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General Counsel Column
Ten Tips for Human Resources When Moving an Office
By Emily Q Shults & Kathryn M. Hindman
New office space—whether larger, smaller, more efficient or greener—means exciting change. A successful relocation
can provide an opportunity for businesses to better utilize resources, reenergize staff, and better position themselves to
meet challenges. Our law firm is presently making a highly anticipated move into redesigned, LEED Platinum offices
and is consequently reflecting on the question: how best can employers navigate and capitalize on an office move?
This article summarizes ten tips on how employers generally, and Human Resources professionals specifically, can best
prepare for and execute a successful move.

(1)

Plan and Prepare for Extra Work

A move has the potential to strain your company’s resources and preoccupy your staff, all while business should
continue as usual. Thus, it is important to remember that an office move, regardless of employer size, is a major undertaking and needs to be planned for: a little preparation goes a long way. Adding overtime costs on top of moving costs
may be unavoidable, but nonexempt staff should be reminded that time worked off their regular schedule (no matter how
“helpful”) must be pre-approved. Within the recent U.S. Department of Labor launch of a smart phone timesheet application to encourage employees to independently track their hours, employers need to be even more aware of “extra” time
worked by employees.

(2)

Identify Key Goals

Early in the move process, decision-makers should identify the key goals the relocation. Change can be an anxious time, both internally and to your clients. It is important to identify the key goals of the move early in the process so
that in the thick of the move, your team can keep those overarching positive goals in mind. It will also help in the decision-making process for smaller decisions later down the road. For example, if your one of the key goals of the move is
a commitment to a more sustainable workplace, this decision may impact the design of workspaces or the choice of new
furniture. If one more goal is to enhance efficiency for clients, make sure your marketing team relays that message.
Keep your clients informed.

(3)

Assemble a Team

It is important to identify key individuals who are invested in the moving process and the new workspace and
who are well-positioned to effect positive change. Your team should involve members of IT, human resources, management, and employee representatives. They need to talk to each other and not duplicate efforts. Decide how confidential
documents and medical information will be moved. If electronic information will be automatically purged for the move,
make sure key information is still available. This team should be tasked with identifying needed steps to implement the
move, communicating those steps, and evaluating current practices for consistency with the key goals of the move.
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(4)

Communicate Positive Change

An often unintended consequence of change is employee anxiety. Poorly communicated goals or reasons for the
move can have a very negative impact on employees and cause resistance to change, or worse, fear regarding their employment security. Work with your key team to develop an internal communication strategy that explains the reasons
for the move and focuses on the positive change that will be effected by the move. Perhaps the location is closer to public transportation or amenities, in a newer facility, or offers better parking, while still providing easy access for clients.
Whatever the advantages of the new location, focus on those positives and how each employee group will benefit from
the change. Do the same with clients and business leaders.

(5)

(Re)evaluate Current Practices

Moving office locations can provide rich opportunities to revaluate current office practices for efficiency and
utility. Perhaps the location is better suited to respond to client needs, so you can begin developing a better process for
client outreach, or the new location is more efficient, so you want to implement better file storage paper reduction practices. Create a timeline and task list for implementing any new practices. Although the timeline may extend into the
new location, focus on how the move will serve as a “step” in implementing a revised process.

(6)

It May Be Time to Evaluate Company Policies

Change of location can also be a catalyst for changing outdated handbook policies and employee performance
goals. Perhaps efficiency means that a reduction in workforce makes sense. Perhaps now is the time to start a social
media site, blog the new business direction or emphasize the new changes in the current business plan.

(7)

Involve Everyone

Employee involvement is critical to achieving a successful relocation. Human resources professionals are wellaware that employees respond better to change when they are engaged and involved in a process. After the key goals have
been identified, create several opportunities for employees to voice their opinions and provide input on the process and evaluation of practices. Similarly, identify individuals who can answer staff questions and provide a degree of “big picture” reassurance.

(8)

Plan for the Practical

Utilize all of your resources to put the move logistics in place. Create spreadsheets, checklists and make task
assignments so that individuals know which tasks are theirs, and when they need to complete them by. Make sure that
you devote enough resources to the practical, including facilitating the address change, technical support, restocking or
ordering supplies, and monitoring questions: these practical items will always consume more time than anticipated.
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(9)

You are still in Business

Don’t let the workforce forget that despite the move, you are still in business. Production and performance goals
are not on hold despite the transition. Clients need to be reminded, and reminded again about the new location and provided with directions and parking options.

(10)

Follow-up

After the new blinds have been hung, it is easy to forge forward and want to get back to business. Nonetheless,
in order to obtain the maximum advantage out of your relocation, build in a feedback and evaluation period into the
move timeline. After the moving dust has settled, schedule additional meetings with your key team and employees to
discuss whether the process went well, whether any outstanding concerns have been identified, and whether practice
implementation timelines are progressing. This is a time to invite clients to the new space to reiterate their importance.
Revisit your key goals of the move and assess whether the move has achieved those goals. Evaluate whether there are
additional things that you have learned about the new space that would help your business. And finally, relax and enjoy
your new space!
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