WHAT TO EXPECT
WHEN YOU RETURN

INTRODUCTION
Paramount Property Company is closely monitoring developments regarding the coronavirus (COVID-19) pandemic as it
continues to evolve.
We want to provide you with a update on the steps we are taking to mitigate the effect of COVID-19 upon the return to the
workplace. This handbook addresses priority health and safety concerns, including property-specific policies and procedures.
Our teams are working diligently to ensure a seamless transition back to the office while responsibly adhering to the safety
guidelines outlined by the Centers for Disease Control (CDC) and our local and state governments.
Please continue to enter you work orders and meeting reservations through Angus or email. Work orders will be processed by
priority and urgency within 24 hours.
We will keep you updated and greatly appreciate your understanding as we all do our best to stay healthy and safe.
Sincerely,
Jeff Wilkerson
Director of Operations
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WORKPLACE HYGIENE

As always, tenants are encouraged to keep their suites clean and professional in their appearance.
During the COVID-19 pandemic, public health officials have recommended additional cleaning and
disinfecting protocols that includes particular attention paid to frequently handled surface areas like
keyboards, desks, door handles, telephones, tables, and other common-area objects and surfaces.

Public health authorities recommend the following measures to potentially prevent the spread of viruses, including COVID-19.
Avoid close contact with sick people.

Practice good hygiene — for example, cover coughs
and sneezes with tissues and dispose of them.

Avoid touching eyes, nose, and mouth.

Clean and disinfect frequently-handled objects
and surfaces with disinfectant wipes.

Stay home if you are not feeling well.

Wash hands frequently with soap and water for at
least 20 seconds.

Disinfect hands regularly with alcohol-based hand
sanitizer (at least 60% alcohol).

Avoid close proximity to people in social and
public situations.

Be judicious about using public transport or
attending public gatherings — especially if you
are in a high-risk demographic.

Be aware and use good judgment.
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BUILDING OPERATIONS

UPON RETURN TO WORK, TENANTS CAN EXPECT THE BELOW MEASURES IN PLACE FOR THE TIME BEING.

COMMON CONFERENCE ROOMS
CLOSED UNTIL FURTHER NOTICE

IF APPLICABLE, COMMON CONFERENCE ROOMS
MUST BE BOOKED WITH ENOUGH TIME FOR
THOROUGH CLEANING BEFORE AND AFTER USE

DELIVERIES

PROPERTY VISITORS

PACKAGES MUST BE DELIVERED &
ACCEPTED TO INDIVIDUAL SUITES

VISITORS MUST ADHERE TO
SOCIAL DISTANCING & USE PPE

GYMS

CLEANING
Our essential teams have remained on-site
performing daily maintenance and increased
cleanings in common areas and tenant spaces.
Upon returning to work, tenants can expect the
following measures in place for the time being to
promote prevention and safety:

•

Enhanced cleaning in building common areas
(bathrooms, elevators) and high-touch areas (door
knobs, railings, light switches, cabinet knobs, etc.)

•

Upgraded cleaning products for disinfection

•

Hand sanitizer available in common elevator lobbies
and building entrances (as supplies are available)

•

Janitorial staff will strictly adhere to cleaning
guidelines issued by the Centers for Disease Control
and Prevention. Where necessary, additional
janitorial service will be provided to the building

•

Anti-bacterial hand soaps in all bathrooms

•

HVAC system filters have been changed and coils
are scheduled for cleaning

POLICIES &
PROCEDURES
The following Policies and Procedures are guidelines to minimize contact and promote cleanliness
around work spaces and the building.
To support all tenants, we have provided suggestions for the following:

HEALTH & SAFETY

PLANNING YOUR DAY

EMPLOYEE POLICY

POLICIES & PROCEDURES
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EMPLOYEE POLICY

• Within your suite, each tenant company is responsible for outlining and enforcing guidelines around social distancing,
work hours, illness monitoring, and other health and safety procedures.
• In accordance with CDC, state, and municipal guidelines, tenants are requested to wear face coverings/masks while in
common areas.
• Signage will be in place encouraging occupants to take temperatures and self-monitor for illness and symptoms before
returning to work.
• Signage will be in place reminding tenants of CDC best practices, including social distancing guidelines.
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ENTRANCES & COMMON AREAS
• Elevator and lobby area will have place markers for social distancing.
• We will encourage elevator restrictions, limiting occupancy and encouraging six feet of separation. Depending
on the elevator’s capacity, this will likely mean only one or two people at a time.
• We encourage tenants to use the stairs. Please note that stairwells may be designated as “up only” or “down
only” in some buildings to control flow of traffic (with the exception of an emergency), and they are being
cleaned and disinfected regularly.
• Tenants will be responsible for their own package and mail delivery/pick-up processes.

POLICIES & PROCEDURES
HEALTH & SAFETY

PLANNING YOUR DAY

EMPLOYEE POLICY

We have implemented the following internal measures reflecting CDC and local/state government guidance:
• Providing staff with the equipment and training necessary to perform their jobs safely, including the use of personal protection
equipment;
• Conducting employee awareness training to help prevent initial or further exposure to the virus and keep detailed records of
when trainings were provided;
• Cross-training all staff to fill in when other staff members are out sick or caring for another individual who is sick;
• Offering flex hours and staggering staff shifts, per CDC and OSHA recommendations;
• Reducing face-to-face interactions between building staff, tenants, and vendors; and
• Encouraging employees to take their temperature before coming to the office.
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MORE INFORMATION
https://www.cdc.gov/coronavirus/2019-ncov/index.html
CDC Interim Guidance for Business and Employers to Plan and
Respond to Coronavirus Disease 2019 (COVID-19)

https://www.who.int/health-topics/coronavirus

https://www.osha.gov/SLTC/covid-19/
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CONTACT
GENERAL INQUIRIES
PHONE: (415) 567-3700
FAX: (415) 561-6801

OAKLAND MANAGEMENT OFFICE
PHONE: (510) 629-5860
EMAIL: contact@ParamountPropertyCo.com

paramount_property
Paramount Property Co.
@paramountpco

