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I. Executive Summary
The intention of this resource guide is to establish a foundation of information, best practices and new guidelines that will help tenants as the stay at home
restrictions are lifted and we work to re-occupy the workplace. This is a collaboration between FoxRock Properties and our tenant community as the migration
back to the place of business gets underway. The re-entry will look different for every organization, with phased approaches, and the mix of returning
employees will vary, but one thing is clear; the management of this process is without precedent.
This resource guide outlines best practices, and new policies and procedures that will be implemented in the coming weeks to address the safety and
wellbeing of our tenants and visitors. These policies have been considered with guidance from governmental and regulatory agency guidelines.
We know much of this situation is fluid, and we will continue to learn more in the coming weeks and months. We will continue to follow the state guidelines
and CDC recommendations closely and look forward to sharing more information and updates as they become available.
We look forward to working together as we implement the re-occupancy plan and welcome you all back to the buildings.
Thank you for doing your part to help us provide a safe and healthy working environment.
Sincerely,
FoxRock Properties Management
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II. Working Together To Reopen The Workplace
We value our relationship with our tenants, and believe this relationship is truly
important now more than ever, as we successfully work together through the unique
challenges this pandemic has created.

Health & Safety
The health and safety of our building occupants is a top priority and will
be treated as a shared responsibility. There are environmental and
behavioral changes that will need to happen in the workplace.
Please see reference guide on next page, outlining some best practices
for environmental and behavioral changes for both the building and
tenant workplace.
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Environmental Best Practices

Behavioral Best Practices

Install Sanitizing Dispensers in common areas and entryways
to tenant office spaces

New office handshake, wave, elbow bump or hand over heart

Reduce seating in conference rooms, minimize occupancy
metrics in reservation systems

Keep it light- limit items coming from home to the office and
vice versa

Additional waste receptacles and cleaning supplies in open
spaces, conference rooms, kitchen areas

Clean desk policy- reduce items on desks and horizontal
surfaces

Signage to support new social distancing best practices and
new guidelines

Use cell phone instead of office phone

Reduce seating in common and lobby areas, limit outside
meetings that can be done virtually

Wipe down computer, keyboard, mouse, phones, and other
high touch equipment in offices and open spaces

Reduce touch points, hold open doors where able, and
install toe pulls

Ensure office lay out promotes social distancing best practices

II. Working Together To Reopen The Workplace
Communication
Please provide an employee contact as the Health & Safety Representative. This person should be able to
communicate the tenant internal policies and support the building policies and procedures for health and safety
issues related to building and tenant operations. This can be the same person that holds other duties with FoxRock
Properties related to building operations.

Please send this contact information to:
Megan Calabrese
mcalabrese@foxrockproperties.com
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II. Working Together To Reopen The Workplace
Incident Response
FoxRock Properties has an Incident Response Team in place, led by our Safety & Compliance Officer, Jack Martz,
responding to all issues related to reports of positive COVID-19 cases throughout the portfolio. It is imperative
FoxRock and tenants work closely on all notifications for potential and positive cases of COVID-19 so that our
team can react and respond in a timely manner.
Please contact the following people to report an employee that has become ill, or tested positive for COVID-19,
along with any questions related to this subject:

Megan Calabrese
Director of Property Management
mcalabrese@foxrockproperties.com
781 228-1235
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or

Jack Martz
Safety & Compliance Officer
jmartz@foxrockproperties.com
781 738-4750

II. Working Together To Reopen The Workplace
Personal Safety Protocols
The following policies will be in place for all tenants and visitors of the building. Signage will be posted
throughout the property as a reminder of these policies:

Face Masks or coverings will be required to
enter the buildings. These must be worn in
public areas throughout the building.

Limit office guests whenever possible by
utilizing virtual meetings or conference
calls.

Adherence to 6 foot social distancing
policies in all public, common areas
including outdoor areas
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Frequent hand washing and sanitization is
recommended

Stay home if you are sick, or experiencing
any symptoms related to COVID 19

III. Preparing The Building
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III. Preparing The Building
Building Re-Opening Inspections
In preparation for the re-occupancy of tenants, the FoxRock Property Management team has a Building
Re-Opening Checklist that each engineer will complete over the following weeks. The systems included
on this list are:
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•

All Mechanical Systems

•

Elevators

•

Fire and Life Safety Systems

•

HVAC Units and Central Plant

•

Potable water; toilets and faucets

•

Site drainage

•

Roof and Building Exterior

All FoxRock staff have been trained on the new OSHA guidelines
related to COVID-19 and Infectious Diseases, these have been
incorporated into our regular safety trainings.
All staff will be wearing the proper personal protective
equipment (PPE) and following all guidelines for workplace
safety.

III. Preparing The Building
Vendor and Contractor Protocols
We have updated our standard Building Rules and Regulations as it relates to vendors and contractors working in the
building to include new guidelines from OSHA and local authorities related to :
•

Minimize risk and enforce social distancing

•

Require proper personal protection equipment (PPE) be worn at all times while working at FoxRock Properties buildings

•

Designated entrance for all contractors and vendors

•

Request all internal policies from contractors and vendors to ensure they align with the building protocols

A separate document outlining the Vendor and Contractor Protocols related to COVID-19 will be circulated to each
tenant, to be shared with all vendors or contractors wishing to perform work in the building or on the premises.
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III. Preparing The Building
Cleaning-Sanitizing-Disinfecting
In conjunction with our cleaning vendors, FoxRock Properties has a plan to economically increase the building
cleaning services, with a focus on increased frequency, higher visibility and improved processes for sanitizing and
disinfecting.
The following are new protocols implemented at each building:
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•

Additional day cleaning staff to provide disinfecting of all common high touch points throughout the building i.e. Door pulls,
handrails, elevator buttons, common area surfaces, touch pads

•

Increase in frequency of routine bathroom checks and cleaning throughout the day

•

All cleaning staff will be required to wear the appropriate PPE while working in the building.

•

Utilize electrostatic sprayers to disinfect large areas

•

Provide tenant a one-time disinfecting cleaning of the leased premises prior to re-entry

•

For additional cleaning services inside your leased premises, please contact your Property Management team and they will
provide the cleaning contact for your building.

III. Preparing The Building
HVAC Systems and Air Quality
In conjunction with our third-party HVAC vendors, below are the steps taken in preparation of building reoccupancy and additional ongoing management of the HVAC systems. These protocols are per guidelines set by
ASHRAE (American Society of Heating, Refrigerating and Air Conditioning Engineers).
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•

All HVAC coils and units are thoroughly cleaned and disinfected.

•

All Air handlers and Fan Powered filters are being changed and converted to a higher density to minimize the airborne
pathogens flow through the HVAC systems.

•

Increasing the air exchanges in the building throughout the day.

•

Opening the economizers to introduce more outside air to the buildings.

•

Reviewing additional technology for options to improve air quality throughout the buildings.

III. Preparing The Building
Lobbies, Common Areas, and Amenities
In accordance with the State ordinance, as it relates to our Building lobbies, common areas and amenities,
the following protocols will be in place until further notice:
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•

All building lobbies will display signage with the specific building protocols and best practices for maintaining safe
distance.

•

Shared conference rooms will be closed until further notice.

•

Cafes will remain closed with more information to follow on changes to future operations.

•

Fitness Centers will remain closed until further notice, in accordance with the State guidelines.

•

Outdoor seating areas will remain open, with less seating capacity and reminders to follow social distancing
protocols.

•

Deliveries will be limited to the loading dock entrance, where applicable, and required to contact tenants prior to
entering the building.

III. Preparing The Building
Building Operational Changes
FoxRock Properties is constantly evaluating new technology and improvements to
enhance building wide health and safety. We are excited to bring you the following
changes as we welcome you back to the buildings:
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•

New signage displaying all building protocols and friendly reminders for proper hygiene and
social distancing guidelines.

•

Sanitizing dispensers located throughout common areas and outside bathrooms.

•

Step and Pull devices installed on bathroom doors to minimize the use of door handles
when possible.

•

Ensure all faucets and toilets are hands free in common area bathrooms.

•

Tenant care package including disinfecting wipes and “clean tool key” to assist efforts of
wiping down phones, computers, desktop items and further limiting the need to touch door
pulls, elevator buttons and touch pads.

IV. Resources and Reference Guides
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IV. Resources and Reference Guides
As you prepare to bring your workforce back to the building, please see below for resources to assist with
the planning of your tenant workspace:
BOMA International Coronavirus Resource Center: www.boma.org/coronavirus
Massachusetts Guidelines for Reopening and Phase 1 summary:
https://www.mass.gov/info-details/reopening-massachusetts
https://www.mass.gov/doc/reopening-massachusetts-phase-one-summary/download

“Coming together is a beginning; keeping together is progress; working together is success”
-Henry Ford

19

