns and activities

e importance and satisfaction with the current workspace
e information about location(s) of work

e frequency and duration of team interactions

e ideas for improvement

Tip on launching a survey: ensure questions are clear, unbiased, don't lead the respondent and
® that it fully respects employees’privacy.

Direct Observations and Walkthroughs

Direct observation involves team members walking through the workspace at various times of the day to
observe how spaces are being used. These observations offer valuable additional insights that
complement data gathered through surveys and technology. They can reveal important details, including
storage issues, cable management problems, and even employee behaviors like gathering around a
screen for collaboration.

Walkthroughs are especially valuable for identifying misused spaces within a workplace. For example, they
may reveal that meeting rooms are frequently used for individual work, indicating a potential shortage of
private workspaces or that they are being utilized for storage purposes, such as storing bankers' boxes. In
cases where technology alone might suggest an unoccupied workstation, a walkthrough can provide a
clear understanding of why it appears unoccupied. It can also show employee hacks in action such as
employees huddling around a monitor at someone’s workstation

While these methodologies are essential for any utilization study, it is important to emphasize the
significance of ensuring employee privacy. Data collection should be carried out responsibly, including
explicit communication to employees about the nature of the data being gathered, its purpose, and its
future usage. Furthermore, it is imperative that the users of this data understand its proper application
and limits. Employing Security and Privacy by Design principles throughout the entire data collection,
analysis, and dissemination process is highly recommended. This approach safeguards both the accuracy
of the study's findings and the protection of employees' privacy rights.
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4.3 Data Management and Ethical Considerations

All collected data must be stored securely and managed responsibly. Only authorized team members
should have access to the data, and any data reporting should be anonymized to protect individual
employees' privacy.

Transparency is key in maintaining trust throughout the study. Companies must ensure that employees
understand what data is being collected, how it will be used, and how their privacy will be protected.

With these data collection methods, organizations will be equipped to gather a wealth of information
about how their workspace is used. The next chapter will cover how to analyze this data to draw
meaningful conclusions and make informed recommendations.

Chapter 5: Analysis of Collected Data

Chapter 5 delves into the analysis of data collected in Workplace Utilization Studies. Quantitative
analysis examines occupancy rates and usage patterns, shedding light on underutilized or high-demand
spaces. Qualitative analysis explores employee satisfaction and productivity, identifying recurring
themes and issues within the workspace. By combining both quantitative and qualitative insights,
organizations gain a comprehensive understanding of how and why spaces are used, allowing them to
make informed recommendations for workspace improvement in the subsequent chapter.

5.1 Quantitative Analysis: Occupancy, Frequency, and
Duration

To initiate the analysis, it is advisable to commence with a thorough examination of the quantitative data
collected in the study. This entails assessing the occupancy rates, frequency of usage, and the duration
of occupancy for various spaces. For example, if a meeting room consistently shows a 30% occupancy
rate and is utilized for just two hours daily, it may signal underutilization.

Additionally, comparing the usage patterns of meeting rooms by their sizes can reveal whether there's a
demand for larger or smaller meeting spaces. Furthermore, considering the reservation status of the
most frequently used rooms (bookable or non-bookable) offers insights into the preference for
scheduled meetings versus impromptu collaborations, which can be juxtaposed with the occupancy rates
of individual workspaces to pinpoint areas where space optimization may be necessary.

There are many metrics that can be surfaced in the quantitative analysis stage of the study but the
foundation of every utilization study is validating of the actual use of spaces in the workplace.
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5.2 Qualitative Analysis: Satisfaction, Comfort, and
Productivity

Next, we analyze the qualitative data collected from surveys, interviews, and open-ended responses. This
can help companies understand their employees' perceptions of the workspace and how it affects their
productivity, comfort, and overall job satisfaction.

This data is used to identify recurring themes or issues. For example, if many employees mention that
noise in the open workspace hampers their productivity, that's a clear area for improvement.

Understanding the qualitative side is equally important as understanding the quantitative side of
utilization because there may be other reasons such as noise, lighting, temperature, available
technologies or simply convenience that might be driving the preference for some spaces more than
others.

5.3 Interpreting and Understanding Data

Finally, putting the quantitative and qualitative data together helps draw meaningful conclusions. While
occupancy rates might give insights into how space is used, employee feedback provides the "why"
behind these patterns.

The data collected using technology can also provide the “why” if the design intent and technology
provisioning of the space is known in advance. For instance, it is possible to identify that thereis a
demand for workstations but differentiate between workstations that have dual monitors and/or are also
sit/stand desks.

It is crucial to ensure that the data is not accepted at face value, but rather to delve into the underlying
reasons behind the findings. If a particular area consistently experiences under-utilization, could it be due
to inadequate facilities? Perhaps its positioning within the office is inconvenient or unfavorable. Factors
such as lighting, temperature, noise levels, and technology availability, along with its proximity to noisy
areas where relevant, should all be taken into consideration. Gaining an understanding of the potential
"why" behind these trends will be instrumental in formulating well-informed and impactful
recommendations aimed at enhancing the space'’s utilization

With a comprehensive understanding of workspace utilization, organizations can move forward to
creating strategies and recommendations for improvement, which will be covered in the next chapter.
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Chapter 6: Recommendations and Strategies

This chapter focuses on tips and recommendations following a Workplace Utilization Study. It covers
workspace design enhancements, policy recommendations for flexible working, and change
management strategies. These insights help organizations optimize their workspace, implement flexible
working policies, and smoothly transition into new arrangements based on study findings.

6.1 Designing Efficient Workspaces

It is recommended to base workspace design changes on the findings derived from the utilization study.

Recommendations may include:

Consolidation: In cases where workspace usage is
infrequent and employees are scattered across
multiple floors or buildings, limiting available
buildings and floors can foster closer employee
proximity, promoting a positive work atmosphere
and enhancing communication.

Seat Sharing: Utilization studies provide insights
into actual space and seat usage, enabling
informed decisions about effective sharing ratios
to meet current and future workspace demand,
especially when conducted over time using sensor
technology to establish credible work patterns by
workspace type.

Improving Existing Spaces: Enhancing less-
utilized spaces can involve upgrading amenities,
seating, lighting, access to views, noise control,
power outlets, or incorporating technology to
facilitate hybrid work needs, ensuring seamless
connectivity with remote employees.

Reallocating Space: Areas consistently under-
utilized or overcrowded can benefit from space
redistribution. This may involve transforming
seldom-used spaces into more essential areas,
such as additional individual workstations,
collaboration spaces, or meeting rooms, as
indicated by the utilization study findings.

Right-Sizing: Decisions about office size should
carefully consider the implications for efficiency,
growth potential, financial stability, and employee
well-being, striking a balanced approach.

Creating Multi-Purpose Spaces: Flexible spaces
that can adapt to different uses offer versatility
for accommodating various work patterns and
tasks, serving as overflow spaces during peak
periods.
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6.2 Policy Recommendations for Flexible Working

Depending on the organization's nature and study findings, it may be beneficial to implement or enhance
flexible working policies. For example:

e Hot Desking: If the study reveals that not all employees require a dedicated desk at all times, a
hot-desking policy could be considered, allowing employees to share desks based on their office
attendance needs.

¢ Remote Work: If a significant portion of work can be performed remotely, the organization might
contemplate establishing or expanding remote work policies, which can also yield cost savings in
office space.

» Flexible Hours/Days: If the utilization study indicates high peak usage times and low utilization at
other times, the organization may explore the implementation of flexible working hours or days to
distribute occupancy rates more evenly.

e Access: Ensuring that the allocation of workspace, ergonomic setups, and technology support for
flexible working is equitable is crucial. Making private spaces like offices, meeting rooms,
conference rooms, and alcoves readily accessible to all employees is a key success factor if the
objective is to promote office-based work.

6.3 Change Management and Implementation Strategies

Finally, any changes proposed based on a utilization study will involve a degree of change management.
Here are a few considerations:

Communication: Ensuring that employees are well-informed about the proposed changes, their
underlying reasons, the anticipated benefits, and the expected timeline for implementation is vital. This
transparent communication can foster buy-in and alleviate concerns.

Phased Approach: Instead of implementing all changes simultaneously, adopting a phased approachis
recommended. This approach allows organizations to test the changes, gather valuable feedback, and
make necessary adjustments along the way.

Training: When introducing new policies or spaces, it is essential to ensure that employees understand
how to use them effectively. This may involve organizing training sessions, providing user guides, or
appointing ‘champions' to assist colleagues in adapting to the changes. Consider employing a "Day In the
Life" communication strategy to help employees grasp the differences resulting from successful
implementation.

Feedback: Even after the changes are implemented, it's crucial to continue seeking feedback from
employees to assess the impact and acceptance of the changes. Establishing an employee-based
committee can facilitate this process, aiding in the identification and prioritization of challenges,
dissatisfaction, or necessary adjustments to ensure success.

In the next chapter, we'll cover how to communicate your findings and recommendations to stakeholders.
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Chapter 7: Presenting Findings and
Recommendations

Chapter 7 presents the art of effectively conveying study results to various stakeholders. This chapter
outlines a structured report format, emphasizes the use of visual aids for data representation, advises on
tailoring presentations to different audiences, provides strategies for handling questions and concerns,
and underscores the importance of a well-defined implementation plan. These practices enable
organizations to clearly communicate their study findings and recommendations, facilitating the creation
of more efficient and productive workspaces.

/.1 Structuring the Report

A well-structured report can effectively convey findings and recommendations. Here is a suggested
structure:

Executive Summary: This section provides a concise overview of the study, including its objectives,
methodology, key findings, and recommendations.

Methodology: Here, a detailed explanation of how the study was conducted is presented. This
encompasses the data collection methods employed and any limitations that need to be acknowledged.

Baseline: This section involves creating a comprehensive inventory of measured spaces by type,
specifying quantities, and noting any known Key Performance Indicators (KPls) established prior to the
study.

Findings: This chapter explores a comprehensive presentation of the findings. It categorizes findings into
quantitative data, such as occupancy rates, and qualitative data, including employee feedback. It also
discusses the comparative KPIs used to measure success.

Analysis and Interpretation: This part involves interpreting the findings and explaining their
significance. It delves into identifying trends or patterns observed in the data.

Recommendations: Detailed suggestions for improving workspace utilization are provided in this
section. These recommendations are substantiated by the findings discussed earlier in the report.

Conclusion and Next Steps: The chapter concludes by summarizing the report and outlining the
subsequent steps to be taken. This includes any planned follow-ups or additional studies for further
refinement.
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/.2 Visualizing Data

Visual aids can be an effective way to illustrate the findings. It is best to use charts, graphs, and diagrams
where appropriate to convey data clearly and succinctly. For instance, using bar graphs to show
occupancy rates in different spaces or pie charts to display survey results may be beneficial.

Tip: Create interactive visualizations using Business Intelligence tools like Tableau or
Power Bl or use industry specific analytics platforms like Conexus which automates the
data collection, integration of various data sources like badging, desk and room
reservation and sensor data to and the analytics so you can focus on developing your
workplace strategy and prioritize your execution plan.

/.3 Tailoring the Presentation to Appropriate Audience

When presenting the findings, it is important to remember to tailor presentation to the appropriate
audience. If presenting to senior management, focus should be on the strategic alignment implications
such as waste reduction, sustainability, improved productivity and potential cost savings.

For public companies, scrutinize the annual report for valuable hints about the company's values and
stress the importance of alignment to senior management. When presenting to employees, underscore
the perks to their work experience, potentially encompassing well-being and a sense of community.

/7.4 Answering Questions and Handling Pushback

Companies should be prepared to answer questions and address any concerns raised by stakeholders. If
there's pushback against certain recommendations, it is important to try to understand the reasons
behind it and consider alternative solutions.

Often pushback happens at the data collection stage over concerns regarding privacy and security and
again at the presentation state when the factual information is presented illustrating lower than expected
space use. The key to maintaining stakeholder interest is to consider how their concerns may be
addressed. For example, if future growth is a reason for push-back, include an assumed growth rate in the
analysis to illustrate it has already been considered.

/.5 Implementation Plan

Finally, the report should include an implementation plan for the provided recommendations. This plan
should encompass a detailed timeline, resource prerequisites, roles and responsibilities, as well as
potential risks and strategies for mitigation.

Following these guidelines, organizations can adeptly convey the findings and suggestions derived from
their workplace utilization study, ultimately fostering a workspace that is more efficient, productive, and
gratifying. The final chapter will delve into the significance of continuous evaluation and the ongoing
reassessment of workspace utilization for sustaining effectiveness.
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Chapter 8: Continuous Evaluation and
Reassessment

This chapter stresses the significance of ongoing workspace evaluation. Here we emphasize the need to
continually review workspace utilization even after implementing changes. Key points include setting up
monitoring systems, scheduling periodic studies, seeking ongoing employee feedback, adapting to
changing needs, and reviewing policies. Regular reviews and data-driven adjustments are crucial for
maintaining an efficient and productive workspace, fostering employee satisfaction, and ensuring long-
term success.

8.1 The Importance of Regular Reviews

Once the recommendations are implemented, the work isn't over. It's important to continually review and
reassess workspace utilization to ensure the changes are having the desired effect and to adjust as
needed. Managing space that is assigned is very different than managing space that is shared. Triggers
need to proactively alert the workplace and/or facilities team in advance to provide time to make
adjustments accordingly. This is especially crucial as organizations evolve and grow, as well as in
response to changes in work patterns due to factors such as technology advancements or societal
changes (e.g., a pandemic).

8.2 Setting Up Regular Monitoring Systems

It is beneficial to consider implementing systems to regularly monitor workspace utilization. This involves
keeping Relogix sensors that track occupancy connected for insights on demand instead of manually
collecting data or performing regular walkthroughs. The key is to collect ongoing data that without
overly intruding on employees' privacy or work time and targeting a holistic view of all the spaces being
used at the same time which is impossible to do manually.

Supply and demand is a critical success factor for maintaining productivity and ensuring
optimal employee experience. Any change in the business will impact demand for
workspace either up or down. The key is timely management supported by triggers and

indicators to alert the workplace team when changes may become necessary.
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8.3 Scheduling Follow-up Studies

We advise to plan for follow-up utilization studies at regular intervals, such as annually or biannually.
These studies can be less extensive than permanent installations but it is important to note that studies
capture ‘moment in time’ data and flexible hybrid work is dynamic and unpredictable. If studies are
preferred due to budgetary reasons, organizations should focus on areas that are known to be
problematic or have undergone significant changes to assess performance and identify new
opportunities for further improvement.

8.4 Soliciting Ongoing Employee Feedback

Systems need to be put in place for employees to provide ongoing feedback about the workspace. This
could be through regular surveys, suggestion boxes, a committee or even a dedicated email address.
Encouraging employees to share their thoughts and ideas is advised as they are the ones using the
workspace daily and can provide valuable insights related to what is working well and what is not working
well.

8.5 Adapting to Changes and New Needs

Workplace needs and utilization patterns can change over time due to factors such as growth,
downsizing, technology changes, and changes in work styles. Work patterns are also changing at a much
faster pace where constant monitoring of space can ensure employee needs are continuously met and to
always. Organization need to be ready to adapt their workspace to these changes, leveraging the data
and insights from regular reviews and follow-up studies.

8.6 Reviewing Policies Regularly

It is essential to regularly review workspace policies to ensure they remain in line with employees' needs
and the organization's objectives. This process may include a thorough examination of policies related to
flexible working, hot desking, or remote work. Utilization studies can provide the guidance for policy
making such as required days in the office that are much more realistic.

8.7 Celebrating Successes

Finally, it's important to acknowledge and communicate any successes. If a change leads to higher
productivity, cost savings, or increased employee satisfaction, be sure to share these achievements with
all stakeholders. This can cultivate support for future changes and nurture a culture of continuous
improvement.

Continually monitoring and reassessing workspace utilization ensures that it remains efficient,
productive, and conducive to employee satisfaction. This concludes our guide on workplace utilization
studies. Good luck on your journey to a more effective workspace!
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