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Overview
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The “new” concept of desk sharing has become very popular due to its efficiency
and cost reduction abilities. Instead of having a permanent desk (one employee-
one desk ratio), an office has shared desks. A shared desk is simply a workspace
shared by two or more employees on a rotational basis. 

Certain workspaces are assigned to certain employees and these then take turns
to working in this workspace (e.g., a desk), while others are working at home or
remotely. In this way, only one person only ever occupies one desk/space at any
given time. 

R E A L L Y G R E A T S I T E . C O M

Before you start
The most important thing to consider before
you start, is your team. Ask yourself how they
are going to be affected by desk sharing, how
you are going to communicate this change to
them, and consider asking them what they
would deem necessary for such a change.
Including them in your decisions is the key to
successful desk sharing. 

Consider how you will be
delivering the news of this change

You will have to design a policy
and strategy to start this change

Think about creating a team or a
manager to handle this change

DELIVER THE NEWS

COMPANY POLICY

CREATE A TASK FORCE
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The Key is
Communication
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Before you implement desk sharing for everyone, it is worth
considering the following questions: Which departments should
participate in desk sharing? Are there some departments we can or
should leave out? Do we want to pilot desk sharing with a certain
department or space before we start? 

DEFINE A STRATEGY & POLICY

Desk sharing means focusing on organization so that it works for
everyone. This includes communicating a clear booking and
cancellation policy. Communicate to your employees that they will
need to book a desk/space before coming into the office and that
they have to cancel it, if they won't use it (including a (e.g.) 12-hour
cancellation policy).

BOOKING & CANCELLATIONS

It is normal for this change to have some road bumps. It's therefore a
good idea to select a person (or team) to manage these obstacles.
This person can be responsible to collect feedback, manage conflicts,
and implement constructive criticism or needs into changes. This
way, employees know where to go for any concerns, wishes, or
demands.

SHARED DESK MANAGER

A new policy should have clear rules and regulations before
implementation. For example: Structuring how many days you
expect employees to come into the office (at least 2/3 times per
week); implementing a clean desk policy (always wipe down surfaces
with antibacterial wipes after use); What are the COVID regulations
employees have to adhere to with shared desks?

RULES & REGULATIONS



Tech Tips & Tricks
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"Bring Your Own Device" – To make desk sharing easier, remove
computers/devices from the desks. Instead, encourage employees to bring
their own devices when they come into the office. You may have already
given each employee their own work device. Otherwise, ask them to
bring in their personal tablets/laptops/devices.
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INTRODUCE BYOD
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In order for BYOD to work, you have to ensure to have universal docking
stations. For example, include different charging ports and chargers on
every desk (for Macs/PCs). If you have screens on your desks, you need
to include different types of adapters as well. This also includes having
enough outlets for people to charge their devices.

UNIVERSAL DOCKING STATIONS

If you are implementing desk sharing, you need to find a way to organise
desk sharing. It's therefore imperative to invest in a desk booking tool
that allows employees to see when there is space to come into the office,
and book a desk before they do so. A tool like Seatti can help employees
find colleagues who are planning to come into the office, and have the
time and space to meet up and collaborate.

SHARED DESK BOOKING TOOL

As you are modernizing and probably digitalizing your office with the
implementation of desk sharing, moving away from wires, paper and
physical elements is necessary. Moving shared files into a cloud means
employees can access them whether they're working from home, or
moving around desks in the office.

CREATE A CLOUD



Facilitate Facilities
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01Desk sharing means dedicating a certain number of desks to be
shared between employees. If you are already implementing this
change, we recommend creating dedicated spaces. Two imperative
spaces are: Quiet Zones (no phone calls allowed, maximum
concentration, preferably further away from common areas) and
Collab Spaces (for teams, including open spaces and comfortable
seating). 

DEDICATED SPACES

02Some people might have to come into the office every day, or are
working with physical and confidential documents that they cannot
just leave lying around. Consider certain areas that are restricted to
desk sharing and that only that department can book. Usually, these
are departments, such as legal or HR. 

RESTRICTIVE AREAS

As great as diversity is, it also usually means different needs for
different people. But that's no problem for desk sharing. You just
have to consider making all desks adjustable and accessible for all
people. Adjustable seats and desks are great for people of different
heights. Higher desks also mean that they will be wheelchair
accessible. 

ADJUSTABLE SEATS & DESKS

Consider creating a space for storing certain shared (physical)
documents. So long as you implement the rule of keeping these tidy
and in order. You can also create a locker space and assign lockers to
employees (or keep them shared as well), for people to store certain
things they always want in the office. 

IMPROVE STORAGE
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We're always happy to tell you more about

the future of work or help you implement

your new hybrid working model.

We're just a click or a call away whenever

you need us. We'd also be very happy to

share our tool with you, which we believe

is the simplest and most efficient way to

facilitate hybrid work.

PAULA KOLLER ALONSO
Growth Manager
paula@seatti.co

To find out more information about our fully integrated Microsoft

Office 365 Management tool, visit our website!

www.seatti.co

To keep up to date with everything from hybrid work to flex office

management, follow us on LinkedIn!

@Seatti

To learn how our tool works, you can book a demo with one of our

team members and see for yourself!

https://calendly.com/paula-seatti/30min
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