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Description of Government Plan
▷ Link to the overall framework
▷ Link to Stage 1
▷ Link to Stage 2

Innovation Works will be able to open in Stage 2 
once our safety measures are firmly in place. 

https://www.ontario.ca/page/framework-reopening-our-province
https://www.ontario.ca/page/framework-reopening-our-province-stage-1
https://www.ontario.ca/page/framework-reopening-our-province-stage-2


What Changes Did We Make?

Physical Distancing

▷ Implementing one-directional walkways on all floors in order to 
maintain 6ft of distance at all times [see Appendix A].

▷ To accommodate social distancing, we have reorganized and 
meticulously measured the distance between all furniture on all 
floors.

 
▷ Sneeze guards at the welcome desk, tables and flex desks to 

ensure social distancing where 6ft apart is not possible.



What Changes Did We Make?

Cleaning and Airflow

▷ Additional 15 hours of professional cleaning per week: a day porter that will 
clean for 3 hours daily. This is on top of our regular cleaning of the building 
each night.

▷ Supplement professional cleaning by having our staff/volunteers clean 
during the morning and afternoon shift, in order to ensure high touch 
surfaces are cleaned every two hours.

▷ Spray bottles filled with cleaner that is known to kill other human 
coronaviruses will be placed throughout the building so people can wipe 
down their own work spaces.

▷ Increased our HVAC filter changes from 4x/year to 6x/year.

▷ Windows open where possible to increase airflow. 



Cleaning Instructions
Buckeye Eco Neutral Disinfectant is a multi-purpose, neutral pH, broad-spectrum germicidal 
detergent designed for use in hospital, healthcare and industrial settings at ½ oz. and 2 oz. per 
gallon of water. Buckeye Eco Neutral Disinfectant is ideal for routine germicidal cleaning and 
floor care maintenance. With a use-dilution pH of 7.0 ± 0.2, Buckeye Eco Neutral Disinfectant 
will not attack floor finish. Buckeye Eco Neutral Disinfectant is proven to kill Human 
Coronaviruses with a 1 minute contact time.

DIRECTIONS:
1. Remove heavy soil deposits from surface. 
2. Thoroughly spray surface with E23 spray bottle. Spray 6–8 inches from the surface, rub 

with a brush, cloth or sponge. Do not breathe spray. 
3. Let solution remain on surface for a minimum of 1 minute. 
4. Rinse or allow to air dry. 
5. Food contact surfaces must be thoroughly rinsed with potable water. 

Note: This product must not be used to clean the following food contact surfaces: utensils, 
glassware and dishes. 
Source: https://www.buckeyeinternational.com/media/2465-e23-lit.pdf
SDS: https://www.buckeyeinternational.com/media/ECO6023CE.pdf

https://www.buckeyeinternational.com/media/2465-e23-lit.pdf
https://www.buckeyeinternational.com/media/ECO6023CE.pdf


What Changes Did We Make?
Personal Protection

▷ Hand sanitizer dispensers in all high traffic locations (the Commons, the kitchens, etc.) as 
well as on both sides of every door in both stairwells.

▷ As per the City of London by-law, face masks are mandatory in all public spaces. We ask 
that co-tenant members and guests bring their own reusable face masks, but we will 
provide single use masks available for those who need them.

▷ If you are alone in your designated office, you do not have to wear a face mask. If anyone 
enters your office it is required. If you are behind a physical barrier such as plexiglass you 
are not required to wear a face mask.

▷ All doors that do not need to be closed for safety reasons will be propped open to limit the 
touching of hot surfaces like door handles.

▷ Distributing plastic door openers that can be used to open doors without touching the 
handles.

https://www.thingiverse.com/thing:4224156


What Changes Did We Make?

Contact Tracing & 
Capacity Monitoring 

▷ Daily check in/out at the welcome desk required.

▷ All individuals entering the building will be asked to self-screen for 
COVID symptoms. We are having some fun with an “I’m (back) in” 
post card for you!

▷ Set capacity limits for each floor, which will be monitored by volunteers.

▷ Implementation of a workspace reservation system for flex-desks - all 
flex-desk users required to book a space before coming into the space 
to ensure social distancing.



Outbreak Procedure
In the event of a co-tenant or staff member testing positive for 
COVID-19, the following measures will be taken:
▷ The building will be closed for 24 hours to allow for deep cleaning.* This will be 

announced via email.
○ This deep clean will include fogging our building, as well as cleaning with a 

virus killing, anti-bacterial, anti-fungal cleaning solvent proven to kill other 
human coronaviruses.

▷ We will hand over our sign in/out logs to the public health unit in order to help 
them finish case tracing as quickly as possible.

▷ The health unit will identify who came into contact with the person who is 
infected and will notify 1) anyone who should be tested for COVID-19, and 2) 
anyone who should stay home and self-isolate. 

▷ The building will open after 24 hours unless we are advised otherwise by the 
health unit. Those who were not contacted by the health unit may come back to 
the building once the 24 hours have passed. Those who were contacted by the 
health unit are asked to stay home and to follow the health unit’s instructions.

▷ When Innovation Works re-opens after 24 hours, we will move to Return Stage B 
protocols, regardless of what stage we were in before the outbreak.

* The Health Unit advises cleaning after an outbreak, but does not require building closure. The full 24 hours of closure 
for deep cleaning is an extra precaution on our part



Outline of Four Stages

▷ Click below to access our Four Stage 
Back to work plan

https://innovationworkslondon.ca/sites/default/files/InnovationWorks%20-%20Four%20Phase%20Return%20to%20Work%20Plan%20FINAL-4.pdf
https://innovationworkslondon.ca/sites/default/files/InnovationWorks%20-%20Four%20Phase%20Return%20to%20Work%20Plan%20FINAL-4.pdf
https://drive.google.com/file/d/1WS0xnQEeTIfM4_wpOoThF92ECka9VsmS/view


Return Stage A: Building closed, 
essential services only



Return Stage B: Partial re-open, Work 
From Home recommended and waves



Return Stage B: Entry Waves
We continue to take a cautious approach. We will be re-entering the building for 
Return Stage B in three waves rather than all at once: Members with 
offices/permanent desks will be the first to come back, followed by flex members 
as the second wave, and visitors/non-members will not come back until the third 
wave. This could be in weeks or days, we will need to assess as it happens and 
you will be notified. 



Floor Capacity/Meeting Room Capacity



Table Types: 
Flex desks/Commons high top tables: 4 people, one in each 
quadrant of sneeze guard
Hives: 2 people with sneeze guard
Commons low tables: 2 people with sneeze guard
Couches: One person 
Welcome desk: One volunteer

Room Types:
Kitchens: Maximum 2 people
Bathrooms: One person at a time
Printer areas: One person at a time
Elevator: One person at a time
Phone rooms: One person at a time

Innovation Works Staff will be the primary 
observers of protocol



Floor Capacities (excluding permanent 
offices, meeting rooms, and phone 
rooms):
Basement: 3 in kitchen/quiet space; one at a time for mail
First Floor Commons: 23 people
Second: 24 people
Third: 22 people
Fourth: 8 people

Innovation Works Staff will be the primary 
observers of protocol



Kitchen Rules: 
● Only two people at a time in the kitchen: one at the 

sink/dishwasher/counter and one at the fridge/island.
● When storing items in the fridge, co-tenants must wipe down their own 

items with disinfectant/wash at sink before eating and must wipe the 
handles of the fridge with disinfectant when finished.

● We encourage co-tenants to bring their own dishes and take them 
home each night.

● Dishes may not under any circumstances be left in the sink - please 
wash by hand immediately, add them to the dishwasher, or use your 
own dishes that you will bring home at the end of the day.

● Communal food will not be permitted - please only eat your own food 
and put it away when you are finished.



Flexdesk Booking Instructions: 

Instructions for booking Flex Desks:
1. Navigate to innovation-works.officernd.com or use the “Co-Tenant 

Member Sign-In” link at the top right of the Innovation Works Website.
2. Log in using your credentials. If you have never logged in please email 

aleest@pillarnonprofit.ca to activate your user account.
3. Once logged in click on Flexdesk Booking on the left side of the screen.
4. Use the calendar to book the flexdesk you want by clicking and dragging. 

You may filter by floor. Lower numbers are closer to the King St side of 
Innovation Works, Odd desk numbers are on the elevator side of the floor.

5. Click book now.
6. You should receive a confirmation email, check to ensure the details are 

correct.

mailto:aleest@pillarnonprofit.ca


Flexdesk Booking Instructions: 

1. Click book now
2. You should receive a confirmation email, check to ensure the details are correct.



Bathroom Rules: 
● During stage 2, only one person will be permitted in each bathroom at a time. 

Every washroom in the building will be treated as gender-neutral.
● We are working on implementing a mechanism of indicating when the 

bathroom is in use (ie. a light that turns on/off)
● This tool can be used to limit the touching of bathroom door handles (we will 

be ordering 100 of them!)

https://www.thingiverse.com/thing:4224156


Return Stage C: Back to Innovation 
Works, With Caution



Return Stage D: Post Covid



Transition Between Stages

● This plan is designed to be agile: we can move 
forwards through the return stages if COVID-19 cases 
continue to decrease, and we can move backwards 
through the return stages in the event of a second 
wave.

● Every two weeks we will provide an update as to 
whether we will (a) move back a stage, (b) move into 
the next stage of reopening, or c) stay another two 
weeks in the current stage.

● We are monitoring government recommendations on 
an ongoing basis.



Tips For Large Offices
● If you have many employees working in close quarters, 

consider working in shifts
○ Allow employees to continue working from home if they 

are able
● Have your employees self-monitor symptoms 
● Have your employees let you know if they are feeling unwell

○ Allow employees to work from home if they are unwell
● Here are some resources on how to wear face masks properly
● Avoid shared food in the workspace; bring your own dishes 

each day and take them home each night

https://covid-19.ontario.ca/self-assessment/
https://www.who.int/emergencies/diseases/novel-coronavirus-2019/advice-for-public/when-and-how-to-use-masks


Have Questions?
Check out our FAQ page

Digital Town Hall

Date: Wednesday, July 8th
Time: 11:30am-1:00pm

Location: Zoom 
REGISTER HERE

https://www.innovationworkslondon.ca/return-to-work-FAQ
https://us02web.zoom.us/meeting/register/tZUqf-muqz0vH9OVdpkaVf62Vxz-3kkQM6vw


Thank you!



Appendix A - Floor Plan
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