SAFELY
REACTIVATING
THE WORKSPACE

A SAFE AND
HEALTHY WORKPLACE

The health, wellness and peace of mind of our
clients and staff is our top priority. We are
committed to delivering a productive
workplace experience in an environment that
promotes and protects your well- being.
The following space reactivation plan offers
sensible solutions and procedures designed to
help navigate these unprecedented times. Our
plan is multi-faceted and takes into
consideration recommendations from industry
experts, government agencies and industry
group best practices.

GUIDELINES FOR A SAFE WORKSPACE
Six-foot distancing to be respected and maintained throughout the space
A mask or face covering is required when not in a private office. There are masks at front desk if needed
Frequent hand washing is encouraged
Meetings with an alternate seating configuration is the best practice
Until further notice, Phone Booths will not be in service
Where possible, day offices will be available for private phone calls and to encourage distancing measures.
This will be at no charge at this time
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GUIDELINES FOR A SAFE WORKSPACE
Two-person maximum occupancy in restrooms, signage posted outside
FedEx / UPS / Messenger will be delivered to a designated delivery station in reception area or
elevator lobby for clients to pick up
Mail will be sorted and delivered to clients based on individual preference
When leaving a common area (meeting room / lounge/ restroom/ day office), it is suggested as a
courtesy to wipe down any surface as needed with provided supplies.
Food Deliveries will follow building guidelines, and we will assist to streamline this for our clients.
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In addition to the placement of sanitation, hygiene,
and disinfectant supplies, there will be directional
flow arrows, floor stickers and other wall mounted
wellness prompts.
Locations and supplies may be modified over time
based on use, the space and changing guidelines.

AIR QUALITY
Based on recommendations from mechanical engineers, our HVAC vendors,
and other professionals, the following modifications have been made:
•

Increased fresh air circulation along with daily "flush out" of the system

•

Continue to use pleated filters, including MERV-13+, where possible

•

Filters to be changed on a more frequent basis

Further enhancements being evaluated as well for efficacy and feasibility:
•

Ultraviolet Germicidal Irradiation (UVGI) within ductwork

•

HEPA rated standalone filters and cleaning tools

•

Ionic air purification
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CLEANING PROTOCOL
Disinfection, cleaning and sanitation supplies are distributed
throughout the space and we have expanded our daily staffing.
•

Hand and disinfecting wipes have been strategically placed to wipe
down surfaces, open door handles and for general use

•

Hand sanitizer and antimicrobial soaps available throughout the
space via touchless dispensers

•

Sprays and towels to be available to use after meetings, inside
offices or elsewhere

•

Once the NYS Stay at Home order is lifted, there will be a
comprehensive deep cleaning of the space.

•

Frequent cleanings of high touch surfaces with EPA approved
disinfectants

•

Increased frequency of wipe downs for touch points in bathroom

•

If clients would like any special cleaning protocol, please let us know
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TOUCHLESS EXPERIENCE
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The space has been retrofitted, where possible, to increase efficiency
and reduce 'touch points' for a safer environment.

•

Where possible, plumbing has been changed to automatic/ touchless

•

Installation of foot pulls for restroom doors

•

All towel / soap / sanitizer dispensers are now automatic

•

Common area and egress doors kept open where possible

•

Where touchless is not possible, hand wipes will be placed to facilitate

•

Installation of anti-microbial and copper tape in selected areas
(Copper is an EPA registered Anti-microbial surface)

BUILDING PROCEDURES
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We have been in close contact with building management. They are taking a
proactive approach and have put in place the following procedures.

•

Hand sanitizer stations in the lobby

•

Limited elevator capacity with directional signage

•

Six-foot distancing prompts and directional signage

•

Attendant to press elevator button for a touchless entry, when possible

•

Masks required upon entry of the building

•

Food deliveries to be handled in lobby behind reception desk

•

All building staff to wear masks and gloves

TRANSPORTATION
Traveling to the office is a common concern for all. We have
been working on some options for our clients to evaluate.
•

We have been in contact with several local garage operators
and have information on monthly rates and prepaid options. If
you would like us to share our parking research and resources,
let us know ASAP as we anticipate parking to be in high demand
as NYS relaxes the restrictions. The more clients that are
interested, the greater the discount we might be able to achieve.

•

For Clients wanting to bike to the office, we will have dedicated
bike storage on our floor. For those that wish to use this service,
please reach out so we can inform you as to how this will work
logistically with the building.
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IDEAS & SUGGESTIONS
While each client will have their own strategies and procedures, we thought it would be helpful
to provide additional insight. If you have interest in any of the below, please let us know and
we can help you evaluate, implement and/or share our thoughts.

•

Furniture repositioning and de-densification

•

Acrylic desktop panels / dividers

•

Individual HEPA / UVC / PCO air filters for private offices

•

Anti-microbial surface products – tapes, hardware, sanitizer, etc.

•

Portable UVC lights to place in office when unoccupied

•

If possible, create alternate scheduling strategies to reduce the
number of people in the space and in private offices
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ONGOING RESPONSE + COMMUNITY EFFORT
Managing the health, wellness and safety of our space is not a
one-time effort. We will constantly assess the guidelines and
procedures to ensure our staff and clients feel comfortable, safe
and healthy. We will continue to check in with our consultants,
experts and industry peers to maintain real time, effective standards.
Please note that to ensure everyone’s well-being, a comprehensive
commitment and “buy-in” from all clients is needed and we
appreciate your attention to this in advance.
If you have any questions or concerns don’t hesitate to let us know.
We are here to help everyone through this uncertain time.
212-588-1700 // info@helixworkspace.com
Looking forward to seeing you soon!
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