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Berkeley Castle
COVID 19
Health and Safety
Statement
Berkeley Castle and its staff are committed to
providing a safe and clean work environment
for its tenants and their visitors. We will take
steps necessary to prevent the spread of
COVID 19 and mitigate health risks. Our team
will stay informed and up to date on best
practices and will communicate as we learn in
order to support a safe and COVID free return
to work for our community and beyond.
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This coronavirus (COVID-19) company policy
is susceptible to changes with the introduction
of additional governmental guidelines. If so,
we will update you as soon as possible by email.
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Introduction
This company policy includes the measures
we are actively taking to mitigate the spread
of coronavirus. You are kindly requested to
follow all these rules diligently, to sustain a
healthy and safe workplace in this unique
environment. It’s important that we all respond
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responsibly and transparently to these health
precautions. We assure you that we will
always treat your private health and personal
data with high confidentiality and sensitivity.
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Health Considerations and
Potential Risks of COVID-19
COVID-19 is a new virus. It spreads by respiratory droplets of an infected person
to others with whom they have close contact, such as people who live in the same
household or provide care.
RISKS
Workplaces and businesses can contribute
to the transmission of respiratory pathogens,
such as the virus that causes COVID-19. It
is important for these settings to implement
appropriate public health measures to prevent
and reduce the spread of COVID-19 among all
those who may be present in the workplace
(e.g. employees, contractors, customers/
clients).
Epidemiologic evidence suggests this virus
transmits readily by respiratory droplets and
contact. This suggests that transmission in
a workplace/business setting could occur
directly via close contact or indirectly via
contaminated surfaces and/or objects.
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Individuals who have been infected with the
COVID-19 virus are able to transmit the virus
to others early in their illness, including in the
days before they develop symptoms (presymptomatic), and up to at least 10 days
after they develop symptoms. Some infected
individuals may have very mild symptoms,
or no symptoms (asymptomatic), but are still
able to transmit the virus to others, this means
that some infected individuals will be able to
infect others, but may not look or even feel ill
themselves. The estimated incubation period
for COVID-19 is 5-6 days on average, ranging
from 1 to 14 days.
Epidemiologic evidence suggests that COVID
-19 causes mild illness in most people (~80
%), with a smaller proportion of people
developing more severe disease including
pneumonia, and with some dying. People
at higher risk of complications and severe
disease include older adults and people with
underlying chronic or immunocompromising
medical conditions.
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Controlling the Risk
of Transmission

6

COVID-19 Safety Guidelines and Policies
Berkeley Castle

August 2020

Zones
Berkeley Castle has worked to engineer
an environment with a variety of controls
in place to mitigate risk and prevent the
spread of covid 19. In order to make rules
easily understood we have created zones
both in the building and in the outside and
surrounding areas. Each zone has its own
prevention measures.

Berkeley Castle
Ground Floor
COVID-19 Prevention
Measure Zones

7

COVID-19 Safety Guidelines and Policies
Berkeley Castle

August 2020

Zones
ZONE A
Zone A is red on the diagrams, it includes:
All indoor common and public areas within 2 Berkeley
Street and 250 Esplanade including
• all hallways
• stair wells
• washrooms
• elevators
• lobbies
• the loading bay /garbage disposal area.
• all spaces within 6 feet of main entrances and exits.
• underground parking elevator, stairwell and tunnel
Zone A Precautions
a) Mask or facial covering worn at all times
b) Social distancing must be maintained,
c) 
Hand washing stations will be made available in
lobbies.
ZONE B
Zone B is blue on the diagrams, it includes:
a) Courtyard space beyond 6 feet of main entrances,
b) Outdoor covered areas.
Zone B Precautions
a) Mask or facial covering strongly recommended but
not mandatory,
b) Social distancing must be maintained
c) Hands must be washed on main floor when entering
the building.
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ZONE C
Zone C is green on the diagrams, it includes all private
tenant spaces.
Zone C Precautions
Each office has a responsibility to create their own
safety policies and practices that adhere to Provincial
guidelines regarding Covid 19. Under Ontario’s
labour laws, employers must take every reasonable
precaution to protect the health and safety of workers.
This includes protecting workers from hazards posed
by infectious diseases.
• Tenants must communicate and enforce all Berkeley
Castle guidelines to their employees.
• Tenants must post their policies where their staff can
see it.
• Tenants must log and screen employees and visitors
each day that their office is open.
• Tenants must support their employees in maintaining
social distancing while at work.
• Tenants must provide hand sanitizing or hand washing
for their employees within their unit.
• Tenants are advised to stagger shift start times and
breaks to reduce high volumes of tenants in the
lobbies all at once.
• Tenants are advised to provide paper towel and an
open mouth receptacle near the main entrance of
their units.
• Tenants should provide their employees with cleaning
products for their desk and other high traffic areas
within their units.
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Cleaning and Reducing
Transmission on Surfaces
Berkeley Castle is paying special consideration to increase cleaning in all public
areas. The following areas will be cleaned
with a germ-killing disinfectant.
Note
Frequency will be monitored and adjusted based on traffic
patterns/usage. The following table provides key areas:
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AREA

SCOPE

ADDITIONAL
FREQUENCY

Entrances & Lobbies

Disinfect and Sanitize: Doorway
handles, glass, railings, security
desk, floors.

Patrolled throughout the day for
all major touchpoints. Overnight
sanitization and cleaning.

Elevators

Disinfect and Sanitize: Call/control
buttons (inside elevators and in
hallway lobbies), hand rails.

Patrolled throughout the day for
all major touchpoints. Overnight
sanitization and cleaning.

Stairwells

Disinfect and Sanitize: handrails,
and other major touchpoints.

Patrolled throughout the day for
all major touchpoints. Overnight
sanitization and cleaning.

Common Area
Washrooms

Disinfect and Sanitize: Faucets,
soap dispensers, paper towel
dispensers, toilet seats, disposal
bin covers/lids, waste receptacles
and door handles, light switches,
buttons and exit door handles.

Patrolled throughout the day for
all major touchpoints. Overnight
sanitization and cleaning.

Hallways

Disinfect all tenant door knobs

Once daily

Parking Garage

Disinfect and Sanitize elevator
buttons, doorway touchpoints, and
railings in stairwells.

Patrolled throughout the day for
all major touchpoints. Overnight
sanitization and cleaning.
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Hand Hygiene and
Respiratory Etiquette
Berkeley Castle will supply hand washing
stations at each main lobby entrance of both 2
Berkeley Street and 250 The Esplanade. After
signing in ALL visitors or tenants must wash
their hands before entering the stair wells or
elevators.
In addition to hand washing when entering
the building, we strongly encourage tenants
to use either their private sinks or the washroom sinks to wash their hands regularly
through out the day. Please use paper towel
to as a barrier between your hand and door
knobs when exiting the washroom. Berkeley
Castle will supply open mouth receptacles in
hallways where you can place the used paper
towel. Please leave public sinks tidy and dry
after use.
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RESPIRATORY ETIQUETTE
Coughing or sneezing into one’s arm or a tissue, is an effective measure to prevent the
spread of potentially infectious respiratory
droplets and the contamination of surfaces by
a COVID-19 infected person (including those
who may not yet have symptoms). Please
cover your face with your arm when coughing
or sneezing. If you are near others ALWAYS
take a step away or when not possible turn
your head away from those near you.

August 2020

Maximizing Social
Distancing
As more of us return to work stairwells and
elevators will become more crowded as people arrive and leave for work. All tenants and
visitors are required to follow Provincial social
distancing rules which is to maintain a distance of 6 feet or 2 meters from others, as
much as possible. Signs will be posted in the
main lobbies and hall ways. Markers will be
placed on the floor outside elevators to indicate proper spacing. Lingering in groups
outside the buildings main entrance is strictly
forbidden.

2 metres
6 feet
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Facial
Coverings
At a minimum a facial covering or mask that
covers your nose and mouth are required in
ALL ZONE A AREAS.

TIPS
Always clean your hands prior to putting
on a mask or facial covering.

It is recommended that tenants and their
employees wear a mask or facial covering in
Zone B and as necessary in Zone C.

Handle the mask or facial covering by the
ear loops.

Facial coverings could reduce the number of
respiratory droplets spread by your mouth or
nose and could help prevent the spread of
COVID 19. Wearing a mask or facial covering
does not guarantee you will not get COVID
19. The best way to minimize contracting
the virus is by washing hands regularly and
practicing social distancing.

Place one loop over your ear, pull across
your face and place the last loop over the
other ear.
Try not to touch the front of your mask or
facial covering when putting on or when
wearing it.

If using a medical mask discard when moist or
dirty on the exterior. Place used mask carefully
in a garbage bin and wash hands afterwards.
If using a cloth mask or facial covering, it
should be washed and dried every day.
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Screening and
Reporting
All tenants and Berkeley Castle staff are
required to self screen and screen their
employees daily. The simplest way to
screen is to ask these questions:
1. Are you showing symptoms such as cough,
runny nose, fever, weakness, sore throat,
difficulty breathing?
2. Have you come into contact with anyone
who has tested positive for covid in the last
14 days?
3. Have you been out of Canada in the last 14
days OR come into contact with someone
who has been outside of Canada in the last
14 days?
If someone answers yes to any of those
questions, they should be told to leave
the building immediately and go into self
isolation and it should be reported to
Berkeley Castle management immediately.
Berkeley Castle strongly
encourages all individuals
to install COVID Alert,
Canada's free exposure
notification app.
www.canada.ca/en/public-health/services/diseases/
coronavirus-disease-covid-19/
covid-alert.html
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To support Provincial contact tracing procedures
tenants must track their screening in a log
book which captures who has been in the
office, their email or phone number, on what
days and for how long and whether or not
they were screened.
For a more thorough screening please visit the
Government of Ontario website link below.
Coronavirus (COVID-19) self-assessment
If you test positive for the Corona virus or if you
come down with symptoms while in Berkeley
Castle, you need to report this information to
Berkeley Castle management immediately,
leave the building or self isolate until you are
able to. Seek medical assistance and contact
Telehealth Ontario at 1-866-797-0000 or your
local public health unit.
Should Berkeley Castle become aware that a
tenant, guest or visitor has contracted COVID
19 it will be publicly reported to each tenant
representative so contact tracing can be
established.
Full transparency is everyone’s obligation
to mitigate the risks and prevent the spread
of COVID 19. However, privacy will be
maintained.
Contact Telehealth Ontario at 1-866-797-0000
or your local public health unit.
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Education and
Communication
Berkeley Castle is committed to keeping
everyone in its community informed regarding expectations of staff, tenants and
visitors. We strongly encourage our tenants to do the same.
We will update the guidelines and policies in
this document as needed and recirculate as
necessary.
Berkeley Castle will continue to distribute a
weekly newsletter devoted to mitigation and
prevention of the spread of COVID 19.

We will post signage throughout the building
so that tenants can easily follow the precautions we have put in place for your safety.
We will continue to share resources so that
our tenants can maintain health and safety
compliance within their spaces.

Access and
Egress
ENTRANCES AND LOBBIES
Berkeley Castle has three main entrances, 2
Berkeley Street, 250 The Esplanade, and
through the underground garage. In addition
to that there are 2 entrance/exit gates into
the complex from the courtyard. All lead to
elevators and stairwells.

Sign in is a mandatory part of contact tracing.
The sign in stations are located in the 2
Berkeley Street and Garage lobbies.
ALL VISITORS MUST SIGN IN AND THEN
WASH THEIR HANDS BEFORE MOVING
THROUGH THE BUILDING.

Currently the 250 Esplanade gate is closed
so all visitors enter through 2 Berkeley Street
entrance or from the parking garage.

Handwashing
Stations
Available on
every floor
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Access and
Egress
STAIRWELLS
In each of 2 Berkeley Street and 250 The
Esplanade, we have allocated one stairwell for
those travelling up (entering the building) and
one for travelling down (exiting the building).
This one-way flow of traffic in stairwells
supports social distancing.
Of course, in an evacuation or emergency
situation these rules can be bypassed.

ELEVATORS
There are two elevators at 2 Berkeley, one in
250 The Esplanade, and one in the parking
garage. All will be cleaned throughout the day.
To achieve social distancing, only 2 people
are permitted to ride in the elevators at one
time. Using the stairs will usually be faster.
Masks must be worn in the elevators.
Try to minimize the areas you touch in the
elevators.
Clean or sanitize your hands before touching
your desk area.
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Contractors and
Deliveries
Contractors will be held to the same risk
mitigating precautions as tenants and staff.
Anyone entering Berkeley Castle including
couriers, food delivery and drop offs needs to
follow Zone A precautions. They must wear
facial coverings. They must wash their hands
before entering the elevator or stairwells and
they must follow the directed foot path routes.
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Tenants can help with this by either meeting
their delivery out side or letting the supplier
know building protocol in advance.
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Tips
We would like to leave you with some
tips to keep your space a safe and clean
environment for your self, your employees
and your community.
• Workers should work from home, if possible.
Especially if feeling un well.
• Ensure all high-touch tools and surfaces are
cleaned regularly. For detailed information,
refer to the Public Health Ontario guide to
environmental cleaning.
• Create greater distance between workers,
keeping a distance of at least 2 metres (approximately 2 arms lengths) from others, as
much as possible.
• Reduce the number of passengers on
elevators and avoid crowding in stairwells
and other tight spaces.
• Give workers more opportunities to keep
their hands clean, for example by providing
soap and water or hand sanitizer if soap is
not available.
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• Ensure workers are using any required
personal protective equipment appropriately.
• Schedule breaks at different times to avoid
large groups.
• Remind workers returning from aboard,including the United States, they must self-isolate for 14 days and monitor themselves for
symptoms, even if mild.
• Remind workers to stay home if they are sick.
• Hold meetings in outdoor spaces.
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Resources
https://www.ontario.ca/page/governmentontario
https://www.publichealthontario.ca/
https://www.wsib.ca/en/novel-coronaviruscovid-19-update
https://www.canada.ca/en/revenue-agency/
campaigns/covid-19-update/supportemployers-cra-covid-19.html
https://www.cihi.ca/en/covid-19-resources
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