TENANT REINTEGRATION GUIDE

Supporting Your
Comeback
Rest Assured. Return Confidently.

OUR COMMITMENT TO YOU
720 King Street West

The health and safety of our tenants and community is of
top priority for Triovest.
We want you to feel confident about your return to the
building. To achieve this, our property management
team has created this Tenant Reintegration Guide that
outlines an action plan developed specifically for this
building.

UPDATED FEB 24, 2021

Letter from the President & CEO
There is a popular quote from Helen Keller “Alone we can do so little;
together we can do so much.”
Here we all are living it in real time.
We have quickly realized that we are all in this together as we confront
circumstances that could not have been anticipated at the onset of this
crisis. To combat this pandemic, we must work cooperatively to improve
the situation. It’s a collective responsibility and I’m proud to share that
Triovest is doing its part.
Teamwork is a core value of Triovest, and this includes working with our
tenants and the public to ensure the safety of our communities. Safety and
wellbeing are our top priorities and they have guided our efforts to
ensure our tenants can access and return to Triovest-managed properties
with confidence.
I can assure you that the Triovest team has the agility and expertise to
navigate successfully through these times. In fact, Triovest’s team was
involved in developing BOMA’s original Pandemic Response Plan in
2008. Experienced planning is only one component of our strategy. The
rest lies in rapid execution, proper communication, and the willingness of
our communities to engage in efforts to proactively limit the spread of the
virus by following Public Health guidelines and best practices.
Today, all businesses are facing similar challenges. How we begin to
reintegrate our businesses into a post-lockdown world will be every bit as
new and challenging an undertaking as was our original response to the
virus. Rest assured that the Triovest team is prepared to welcome our
tenants back and our buildings are ready. Your building experience may
be different but Triovest’s commitment to meeting your needs remains
the same. We are committed to working with you to make your
reintegration process as smooth and safe as possible.
Proper planning, proactive cooperation and shared values of care and
concern will provide the foundation and inspiration for how we tackle this
new challenge together.

Ted Willcocks
President & CEO

THE ACTION PLAN

COMMUNICATION IS KEY
We believe that effective communication between our tenants and the property
management team is essential in coordinating a successful transition back to your
workspace.
We are committed to understanding the needs of our tenants and will continue to review
your reintegration plans with you and address any concerns you may have to ensure your
continued comfort and safety. We will continue to assess our Tenant Reintegration Plan
and will adapt in response to changing needs and continuous improvement.
A collaborative effort will ensure the best outcomes in maintaining building safety.

PREPARING THE BUILDING
The building will be implementing procedures to support
physical distancing for the recommended 2 meters. Triovest
will be following government and provincial health directives
to guide our approach.

Building Access and Traffic flow protocols:
• Foot Traffic Guidance: To support physical

distancing, we will be limiting building entry doors
and elevator access. Foot traffic recommendations
for flow management are required to reduce the
number of occupants in any one area.

• Communication: Posters, floor decals, and stanchions will be put into
place to help guide our occupants with the new physical distancing
measures. We will communicate updates to tenants based on the most
current information.

• Elevators: Masks and face coverings are mandatory in elevators. Use will
be limited to 2, 3, 4 people with masks due to cab size. Please plan for
extended wait times to reach tenant floors. Signage will provide guidance
on safe elevator use.

• Temporary Closure of Amenities: To support physical distancing, a

temporary closure will remain in effect for building common areas such as
our lobby seating, where congregation of people may occur. Water
fountains will remain shut off.

• Stairwells: Stairwells will be designated with specific spacing

recommendations. Tenants with building access cards can use building
stairwells to travel inter floors. Cleaning of the stairwells will be maintained
throughout. In the event of an emergency, all stairwells will be down access
only.

• Sanitizer Dispensers: Additional sanitizer dispensers have been installed

throughout common areas including entrances, lobbies, parking, and public
washrooms.

• Personal Protective Equipment (PPE): Masks or face coverings are

mandatory for building occupants in common areas, elevators, and
washrooms and where physical distancing is not possible. Disposal
receptacles for masks and gloves will be available throughout the common
areas.

Janitorial Services:
• We have increased cleaning frequency and enhanced processes to disinfect high
touchpoint areas, including doorknobs, elevator buttons (interior/exterior), push plates,
revolving doors, and washroom doors.
• Janitorial providers are using Health Canada approved cleaning supplies for
sanitization.
• Janitorial specifications are available from your property management office. If you
require assistance with coordinating additional janitorial services, please let us know.
• Increased hand sanitizer units are installed throughout the property and are continually
monitored by janitorial staff for refills.

Mechanical & Building Systems:
• Optimized air filtration quality based on current ASHRAE Pandemic COVID-19
and Airborne Transmission Guidelines.
• Where possible, building preventative maintenance work within suite is being scheduled
after hours to support physical distancing.
• The operations team has prepared the building domestic water and mechanical systems for
tenant reintegration.

Security & Life Safety:
• Protective sneeze guards have been installed on building security desks.
• In the event of a fire or building emergency, building occupants are requested to follow
evacuation plans, and exit via their nearest exit stairwell to evacuate the building as quickly
as possible.
• The fire safety plan is available to tenants 24/7. Employees are encouraged to refresh
themselves with the building emergency response plans. In the event of a building
evacuation, due to immediate risk potential, evacuation protocols should take precedence
over pandemic protocols. Masks are recommended to be worn while evacuating, if
possible.

OPERATING PROTOCOLS
• Triovest staff and contracted third-party staff will be wearing masks in common
areas and in tenant spaces. Staff have been directed to maintain physical
distancing guidelines.
• Triovest and contracted staff are required to perform a self-evaluation before
entering the workplace. Tenants, occupants and visitors, are asked to do the same
prior to entering the building. Anyone feeling ill is required to stay home.
• Signage and decals are in place to encourage physical distancing in common
areas.
• Hand sanitizer units will be available in common areas.
• Grouped seating has been removed to encourage physical distancing.
• Tenants, occupants and visitors are encouraged to wash their hands frequently
with soap and water (for a minimum of 20 seconds) or use alcohol-based (greater
than 60% alcohol) hand sanitizer. Signage with handwashing recommendations is
posted in the washrooms.
• Procedures and recommendations supporting physical distancing will be assessed
regularly and modified as required.
• All occupants and visitors are advised to report any suspected or confirmed cases
of COVID-19 to Triovest. Confirmed cases will result in full sanitization of all known
accessed areas. Work will be completed in accordance with public health
guidelines. Tenant contacts will be notified of building occurrence. The privacy of
the company and individual will be maintained.
• Triovest staff will enter tenant spaces after hours as/if required for tenant service
requests in order to support building and tenant physical distancing plans.
Exceptions will be made for urgent situations. Triovest staff will wear masks at all
times in tenant spaces.
• Building frontline staff, contractors, and large deliveries will be directed to use the
freight elevators to alleviate traffic on the passenger elevators.
• Loading dock physical distancing protocols will be supported by decals, signage,
sanitization and PPE disposal receptacles to maintain safe workspace.
• Large deliveries must be scheduled with our Building Operator in advance.

OFFICE

TENANT WORKPLACE TIPS
• Encourage your employees and visitors to self-assess their health using a
checklist prior to commuting to the workplace.
• Stagger staffing, flexible start times, hours, shifts, rotations, to support your
physical distancing plan within your workspace and to reduce time spent on
public transit and building entry/exit rush hours.
• Keep sign in records for employees, visitors and contractors visiting tenant suites
for contact tracing.
• Review your floorplan in conjunction with your scheduling plan to ensure
physical distancing.
• Provide staff with masks for shared spaces such as elevators and washrooms,
where 6 feet / 2-meter separation is not readily available.
• Provide staff with an adequate supply of sanitization products to enable
maintenance of a clean workplace.
• Encourage virtual meetings and avoid gatherings and in-person meetings.
• Limit non-essential travel, non-essential visitors, and non-essential inter-floor
travel.
• Implement kitchen/ kitchenette physical distancing signage, and sanitization
protocols after each use.
• Address potential stagnate water issues in coffee and water lines that have not
been in use. Flush all sinks with both cold water (15 minutes) and hot water after
it reaches the maximum temperature (15 minutes) (30 minutes total per fixture).
• Dispose of past-due items in the refrigerator and ensure it is cleaned.
• Review your fire and life safety protocol procedures, ensure there is floor warden
coverage with reduced staff.
• Encourage boxed lunches over traditional catering on platters.
• Schedule deliveries, construction project work well in advance with property
management team. Ensure safe contractor work practices and protocols are in
place for COVID-19.
• Discuss protocols on suspected or confirmed COVID-19 cases with employees.

PANDEMIC / COVID-19 RESOURCES
World Health Organization (WHO)
Government of Canada – Diseases and Conditions
Centers for Disease Control and Prevention

PREPARING THE WORKPLACE FOR RE-ENTRY
BOMA Canada
ASHRAE
Preventing COVID-19 in the workplace - Employers, employees and essential service workers
Cleaning and disinfecting public spaces during COVID-19
Hard-surface disinfectants and hand sanitizers - List of disinfectants with evidence for use against
COVID-19

YOUR SAFETY IS OUR TOP PRIORITY

ADDITIONAL
INFORMATION
SITE PLANS
1.

FAQs

2.

Floor Plans / Foot Traffic Management

3.
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Supporting Your Comeback
FAQs
BUILDING & COMMON AREAS
Have building
hours or access
points changed?

The building is open and there are currently no changes to the building hours and access
points. Should access points change directional signage will be in place.

How will physical
distancing be
enforced?

We will not be policing physical distancing. We ask tenants, occupants, and visitors to
respect physical distancing guidelines at all times.

How are you
managing elevator
use while
practicing physical
distancing?

The biggest challenge in the tenant reintegration plan is transporting occupants to their
floors while practicing physical distancing. Elevator use will be limited based on cab size.
and masks or face coverings are mandatory - 2, 3, 4 with masks.

Is the stairwell
going to be open?

Stairwells will remain open for tenants with access cards. To access tenant space from
stairwells, the floor must have a card reader. In the event of a building emergency, all
stairwells are to be used for exit only.

Will the building
supply PPE to
tenants or
occupants?

The building will not be supplying PPE to tenants, occupants or visitors. We do
recommend that employers provide masks for employees to use in common areas
including elevators, stairwells and washrooms. Building PPE Suppliers: Global Sanitation
and Uline.

Is the Property
Management
Office open?

The Triovest management office continues to be open to serve tenants from Monday to
Friday 7 am to 6 pm. To promote physical distancing, we encourage tenants to call or
email our office instead of in-person meetings. Triovest would like to remind tenants to
continue to use our Service Connect system for placing maintenance requests. Please
note, Triovest will be attending non-urgent in-suite work orders outside of standard 9 am to
5 pm business hours to promote physical distancing. If you have any questions about
accessing Service Connect or placing a work order, please contact the property
management office. As a reminder, the building's operations teams are on site 7 am to 6
pm Monday to Friday. Building security hours are 24/7. All building staff will be wearing
PPE in common areas and tenant spaces.

How is physical
distancing
managed in the
loading dock?

Signage and decals will be used in the loading dock. Loading dock operating hours are 7
am – 6 pm.

Supporting Your Comeback
FAQs
Are there
contractor
protocols on site?

Contractors are required to adhere to Triovest’s Supplementary COVID-19 Site Protocol for
Third Parties (May 21, 2020) regarding safe workplace protocols. Contact your property
management team to discuss requirements. Contractors will be required to access site
workspace from freight elevators where possible.

Are there any
changes in the
building
evacuation plan?

There are no changes to the building evacuation plan. In the event of a building emergency,
all tenants should evacuate using the nearest exit. Occupants are encouraged to wear masks
when evacuating the building. Tenants are encouraged to view the building fire plan which
provides fire warden refresher training.

CLEANING MEASURES & PRACTICES
What extra
cleaning has been
put in place?

The frequency of cleaning has been increased and enhanced cleaning practices to
disinfect commonly touched surfaces are in place including, but not limited to
doorknobs, elevator buttons (interior/exterior), push plates, revolving doors, and washroom
doors. Janitorial providers are using Health Canada approved cleaning supplies for
sanitization.

How are tenant
spaces being
sanitized during
the day?

Janitorial services will continue to be provided after hours. Specifications of night time
cleaning includes additional sanitization of all cleared flat surfaces and touch points.
Employers are encouraged to implement a clean desk policy. Computers and telephones will
not be sanitized. Tenants may want to supply employees with disinfectant wipes to maintain
their workspaces and PPE equipment during the day. Tenants may also wish to incorporate
additional cleaning services. Please contact property management to coordinate.

Are you
implementing any
indoor air quality
measures?

Optimized air filtration quality is based on current ASHRAE Pandemic COVID-19
and Airborne Transmission Guidelines. There is no IAQ testing that will capture COVID-19.
Indoor air quality is tested annually at site as part of our commitment for healthy workplaces.

AMENITIES
Are additional
bike racks
available on site?

Due to probable reduced building occupancy, we will regularly monitor the requirement of
adding additional racks. Please use designated spots to park your bikes and avoid
transporting bikes up the elevators. Contact your Property Management team if you have
questions.

Does the building
have available
parking?

There are five guest parking spaces and tenant parking available upon request. Please
contact the Building Operator.

Traffic Management and
Directional Flow Example

Onsite Communication
MAIN LOBBIES AND COMMON AREAS

ELEVATOR SIGNAGE

STAIRWELLS

WASHROOMS

WE ARE LOOKING FORWARD TO YOUR COMEBACK!

