
Office Layout Planning Guide: Designing 

Functional Workspaces 

1. Introduction: The Strategic Workspace 

A well-planned office layout is a fundamental driver of employee well-being and operational 

efficiency. Beyond simple aesthetics, the physical environment influences how teams 

communicate, focus, and innovate. As workplace strategy consultants, we view the office not 

merely as a collection of furniture, but as a cohesive ecosystem designed to support specific 

human behaviours. 

The objective of this guide is to help business owners visualise and equip their premises 

using a refined, zone-based methodology. By categorising your floor plan into functional 

hubs, you can eliminate "dead zones" and optimise traffic flow to reduce workplace friction. 

This guide provides the strategic framework and comprehensive checklists necessary to 

ensure every square metre of your space is intentional, professional, and fully supported. 

2. Zone 1: Reception (The Welcome Experience) 

Purpose: The reception area is the primary touchpoint for first impressions. It must articulate 

your brand identity with absolute clarity while prioritising guest comfort and security. 

Spatial Strategy: We recommend an inviting layout that balances a high-visibility 

professional greeting point with a relaxed waiting area. To avoid a "cluttered" entry, ensure 

the reception counter acts as a clear focal point, positioned to overlook the entrance without 

obstructing the natural path to the lift or stairs. 

Furniture & Accessory Checklist: 

• Primary Elements: 

o Reception counters (available in standard modular or bespoke custom 

configurations). 

o Breeze lounge seating for a contemporary, professional look. 

o Modular seating units to accommodate varying group sizes. 

• Support Elements: 

o Occasional chairs and ottomans for short-duration waiting. 

o Selena coffee tables (available in premium Veneer or durable Melamine 

finishes). 

o Laptop tables for visiting professionals needing a brief touchdown point. 

• Essentials: 

o Heavy-duty entrance mats for floor protection and brand maintenance. 

o Designer coat stands and planters to soften the architectural lines. 

Pro-Tip: Use office plants and planters to create soft boundaries between the waiting area 

and the reception desk, providing guests with a sense of privacy without the need for solid 

walls. 

3. Zone 2: Open Plan (The Productivity Hub) 



Purpose: As the engine room of the office, the open-plan zone is designed for high-density 

work. It must facilitate systematic efficiency while allowing for immediate team 

communication. 

Spatial Strategy: We suggest the use of "Systems" furniture to create a structured 

environment. To maintain focus, avoid placing back-to-back seating in high-traffic corridors 

where movement is constant. Instead, cluster workstations in "neighbourhoods" with at least 

1500mm of clearance between rows to allow for comfortable passage. 

Furniture & Accessory Checklist: 

Category Recommended Items 

Desking 
Systems steel or panel desks, focus desks, and ergonomic sit-stand 

desks to support postural change. 

Seating 
Team Strike Evo or Giro highback operator chairs; Chic Black or 

Skipper task chairs with adjustable mechanisms. 

Privacy & 

Organisation 

Soft polyester or fabric desk screens to manage acoustics; monitor arms; 

and modesty panels. 

Power Reticulation Desk-mounted power solutions and systematic cable management units. 

Pro-Tip: Implement ergonomic monitor arms in the open plan to clear desk real estate and 

ensure employees are working at the correct eye level. 

4. Zone 3: Executive Offices (The Focus Suite) 

Purpose: This zone provides a private sanctuary for high-level decision-making, confidential 

consultations, and periods of deep, concentrated focus. 

Spatial Strategy: The layout should distinguish between the primary work surface and a 

secondary area for hosting visitors. We recommend a "L-shape" or "U-shape" configuration 

to provide the executive with ample reach and a sense of authority, while keeping the 

secondary meeting area open and accessible. 

Furniture & Accessory Checklist: 

• Desking: Allure contemporary executive desks or similar premium styles. 

• Finishings: High-end Veneer finishes are recommended here to differentiate the suite 

from the Melamine finishes used in general areas. 

• Seating: 

o Premium highback executive chairs (e.g., Arco or Soul Mate in bonded 

leather). 

o Alek or dedicated side chairs for guest seating. 

• Storage: Matching executive wall units, bookcases, and mobile pedestals with 

locking mechanisms. 

Pro-Tip: Position the executive desk so the occupant has a clear view of the door, but avoid 

placing it directly in line with the entrance to maintain a sense of calm and privacy. 

5. Zone 4: Meeting Rooms (The Collaboration Core) 



Purpose: These spaces are the primary venues for internal teamwork, client presentations, 

and formal strategic sessions. 

Spatial Strategy: Clear sightlines are non-negotiable. Ensure that no seat at the table has an 

obstructed view of the audio-visual tools. As a standard design rule, maintain a 1200mm 

clearance around all sides of the boardroom table to allow for comfortable egress and 

movement during presentations. 

Furniture & Accessory Checklist: 

• Tables: Large boardroom tables (Veneer for formal settings, Melamine for internal 

use), meeting tables, and collaboration tables. 

• Seating: Cantilever visitors' chairs or medium-back conference chairs for long-

duration comfort. 

• Functionality: 

o Credenzas or servers for catering, refreshments, and hidden tech storage. 

o Mobile whiteboards or wall-mounted notice boards for brainstorming. 

Pro-Tip: Ensure your boardroom server is placed close to the power source to facilitate 

coffee machines or catering trays without trailing cables. 

6. Zone 5: Training Rooms (The Learning Environment) 

Purpose: A flexible space dedicated to skills development, workshops, and large-scale 

presentations. 

Spatial Strategy: Modularity is the priority. We recommend furniture that can be stowed 

away or reconfigured in minutes. Use flip-top or folding tables to allow the room to transition 

from a "U-shape" workshop to a "classroom-style" lecture hall. 

Furniture & Accessory Checklist: 

• Surface Solutions: Folding training tables and modular flip-top tables on castors for 

rapid deployment. 

• Seating: Stackable training chairs and tablet chairs (featuring integrated writing 

surfaces) for high-density sessions. 

• Tools: Mobile whiteboards, flipchart stands, and projection screens. 

Pro-Tip: When planning training rooms, always calculate seating capacity based on a 

'nested' furniture configuration to understand your maximum occupancy for large events. 

7. Zone 6: Canteen (The Refreshment & Social Zone) 

Purpose: A restorative space for breaks, informal socialising, and mental recharging away 

from the workstation. 

Spatial Strategy: To achieve a vibrant "café" atmosphere, vary the seating heights. We 

recommend a mix of standard dining-height tables for group meals and high-level pause 

tables for quick coffee breaks or informal stand-up chats. 



Furniture & Accessory Checklist: 

• Dining: Canteen tables, stackable canteen chairs, and cafeteria seating sets. 

• Casual: Barstools and high-level pause tables. 

• Hygiene & Waste: Dedicated waste bins for general litter and colour-coded recycling 

units. 

Pro-Tip: Specify chairs with wipeable surfaces (polypropylene or treated metal) to ensure 

longevity and hygiene in high-spillage areas. 

8. Zone 7: Acoustics (The Quiet & Privacy Zone) 

Purpose: Effective noise management is critical for productivity, allowing for "deep work" 

and private calls in increasingly transparent office environments. 

Spatial Strategy: Strategic placement is key. Position acoustic interventions near high-traffic 

paths or between collaborative zones and focus zones to act as a sound buffer. 

Furniture & Accessory Checklist: 

• Privacy Hubs: Mutebox or dedicated meeting boxes for private virtual meetings and 

phone calls. 

• Acoustic Treatment: 4Akustik® perforated timber-based systems, applied as wall 

cladding or ceiling baffles to manage reverberation. 

• Soft Boundary: Highback booth seating to create semi-private "pockets" for two-

person discussions. 

Pro-Tip: When installing acoustic pods or Muteboxes, always measure your floor-to-ceiling 

height and check for HVAC clearance to ensure proper ventilation. 

9. Storage & Filing (Cross-Zone Organisation) 

Maintaining an organised office is essential for a professional aesthetic and operational flow. 

Centralising storage reduces clutter in the primary work zones. 

Checklist: 

• Steel Storage: Stationery cupboards, 4-drawer filing cabinets, and multi-compartment 

lockers for personal effects. 

• Bulk Solutions: High-density bulk filing systems and open shelving units for archival 

storage. 

• Personal Storage: Lockable mobile pedestals and credenzas. 

10. Global Essentials (Universal Support) 

These accessories cross all zones and are often the difference between a functional space and 

a high-performance workspace: 

• Ergonomics: Carpet protectors (with or without studs), footrests, and keyboard trays. 



• Connectivity: Global power reticulation units and cable spines. 

• Atmosphere: Office greenery, planters, and coat stands to provide a "lived-in" 

professional quality. 

11. Conclusion & Planning Steps 

Applying a zone-based methodology ensures that every square metre of your office is an 

investment rather than an overhead. By aligning your furniture choices with the specific 

activities in each zone, you create an environment that fosters both individual focus and 

collective innovation. 

Take Command of Your Space Audit: 

1. Measure and Map: Walk your current floor plan. Identify "dead zones" where space 

is under-utilised or traffic flow is restricted. 

2. Audit the Inventory: Use the checklists above to cross-reference your current assets 

against the requirements for a modern, high-performance office. 

3. Consult the Experts: Contact your professional furniture provider for a tailored 

quote and a comprehensive layout consultation to transform these visualisations into a 

functional reality. 

 


