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Your guide to secure the new
hygiene standard in Offices
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We’re here to help

Facility managers are tasked with preparing a healthy workplace. They need to ensure they have the right equipment
and products in place to secure a high standard of hygiene, as well as the right cleaning protocol to help uphold a high
level of hygiene and remedy colleagues’ concerns about infections.

With this guide, we share our expertise and provide concrete guidelines on how to execute appropriate hand hygiene
and surface cleaning to help you and your colleagues stay healthy and well and keep your business operational. With
our support you can take care of your office building in a responsible and sustainable way, keeping yourself, your
colleagues and customers healthy and safe.
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Hand hygiene

The office workspace is constantly evolving. Today, office design
is increasingly activity-based. The new ways of working also
affect how employees navigate the office landscape. They may
not have a permanent seat and move around during a workday.
This all together makes it challenging to keep areas clean and
prevent the spread of viruses and diseases. Also, in an office
setting, we touch multiple surfaces — such as our keyboards,
computer, mice, phones and joint assets such as printers — that
can be contaminated with a pathogen. That's why it's more
important than ever to practice proper hand hygiene. Employees
should wash their hands frequently and properly throughout the
day, but especially:

» After nose-blowing, coughing or sneezing
» Before and after preparing food and eating
» After using the toilet or touching trash

Ensure that you provide your employees with a clean, well-
stocked handwashing facility and hand sanitizers.

You can promote proper hand hygiene in your facility in several
ways, including posting signs near the sinks, restrooms and
other high-traffic areas in the facility. Below are tools and
information to encourage proper handwashing and disinfecting
techniques among employees.

Resources
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Surface cleaning

High-touchpoints should be frequently cleaned and disinfected to help reduce the spread of infection. In an office
setting, we touch multiple surfaces — such as our keyboards, door handles, light switches and desktops. Here are some
cleaning tips for different areas within your building:

Overall: High-traffic areas with surfaces being touched often should be prioritized and cleaned frequently. Use
disposable cleaning cloths and change them frequently. Make sure your cleaning staff has effective cleaning
equipment and gear to protect themselves. Make disposable wipes for cleaning available so employees can clean
specific areas when needed.

Reception: Wipe high-touch surfaces such as door handles, touch screens and elevator buttons frequently. Keep
wiping solutions close by to make cleaning a swift and smooth task.

Office: Clean shared high-touch equipment such as keyboards, computer mice, printers and phones often and
ensure that surface cleaning is carried out regularly. Provide disposable wipes for cleaning so employees can clean
their personal space when needed.

Restrooms: Begin cleaning less dirty surfaces and end with the toilet and the floor. Use more than one wipe to
prevent spreading germs. Mops and sponges can harbor microorganisms, so cleaners should consider disposable
solutions.

Breakrooms: Clean the least dirty surfaces first and the floor last. Greasy or oily surfaces need to be cleaned with
hot water and professional cleaning detergents before being sanitized.

Below are additional resources to help you ensure that your office building remains safe for the people who work there.

Resources

The Value of Data-Driven Cleaning
for the Facility Services Industry
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Healthier buildings

All employees working in an office building should feel healthy
and safe, their wellbeing is a top priority for all of us. Facility
managers can help manage the risk of infection by promoting
good hand hygiene and cleaning more frequently and differently
from before.

Provide cleaning and hygiene solutions
Employees themselves will be more proactive in ensuring
surface hygiene, so provide disposable cleaning solutions that
allow employees to clean keyboards and other shared office
surfaces when needed.

Make operational adjustments
Make operational adjustments to limit the contact between
workers in your office building by:

* Extending office hours and asking employees to come
into the office in shifts. Add time between shifts to reduce
contact and to clean high-touch surfaces.

* Staggering arrival and departure times. Reduce the vol-
ume of people entering and exiting areas such as the lobby,
elevators and break rooms.

¢ Alternate days between working remotely and on-site.
Only half the workforce would be in the office on any given
weekday.

* Staggering workstations. Where possible, stagger
workstations in the office to physically separate workers.

* Limiting in-person group meetings. Meetings should be
held virtually as much as possible. For necessary in-person
meetings, employees should practice physical distancing and
proper hand hygiene.

Encourage use of protective equipment
Ensure that protective equipment is available where and when
needed, such as face masks and paper hand towels for those
who develop a runny nose or cough at work, along with closed
bins for hygienically disposing of them.

For facility managers and service providers, high-quality office
hygiene is the new standard. We have an opportunity not only
to meet but exceed this expectation and to enable employees to
take an active role in workplace hygiene.
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Dispenser placement recommendations

To secure a high hygiene standard in your office environment you can reinforce proper hygiene through optimal
dispenser placement. Make sure to place hygiene equipment in easily visible and accessible areas where there’s
a natural flow of traffic. Employees should not have to go out of their way to access those dispensers. While we
understand that every office is unique, here are some guiding principles for areas in your office space.

Reception areas

a Napkins
e Sanitizer
e Facial tissue
o Waste bins

Conference rooms

c Hand sanitizer
e Napkins
e Facial tissue
° Wiping and cleaning cloths
e Waste bins

Office areas

Sanitizer
Waste bins
Facial tissue
Wiping and cleaning cloths

Napkins

Restrooms

Toilet paper

Hand towels

Soap

Waste bins

Toilet seat cover

Sanitizer

Facial tissue

Breakrooms and
kitchenettes

Sanitizer

Waste bins

Hand towels

Wiping or cleaning cloths #

Napkins

Facial tissues
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Solutions for a healthy workplace

Hand hygiene solutions

Tork PeakServe® Continuous Hand Towel System offers

the highest capacity on the market with dispensers that can
be refilled at any time, helping you avoid run-outs and free
up time for cleaning. And with its one-at-a-time dispensing
you reduce the risk of contamination. Together with soap and
sanitizer*, you have a complete solution.

Surface cleaning solutions

Use Tork surface cleaning solutions such as Tork Surface
Cleaning Wet Wipes for efficient surface cleaning of high-touch
areas.

Find out more on:
https://www.torkusa.com/new-hyqgiene-standard/

Get in touch!

Based on our hygiene expertise, we can give you a tailored
recommendation to help you provide an even cleaner and safer
environment for staff, employees and visitors.

*Right now we have a limited supply of sanitizers.

For more than 50 years, we at Tork have been — and continue to be — committed to improving hygiene in establishments
around the world by developing and producing complete hygiene solutions and digital cleaning software.


https://www.torkusa.com/new-hygiene-standard/

