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A note from
Glenstar Property 
Management

On behalf of the entire Glenstar team, we hope you and your loved ones are 
staying safe and healthy. As we continue to shift our focus to returning to 
the workplace, we wanted to share the steps Glenstar is taking to prepare for 
an increase in building population. Our properties have continued to remain 
open throughout the COVID-19 crisis, and we have been working diligently to 
ensure a seamless transition from your home office back to the workplace.

 

Over the past several weeks we have assembled a taskforce of industry 
experts across a wide breadth of disciplines to assist in enhancing our 
building protocols and procedures in order to facilitate a safe and healthy 
environment for you and your employees. As part of the transition back to the 
workplace, we wanted to make you aware of some changes you will see upon 
returning to the building, including additional enhancements that are taking 
place behind the scenes.  

Tenant wellbeing is the highest priority for Glenstar. 

The Glenstar Return to the Workplace Playbook is designed to provide 
our tenants a framework of new protocols and best practices for building 
readiness. In the absence of national standards or codes for COVID-19, this 
document takes into account current guidance coming from WHO, CDC, 
OSHA, ASHRAE and other industry-leading organizations.

This document is not intended to be a specification manual and may be interpreted and/or modified based on 
federal, state and/or local ordinance, and is subject to change.  Due to the unique nature of each property, there 
may be additional items communicated by the Glenstar Property Management Team as it pertains to your specific 
building. 

This situation continues to remain fluid. As research and data on COVID-19 continue to develop, this document 
may be updated as government regulations and other COVID-19 health, safety and operational guidelines and 
standards continue to evolve. You can find our interactive PDF at https://glenstar.com/covid19/. Periodic updates 
to this document may be made as new information becomes available.

We thank you for being an integral part of the 
team to ensure a safe return to the office.
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ASHRAE

CENTER FOR DISEASE CONTROL

CITY OF CHICAGO

CITY OF DALLAS

DEPARTMENT OF LABOR

STATE OF ILLINOIS

STATE OF TEXAS

WORLD HEALTH ORGANIZATION

OCCUPATIONAL SAFETY & 
HEALTH ADMINISTRATION

There are still many 
unknowns with 
COVID-19 -
Please continue to 
keep up with the 
latest information and 
guidelines 
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BUILDING ENTRY

ENTERING THE BUILDING

• Exterior signage will indicate which doors are 
designated for entry and exit. This designation 
is intended to establish clear, separate paths for 
entry and exit without significantly inconveniencing 
occupants

• Stanchions, barriers, and/or signage may be used to 
dictate paths of travel through common areas to help 
facilitate social distancing

• If longer queues into the building are required, 
stanchions and/or signage may also be placed on 
exterior paths outside building entrances to prevent 
overcrowding of interior spaces

• Hand-sanitizing dispensers and waste receptacles 
have been placed in lobbies and will continue to be 
added at elevator banks and entry/exit points as 
supplies continue to become more readily available

• Carpeted floor matting may be replaced with rubber, 
composite or other easily cleanable materials

• Extraneous lobby furniture that may interfere with 
ingress/egress traffic patterns and queuing has been 
removed

• Where possible, hand operation of doors and badge 
handling has been adjusted to reduce touch points

• We are increasing frequency of cleaning of all high 
traffic areas and high touch surfaces

VISITOR CHECK IN & SECURITY

• Tenants should communicate to employees and guests 
to stay home if they are not feeling well

• Stanchions, barriers, and/or signage will indicate 
queuing space at the check-in desk for visitors at 
buildings with visitor management

• The check-in/security desk will have limited access 
points and glass/acrylic screens between visitors and 
staff

• Security will take visitor information but not physically 
handle IDs 

• Public touchscreens may be disabled. If utilizing a 
touchscreen is required for navigating the building, a 
staff member will be stationed there to assist tenants 
and visitors

• We are increasing frequency of cleaning of all high traffic 
areas and high touch surfaces

ADDITIONAL 
CLEANING INFO
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VERTICAL TRANSPORTATION

KEY INFORMATION

• Staggering the start and end time for employees can 
help to alleviate pressure on vertical transportation 
during peak times

ESCALATORS

• Signage will indicate where to stand on 
escalators to maintain distancing

• We are increasing frequency of cleaning of all 
high traffic areas and high touch surfaces

STAIRWELLS

• Stairwells will be open and activated for inter-
floor traffic wherever possible and practical. 
Doors may be propped opened where possible to 
reduce the number of touched surfaces

• Stairwells may be designated as one-directional 
and should only be used in the indicated direction

• Tenants located in the lower floors of buildings 
should encourage their employees to use the 
stairs, as practical

• We are increasing frequency of cleaning handrails 
and door openers

ELEVATORS

• Stanchions, barriers, and/or signage will indicate 
queuing space at the elevators

• Elevators will have signage outside and inside the cab 
to indicate capacity and where to stand 

• Generally, we recommend 4 occupants per elevator 
cab. Each cab has been evaluated, so refer to posted 
signage to ensure elevators are at the allotted 
capacity

• The loading of elevators will be self-policing. We 
are relying on tenants and their employees to follow 
posted protocols for the wellbeing of themselves and 
others 

• Ceiling-mounted exhaust fans and base vents 
have been checked to ensure they are functioning 
correctly
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PARKING + AMENITIES

PARKING

• Tenants should reinforce to employees that safety 
protocols start the moment you leave your car 

• We have established clear paths of circulation and 
staging between garage elevators/exits and office 
building entries. 

• We are exploring ways to reduce touchpoints with 
garage entry and exiting

• It is likely that more people will be driving during 
this transition time and this will affect traffic and 
potentially parking demand. We will be monitoring the 
impact that has on our parking garages and lots and 
will notify you of any additional changes

AMENITIES

• Amenities will largely remain closed at the onset, based 
upon government mandates and CDC guidelines limiting 
gatherings of 10 or more, with continued evaluation of re-
opening timelines on a daily basis

• When amenities reopen, on a case by case basis and in 
accordance with governmental mandates, we plan to:

• Install stanchions and/or signage to indicate flow of 
traffic and distancing into and out of open amenities

• Lower the maximum occupancy level to help facilitate 
appropriate social distancing

• Place hand-sanitizing dispensers and waste receptacles 
at entry and exit points 

• Rearrange shared spaces as necessary to ensure proper 
social distancing

• Install glass or acrylic dividers between service providers 
and tenants/visitors

• Reduce touch points where possible

• Provide limited food service, once deemed appropriate 
and in accordance with governmental mandates. Self-
service and other food options will be reinstated when 
appropriate

• Increase the frequency of cleaning and sanitizing

ADDITIONAL 
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CORE + BUILDING SYSTEMS

RESTROOMS

• We are increasing frequency of cleaning of restrooms 
to 3 times a day in addition to overnight cleaning

• We are posting signs to encourage adequate hand 
washing and suggest utilizing alternate sinks to 
maintain distancing 

• We are locating touchless/open waste cans in easy to 
access locations

• When possible, keypads to access restrooms may be 
disabled

MECHANICAL SYSTEMS

• The primary goal with building systems is to ventilate 
spaces and then quickly remove the air from the facility. 
This is especially critical when dealing with airborne 
contaminates 

• We have increased the ventilation capacity of the 
building by opening the air supply and exhaust system, 
drawing in the maximum amount of outside fresh air 
possible at a given time in accordance with ASHRAE 
(American Society of Heating, Refrigerating and Air-
Conditioning Engineers) and CDC guidelines.  Studies 
have shown that additional outside air has a positive 
impact on occupant health

• Ensuring the use of the highest grade MERV (minimum 
efficiency rating value) filter available given the specific 
intended use to aid in purifying the building air 

• We will be monitoring, cleaning and disinfecting the 
air ventilation equipment with increased frequency 
and standards, specifically air filters, surface coolers, 
heaters, humidifiers, and condensate pan parts

• When thinking about who returns to the office, keep 
in mind that a reduced total occupant population will 
increase the effective dilution ventilation per person

• Systems will run for longer hours to further recirculate 
air

DOMESTIC WATER

• Note that, to date, the COVID-19 virus has not been 
detected in drinking water. Conventional water 
treatment methods that are already in place are 
intended to remove or inactivate microbial pathogens

• We have continued to routinely exercise all plumbing 
related fixtures to ensure a continuous flow of water 
through the pipes

• We are testing water systems more frequently for 
contaminants to account for lower loads and less 
water flow
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BUILDING STAFF

NEW PROTOCOLS

• We are redistributing building staff in order to provide helpful guidance to tenants and visitors, direct and 
control traffic in and out of the building properly, direct and control visitor traffic to the check-in desk, and 
control queuing at vertical transportation during peak arrival and departure times

• Staff will be trained on personal hygiene protocols, distancing & spacing protocols, fitting and wearing 
PPE, and new protocols around building deliveries. Staff will also cross train to be able to perform essential 
functions, allowing the building to operate if staff members are absent

• Building staff will coordinate with tenants on scheduling work order repairs and maintenance within tenant 
space to ensure proper distancing

• All staff will be wearing PPE when in common areas and tenant spaces

• When possible, building staff will enter the building through a separate entrance to reduce traffic at public 
doors

• Staff have designated areas to store and secure personal items in back of house spaces 

• Staff will sanitize work tools and equipment before and after each user

• We are consulting EPA approved disinfectant labels per OSHA recommendations for all cleaning supplies 

EPA CLEANING 
INFO
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CLEANING

GENERAL INFORMATION

• High touch surfaces such as elevator cab buttons, 
door handles, railings, handholds and restroom 
fixtures will be cleaned at least 4x per day during 
normal business hours in addition to overnight 
cleaning. Restrooms will be cleaned at least 3x per day 
in addition to overnight cleaning

• Cleaning will be scheduled to account for more flexible 
tenant hours, including potential shift work

• We have multiple resources available to respond to 
enhanced cleaning protocols associated with further 
confirmed cases of COVID-19

CLEANING SUPPLIES

• We are closely monitoring and maintaining inventory of 
janitorial supplies 

• Safety data sheets (SDS) will be available for all 
products in use to ascertain that the EPA registration 
number is on the CDC/EPA list

• HEPA vacuums will be utilized throughout the property 
with high efficiency particulate filters 

• We will utilize electrostatic sprayers at regular intervals 
to help disinfect higher-traffic common area spaces. 
Electrostatic cleaning is the process of spraying an 
electrostatically charged mist onto surfaces and 
objects allowing disinfectants to envelope objects that 
may not otherwise be reachable using a wipe-down 
method

• Courtesy hand sanitizer dispensers have been placed 
throughout the building lobbies. There has been a 
severe shortage of hand sanitizer nationwide with 
healthcare systems taking first priority, but as we 
source additional supply our intent is to continue to 
distribute supplemental dispensers throughout the 
buildings

• Our cleaning supplies have been evaluated to ensure 
alignment with CDC recommendations on deterring 
COVID-19. All disinfectants used will be registered with 
the EPA and approved by the EPA and CDC

JANITORIAL STAFF

• We are increasing the presence and frequency of 
janitorial personnel within building common areas

• We are working with our janitorial service partners to 
implement their preparedness plan, including staff 
management, PPE, employee wellness, hand washing, 
and maintaining distancing

• We are ensuring our janitorial teams are trained on the 
use of cleaning and disinfection chemicals

• Cleaning staff are prioritizing using appropriate 
disinfectants for the cleaning of high touch, common 
area surfaces

• Janitorial staff will wear PPE, including face coverings 
and gloves, when working in the common areas of the 
building and tenant spaces

EPA CLEANING 
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DELIVERIES

NEW PROTOCOLS

• We are evaluating if deliveries can be made to an alternate location 
in the building, with the goal being re-routing them away from 
building tenants

• When possible, we will be utilizing freight elevators at off-peak 
hours to maintain distancing while distributing deliveries to tenants

• We are utilizing designated food delivery areas to minimize 
outside vendors’ use of building elevators. We ask that customers 
coordinate food drop-offs/pick-ups in the designated area upon 
placing an order

• Please be advised that package delivery may take longer due to 
the need to deliver during off-peak hours
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Remind occupants to wear a mask Encourage occupants keep their hands sanitized
WEAR FACE COVERINGS SANITIZE

PRACTICE SOCIAL DISTANCING CDC GUIDELINES
Encourage occupants to practice social distancing Inform occupants of CDC guidelines

Please wear 
face coverings.

It will help stop the spread. 
Together, we can save lives.

Please wear 
face coverings.

It will help stop the spread.
Together, we can save lives.

Please wear 
face coverings.

It will help stop the spread. 
Together, we can save lives.

Please wear 
face coverings.

It will help stop the spread.
Together, we can save lives.

Sanitizer Station.
Please use often. Its free.

#ApartTogether

Apart, together.
Please be mindful of everyone around you.  

Give others some space.
Stay apart, but stand together.

#TogetherApart

Together, apart.
We can stop the spread together. 

Everyone makes a di erence.
Let’s stand together, but six feet apart.

Together,  
we can stop  
the spread.
Keep your distance, aim for 6 feet or more

Cover your cough or sneeze

Wash your hands often and for 20 seconds

Avoid touching your eyes, nose and mouth

Avoid close contact with people who are sick

If you are sick stay home

Wear a face covering in public 

To learn more visit CDC.gov/coronavirus

Together,  
we can stop  
the spread.
Keep your distance, aim for 6 feet or more

Cover your cough or sneeze

Wash your hands often and for 20 seconds

Avoid touching your eyes, nose and mouth

Avoid close contact with people who are sick

If you are sick stay home

Wear a face covering in public 

To learn more visit CDC.gov/coronavirus
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Start
Queuing 

Here
Enter Only

Exits located 
at XXX

Please Keep
6’ apart

A
Zone

Please wait 
here until 
directed

STOP
Entrance 

Closed

Exit Only 6′
STAND HERE

 Give yourself some ro
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ix 
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tects you and others. 

6′
STAND HERE

 Give yourself some ro

om. S
ix 
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 is
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 s
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e 
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. It
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tects you and others. 

Not this way.
Please use the other door.

Yes, this way.
Please proceed.

ADA-compliant 
entry and exit only.

Not this way.
Please use the other door.

Yes, this way.
Please proceed.

ADA-compliant 
entry and exit only.

Encourage safe distance queuing inside the entry, lobby, 
elevator bays and at the exterior of building

DIRECTIONAL WAYFINDING SIX FOOT DISTANCE FLOOR DECAL
Indicate paths of travel and which doors are 
activated for entry and exit
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Face this way please.

Face this w
ay please.

Fa
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Face this way please.

Face this way please.

Face this w
ay please.
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Face this way please.

Face this way please.

Face this w
ay please.
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Face this way please.

6′
Wait Here Please

Face this way please.

Face this w
ay please.

Fa
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 p
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e.

Face this way please.

4NO
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O
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H
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ELEVATOR FLOOR DECAL
Indicate placement, quantity and direction of people 
inside the elevator

MAX OCCUPANCY DECAL
Indicate the max occupancy of elevator at any given time

NO
 M

O
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H

AN

NO
 M

O
RE
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H

AN
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Indicate which amenities and 
resources are open and hours 
of operation

FOOD SERVICE + COMMON AREAS

FITNESS CENTER

Indicate flow of traffic and 
safe distancing into and out of 
amenities

Access to  
online  
workouts.

While Midtown Fitness has 
paused operations, you still 
have access to our virtual 

Access to  
online  
workouts.

While Midtown Fitness has 
paused operations, you still 
have access to our virtual 

Let’s stay 
apart, it’s  
temporary. 

We are doing our part to stop 
the spread. We have temporily 
paused operations but will 
reconvene when it is safe for 
everyone. We appreciate  
your patience.

Let’s stay 
apart, it’s  
temporary. 

We are doing our part to stop 
the spread. We have temporily 
paused operations but will 
reconvene when it is safe for 
everyone. We appreciate  
your patience.

Help us all 
stay safe. 

This space is temporarily  
unavailable. We are doing our 
part to stop the spread. Thank 
you for your patience.

Help us all 
stay safe. 

This space is temporarily  
unavailable. We are doing our 
part to stop the spread. Thank 
you for your patience.

AMENITIES + RESOURCESINTRODUCTION

SERVICES

HOW YOU CAN HELP

THE BUILDING

SIGNAGE & WAYFINDING

ADDITIONAL RESOURCES



PG 20

on
e 

w
ay

.

on
e 

w
ay

.

one way.

one way.

This is a one way. Sorry, wrong way.

one w
ay.

Designate the directions of 
stairs, and walkways and 
other intersections.

FLOOR DECALS
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It’s only 20 seconds.
Wet, lather, scrub, rinse, dry. 

Lets stop the spread.

Remind occupants to wash 
their hands properly

HAND WASHING DECAL
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HOW YOU CAN HELP

COMMUNICATION

• Communicate your re-occupancy plans with the 
Glenstar Property Management Team so that we can 
appropriately factor building re-population projections 
into our plans and procedures

• Consider staggering your employees’ starting and 
ending times as they return to work, which will help 
reduce foot-traffic in the elevators and common areas 
during traditional morning and evening rush periods

BUILDING INFORMATION

• Please advise your employees to be prepared by 
bringing their own personal face coverings when 
returning to buildings  

• Appropriate face coverings include any product that 
covers the nose and mouth, such as dust masks, 
scarves, and bandannas

• It is critical that face-coverings or masks be utilized 
in all applicable situations 

• Continue to alert your Glenstar Property Management 
Team as you become aware of any confirmed cases of 
COVID-19 for any employee that has been in the building 
within the past 14 days 

• Building visitors will not be restricted, but we encourage 
tenants to be mindful and limit visitors to only those 
deemed necessary 

• Our building procedural changes are intended to be 
self-policing by our tenants, visitors and guests. Kindly 
encourage your employees to follow the guidelines

PERSONAL PROTECTIONS

• We encourage the adoption of appropriate measures within 
your leased premises by advocating for adherence of CDC 
guidelines by employees including:

• Adequate social distancing

• Do not gather in groups

• Stay out of crowded places and avoid mass gatherings

• Wash hands often with soap and water for at least 20 
seconds; using alcohol-based hand gel with at least 60% 
alcohol if soap and water are not available

• Require employees to stay home if they have a fever over 
100.3 degrees Fahrenheit or do not feel well

• Avoid touching your eyes, nose, and mouth

• Cover your mouth when you cough or sneeze by using a 
tissue or your inner elbow, not your hands

• Clean frequently touched items such as desk, phones, 
office equipment, doorknobs and countertops with 
disinfecting spray or wipes;

• Clear horizontal surfaces so they can be accessed for 
effective cleaning

• Used PPE can be disposed of within your general trash, it does 
not need to be treated as medical waste

• Customized cleaning of personal space (desks, office 
equipment, pantries, private offices, etc.) within tenant spaces 
can be further discussed with, and arranged by your Glenstar 
Property Management Team, if so desired
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ADDITIONAL RESOURCES

SPACE PLANNING SOLUTIONS

ENVIRONMENTAL CONSULTING &
INDUSTRIAL HYGIENIST SOLUTIONS

FURNITURE SOLUTIONS

MECHANICAL SOLUTIONS

As you continue to evaluate your return to the workplace, please don’t hesitate to leverage Glenstar and our network 
of partners throughout the industry to assist you in navigating these unprecedented times. Your Glenstar Property 
Management Team is available to assist you with any of your space needs from modification of cleaning scope to pricing 
touchless equipment to assistance in sourcing personal protective equipment (PPE) for your employees.

 

Additionally, we’ve included the contact info for select service partners who we believe may be beneficial as a resource as 
you analyze further solutions within your space.  Your Glenstar Property Management Team can also place you in contact 
with further resources, as needed. 

Catherine McLain
Principal/Branch Manager
Phone: 713 203 7874
Email: Catherine.McLain@atcgs.com

Ashfaque Memon
Principal/Branch Manager
Phone: 630 918 4682 
Email: ash.memon@atcgs.com

Todd Baisch
Principal, RE Consulting Services
Phone: 312 577 7147
Email: todd_baisch@gensler.com

Zach Edwards
AIA, LEED®AP BD+C, Principal
Phone: 214 273 1638
Email: zach_edwards@gensler.com

Austin Bredrow
Operations Director
Phone: 773 988 1231 
Email: abredow@esdglobal.com

Jennifer Djikas
Senior Account Executive
Phone: 312 953 8998   
Email: j.djikas@henricksen.com
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Thank You
The entire Glenstar team would like to thank 
you for your continued support and partnership 
during these constantly evolving times.  We will 
continue to keep you apprised of any updates 
and/or revisions to building procedures and 
protocols as they become necessary. 

Together, we can ensure a comfortable and safe return 
to the workplace for our entire building community.

INTRODUCTION

SERVICES

HOW YOU CAN HELP

THE BUILDING

SIGNAGE & WAYFINDING

ADDITIONAL RESOURCES



55 East Monroe Street, Suite 3950, Chicago, IL 60603
+1 312 795 1800 | info@glenstar.com


