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Savills Office FiT
Returning to the office will involve learning a new set of behaviours and
working in new ways. KKS Savills are experts in design and planning, which
enables us to provide you with the most effective solutions to adapt, evolve
and improve your workplace to deal with the impacts of the covid-19
pandemic and an increase in remote working.
SAVILLS
OFFICE FiT
Adapt, Evolve, Improve

ADAPT: EASING BACK
TO THE OFFICE

The Savills Office FiT report offers complete workplace expertise from their UK, EMEA and
Global Platform. It is a guide to help occupier clients ease back into what will be a new ‘working
from office’ norm.
The Savills Office FiT guide covers the following chapters:

CLICK IMAGE FOR SAVIILS OFFICE FIT ONLINE
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The management of the transition of working from home to a Working from Office. The
requirement for Space Re-Plans to get occupied space Office FiT for reoccupation. The need
for a ‘Well Desk’ Policy that respects the need for social distancing and safeguards the health
and wellbeing of your people. The importance of early landlord and tenant engagement to
agree new procedures and protocols for building access, use of shared common services and
the inspecting, testing and cleaning of base building and tenant specific services installations.

Adapt
Quickly adapt the use of existing floor plans to allow for a
safe partial return to the office based on physical distancing
guidance.
Evolve
Consider changes that can be made to the workplace, both
physical and technological, to deal with the ‘new norm’.
Improve
Take opportunities to improve ways of working and occupying
office space based on revised and reviewed remote working.
.policies
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Adapt: Space Re-Plans
KKS Savills Office FiT Fix services include:

Plan A

Plan B

Plan C

Safe distance & circulation

Roadmap the risks

Identify the tasks

Work setting usage &
Highlighted areas that have
circulation routes that help to high, medium and low levels
maintain sufficient distancing. of shared use for hygiene
protocols.
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Best locations for work
activities that support a
‘mobile’ or ‘agile’ workforce.

3

KKS Savills | Office FiT Fix Services

The following document outlines the planning services KKS Savills can offer to help adapt and ‘space
re-plan’ a workplace, ready for the first stages of occupation following government advice.

Fee Matrix

Services & Output
Plan A - Safe distance & circulation
Work setting usage & circulation routes
that help to maintain sufficient distancing.

Plan B - Roadmap the risks
Highlighted areas with levels of
shared use for hygiene protocols.

Plan C - Identify the tasks
Best locations for work activities
that support a ‘mobile’ or ‘agile’
workforce.

One plan per floor highlighting:
• Safe circulation routes
• Reduced usage for all work settings
• Number of active & inactive seats

One plan per floor highlighting:
• High use
• Medium use
• Low use

One plan per floor highlighting:
• Individual tasks
• Group tasks
• Confidential tasks
• Focused tasks
• Wellness rooms

Output as a colour PDF file in landscape orientation.
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Fees to produce the KKS Savills Office Fit Fix report are based on the size of a typical floor
and the quantity.
Small

Medium

Large

Floor plate size
up to

1,000 sqm / 11,000
sqft

2,500 sqm / 27,000
sqft

5,000 sqm / 54,000
sqft

1 - 5 floors

£2,500

£2,750

£3,000

6 - 10 floors

£3,750

£4,125

£4,500

11 - 15 floors

£5,000

£5,500

£6,000

Requirements
Clients must provide up to date floor plans featuring furniture, ideally in dwg file format or
alternatively in pdf file format. We require confirmation from the client that the location
of the furniture indicated on the provided plans is accurate. If this cannot be confirmed we
have the facility to carry out surveys. Visual quality of final report output depends heavily
on the quality of the plans provided.
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Plan A: Safe distance & circulation
Identify safe seat usage
In order to stay within government guidelines of social
distancing, work settings will require a reduction of seats
depending on the size and dimension of desks, offices,
meeting rooms and collaboration furniture. Plan A will
demonstrate how popular work settings can reduce seat
capacity and follow government advice (approximately 2m or
6ft per user as of 1 May 2020)

Open plan
work stations
Generally sized at 1.8m to 1.4m
wide. Reduce the use by every
other seat in a chess board /
checker board style layout. Ideally
used for long periods of individual
tasks.

Quiet rooms & small
meeting rooms

Medium & large meeting
rooms

Maintain or reduce to single
person use for confidential work.

Depending on size and shape,
meeting rooms can continue
to accommodate group tasks,
especially with an increase in
conference and video calls to
colleagues and clients outside of
the office. At least 50% of seats
should be unused or removed.

Booths / pods
Normally used by small groups
to huddle together closely, these
work settings will now only safely
accommodate one person for
individual or semi-private tasks.
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Offices
Small offices should maintain as
single person use for confidential
tasks. Where large enough,
offices can be shared by two
people to take conference &
video calls.

Team tables / benches
Generally found in collaboration
spaces, drop in zones and social
areas, these work settings may
still be large enough to allow
for semi-private group tasks and
more than one person at a time
working individually for short
periods.

Note: Depending on existing corridor widths and distances between desks, it may
not always be possible to maintain a clear 2m distance at all times. Users of the work
space should be advised to be cautious and respectful when passing next to and
behind other users, keeping time spent under 2m to a minimum. Extended distancing
can be applied at client request.
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Plan A: Safe distance & circulation
Typical open-plan work floor

Circulation
To maintain sufficient social distancing and avoid unnecessary contact, create a circulation
route that promotes one way traffic where possible. Encourage the use of stairs, rather than
lifts. Where possible, identify one set of stairs to travel up and the other to travel down the
building.

IT /
data

Note: in the event of an emergency evacuation, all occupants should revert to escape
procedures already put in place by their employer and/or building manager and use escape
stairs as intended in the event of fire.

wc

store
wc

Down

tea
point

lift

goods
lift
lift

lift

lift

copy
print

collaboration spaces

coats & lockers

One way corridor

Two way corridor

Up

Stairs

Down
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Desks 		

81

Offices

2

Total 		

83 of 166 (50%)

Other seats

51 of 127 (65%)

(collaboration, breakout, booth, benches, etc)

copy
print
quiet rooms

Up
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Plan B: Roadmap the risks
Areas of shared use

Typical open-plan work floor

Identify the areas within your workplace that have high, medium and low levels of shared use.
Areas such as lifts and WCs are high use and touched by many through the day. Cleaning and
hygiene protocols should follow the hierarchy of risk.

IT /
data

High

Tea
point

Lifts / lobbies / WCs / showers / stair
cases / tea points / copy points

Store

WC WC

Goods
lift
Lift

Lift

Lift

Lift

Copy
point

Collaboration spaces

Coats & lockers

Medium
Meeting rooms / quiet rooms /
collaboration furniture / coat stores /
lockers

Copy
point
Quiet rooms

Low
Desks / store rooms / IT / data rooms
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Plan C: Identify the tasks
Be ready - be respectful - be hygienic

Typical open-plan work floor

The sharing of meeting rooms, quiet rooms & breakout space is normal but this will now
extend to the sharing of desks and offices for most. To best accommodate a ‘mobile’ or ‘agile’
workforce it helps to identify the tasks and activities involved and the locations in which they
can be best performed and accommodated.
Fixed desks
Depending on an employee’s role, mobility and specific IT or physical
needs, it may make sense to classify some desks as ‘fixed’. Start by
identifying those who cannot share desks and allocate the correct
number of desks in relation to the company ‘back to work’ policy.

Individual tasks
To be performed at open plan desks, for long periods of work,
and team table or benches for shorter periods. Tasks may include
computer and paper based work, one to one phone calls, video calls
& general work conversations.

Confidential tasks
If your phone or video call is of a personal or confidential nature
move into an available quiet room, booth or small meeting room that
is sized for single person use. Don’t take up a space that could be
used more efficiently by a greater number of people.

Group tasks
Due to an increase in conference calls and video calls, all pre existing
rooms & offices that are large enough should be allocated for these
tasks. Ideally these rooms should be fitted with audio & visual
equipment.
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IT /
data

Focused tasks

Tea
point

Designate a ‘quiet zone’ and stick to the rules - no phone calls, no
ring tones, no video calls, no chatting.

Store

WC WC

Goods
lift
Lift

Lift

Lift

Lift

Copy
point

Collaboration spaces

Personal storage
Ensure there are designated areas to store & pick up personal
belongings for employees, this will be essential to maintain the
appropriate cleaning standards at the end of each day. If on floor
lockers are not available, allocate available cupboard space or
unused desk spaces to hold personal desk caddies, storage boxes or
pedestals.

Coats & lockers
Copy
point
Quiet rooms

Wellness room
Employee health is paramount. Designate a room on each floor,
ideally near a point of exit or goods lift. This will help isolate those
who feel ill or unwell to rest and isolate before exiting the building
safety for themselves and others.

Bike storage
An avoidance of public transport may increase the numbers of
cyclists beyond the capacity of a buildings bike racks. Be prepared by
allocating areas on floors to house bikes, scooters etc.
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Plan C: Identify the tasks
Getting through it together

Typical amenities floor

Approximately 20 -30% of space within offices are designed for meetings, gathering and group
tasks. Although large meetings, seminars & events may not be held for the near future, it will
still be possible to make good use of the available space that you may have to support other
tasks while still following social distancing guidance.
Employee social area
Social areas will be very important to allow colleagues to meet again
in person, albeit at a safe distance. Cleaning regimes and hygiene
stations may need to be increased, making them visible and accessible
to all users, in such high traffic areas.
Loose furniture can be rearranged and lunch times can be spread over
more hours to help maintain safe usage.
Social areas can also be used for additional informal working and
meeting spaces throughout the day, but be aware it will get noisy
considering colleagues may not have seen each other in person for 2
to 3 months or more.

Servery

WC

WC
Fixed meeting
rooms
Goods
lift

Servery

Meeting room suite
Whether for internal colleague meetings or external client use,
meeting rooms should reduce seats by at least 50%. The increase
in conference and video calls will require all rooms to be fully fitted
with audio and video equipment that is easy to use and connect with
personal devices to avoid sharing and unnecessary contact.

Kitchen

Lift
Cafe / social area

Lift

Lift

Lift

Reception

Maintain an up to date room booking system and allow for time
between bookings to clean. Make it clear to users that the room has
been cleaned and is ready for use. Users should be vigilant to book
the right size room for the right number of people and always delete
bookings if they get cancelled.

Multi-function rooms

Multi-function rooms
With little to no need for very large meetings, these rooms can be reconfigured and re-purposed as additional individual desk space, social
spaces or storage rooms for furniture that has been removed from
other areas to help maintain social distancing.
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About KKS Savills
KKS Savills is a London-based interior architectural practice with a global
reach. We advise a wide variety of clients on design strategies that deliver
effective and enjoyable environments that support business performance.

Our focus is on the best interests of the occupier, their business and work space efficiency.
Our goal is always client value.
Good design starts with a strong strategy.
Everything we do is backed by detailed market knowledge and cutting-edge research.
We are considered thought leaders in best practice and our expertise informs our
occupier strategy, development advisory, interior architecture and design solutions.
A unique creative studio, we offer director-led involvement throughout a project.
The practice was founded by Katrina Kostic Samen in January 2004 and KKS joined
the Savills group of companies in 2019. The current leadership team is the only
all-female-led interior architectural practice in London.
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With developers, we work to ensure buildings function as flexible assets. For occupiers,
we create spaces that function as efficient business tools which express brand and culture.
As interior architects we design environments that are enjoyable to live and work in.
Our experience in each area informs our expertise in all.
From the inside out, we provide a total solution to the challenges of real estate.
Though our clients come to us with a specific service in mind, they often discover
we can add value at every stage of their project.
Whether we’re offering advice on development consultancy, occupier strategy,
or interior architecture we can make your space work for you.
www.kks-space.com
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Additional Services

The diversity of individuals, businesses, office designs and locations means that every return
to an office will present unique combinations of challenges. No single guide will provide all the
answers.

Make your challenges our challenges and we will use our
innovative global resources to address them.

Savills Office FiT is the framework within which global experience and evolving best practice
can be individually applied to our clients unique needs. Savills is and will continue to apply them
to our own offices and staff.

Occupier Services

Jeremy Bates
Executive Director
+44 (0) 7968 550 349
jbates@savills.com

Getting your space Office FiT
for re-occupation

Adapting to new occupational
needs

Keeping your office running

Savills project management, workplace
consultants and KKS Savills design
services are working within the Office
FiT framework to assist clients in the
adaptations for easing the workforce
back into offices and the continueing
evolution and improvement of
workplace layouts, designs and
strategies.

In an extremely short timeframe,
Covid-19 has potentially changed the
short, medium and long term office
occupational needs of businesses. Savills
lease, agency and PIVOT advisory
teams will help clients consider
the implications and identify the
opportunities to adapt to the new
occupational needs of their business.

Office working environments
require a complex myriad of activities
and functions to keep them running
in a clean, safe and efficient manner.
This was true prior to Covid-19 and
remains true now. Savills Property
Management and FM advisory teams
are working within the Savills Office
FiT framework to adapt the activities
and functions necessary to keep clients
offices running with the new challenges
presented by Covid-19. their business.
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Project Management / Building Consultancy

Mark Walsh
Director
+44 (0) 7790 832 755
mark.walsh@savills.com

Simon Collett
Executive Director
+44 (0) 7870 555 877
scollett@savills.com

Paul Davies
Director
+44 (0) 7870 555 708
pdavies@savills.com

KKS Savills Design & Workplace Consultancy

Property Management / FM Consultancy

Katrina Kostic Samen
Director
+44 (0) 7813 883 338
katrina.kosticsamen@kks-savills.com

Nick Herward
Executive Director
+44 (0) 7870 555 717
nherward@savills.com

Dan Gardner
Associate Director
+44 (0) 7940 460 821
daniel.gardner@kks-savills.com

Alex Reynolds
Director
+44 (0) 7870 555 827
areynolds@savills.com
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Expenses/Hourly rates/PI
Expenses
Our total fee does not include reimbursable expenses incurred in connection with the project,
assuming that the distribution of all information, including presentation material, will be
electronic.

Insurance Details
Assured:

London

Expenses not included in this fee may be:
•

Photography, computer-generated images (CGI) animations or CGI visuals.

•

Models

•

International postage, delivery and shipping

•

Travel to client, site and project meetings

•

International travel, hotel and sustenance

Insurer:

KKS will submit our invoices on a monthly basis, payable within 30 days.
KKS reviews billing rates in January of each year and reserves the right to adjust rates for new
work commissioned outside of the scope of services within this document.
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W1G 0JD
SPF Private Clients
City Place House
55 Basinghall Street
London

Terms & Conditions
KKS will submit our Standard Appointment Document for consideration.

Savills plc
33 Margaret Street

Limit of Professional Indemnity:
Employers’ Liability Insurance:
Public / Products Liability Insurance:
Territorial Limits:
Jurisdictional Limits:

EC2V 5DX
T: +44 (0) 20 7330 8511
pstenning@spf.co.uk
£5,000,000 any one claim
£10,000,000
£25,000,000
Worldwide including USA & Canada
Worldwide including USA & Canada
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KKS Savills
32-34 Great Peter Street
London SW1P 2DB
United Kingdom
+44 (0)20 7799 8300
kks-space.com
@KKS_Savills
KKS Savills

