
 

VALLEY SQUARE RETURN TO WORK ROADMAP 

We miss you and look forward to seeing you soon. The Valley Square property management team 
is excitedly preparing the Buildings for tenants’ return to their physical workplaces. To that end, 
below are guidelines for tenants, as well as a summary of what the Property Management team has 
installed or prepared in the Buildings. Our goal is to create a transition environment that is safe, 
efficient, effective, and aligned to meet the needs of tenants, guests, and staff. The health and 
safety of the people who use Valley Square is of utmost importance and must be treated as a shared 
responsibility.  

BUILDING PREPARATION 
✓ Common areas, Lobby, restrooms, Amenity Center, Tenant Conference Room sanitized. 

✓ HVAC filters inspected and replaced with HEPA filters.  

✓ Outdoor condenser coils cleaned.  

✓ Social Distancing Decals installed on Lobby floor area and in front of elevators. 

✓ Water coolers turned off on tenant floors. 

✓ Day Porter on site for continuous cleaning of touchpoints, rotating throughout Valley Square.  

✓ Fire Towers opened for tenant ingress and egress. 

✓ Signs placed outside restrooms reminding occupiers of social distancing; signs placed inside 
restrooms reminding occupiers to wash hands for 20 seconds.  

✓ Designated Entry and Exit doors marked clearly.  

 

SOCIAL DISTANCING  
✓ No one permitted inside any Building without wearing a mask. 

✓ All occupiers, contractors, staff and guests required to wear face masks in Common Areas. 

✓ USPS, UPS, FedEx and other delivery personnel (other than food) will be allowed to deliver to each 
individual suite. 

✓ Curbside delivery for food. Tenants to meet delivery person outside of Building.  

✓ Property Management staff will wear masks and gloves when entering tenant’s suite. 

✓ Amenity Center Conference Rooms are limited to one tenant, per day, per room.  

✓ Due to the extensive cleaning needed in the Fitness Center after each individual use, the 
Fitness Center is closed until further notice.    

 

GUIDANCE FOR TENANTS 
✓ Print out your floor plan (Usually located on Exhibit A of Lease) 

o Identify spaces with highest risk of contamination. 

o Consider re-designing spaces, alternating desk/chair use. 

o Consider adding panels between desks. 

o Reduce capacity of spaces, e.g., remove some chairs from 
large conference rooms. 

✓ Consider phasing in employees, based on priorities. 

✓ Consider alternating workdays/weeks in the office. 

✓ Consider staggering arrival/departure times. 

✓ Enforce stringent cleaning protocols for shared spaces. 

✓ Prohibit use of small rooms or convert them to single occupant use 
only. 

✓ Consider temperature screening. 

✓ Provide sanitizer, wipes, and masks to employees. 

✓ Communicate changes designed to keep everyone safe and healthy 
frequently.  

RETURNING TO WORK AFTER ILLNESS 

1. Send home any employee who is sick 
whether or not they have been 
diagnosed with COVID-19. 

2. Notify other employees who may 
have been exposed (anyone with close 
contact within 6 feet of the employee). 

3. Protect the privacy of the diagnosed 
employee. 

4. Do not permit the employee to return 
to work until at least 7 days have 
passed since they first experienced 
symptoms or cleared by a physician. 

5. Continue to require employees to 
monitor themselves for symptoms and 
stay home if they exhibit any symptoms.  

 
Notify the Property Management office 
immediately so that the proper course 

of cleaning can be determined. 

 


