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Brookfield Properties’ retail group is committed to 
ensuring that all employees can work in an 
environment that is safe, healthy, and productive. 
Our primary goals are to reduce COVID-19 
transmission among employees, maintain healthy and 
safe business operations and work environments, 
and mitigate employees’ concerns and fears. Our 
commitment to these goals is reflected in a phased 
approach to return to the office.

These instructions are intended for the Chicago 
Corporate and Regional Offices.

Chicago Corporate and Regional Offices
Guidelines for Phase 3

Return to the Office



Returning to the Office: A Phased Approach

We will continue to return to the office with a phased approach. Please note, the below timeframes are 
estimated and will be guided by relevant government mandates and recommendations. Before the start of 
each phase, employees will receive at least two weeks’ notice.
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Phase 1

June 15 – July 12

On June 3, 2020, the City of 
Chicago transitioned from 
“Stay-at-Home” to “Cautiously 
Re-opening.” Our Phase 1 
commenced on June 15, 2020. 
Based on survey results, the 
employees who were approved 
to return to the office on a 
partial and/or full-time basis 
transitioned from remote 
working to office working.

Phase 2

July 13 – November 1

Phase 2 was based on 
government mandates and CDC 
recommendations and 
processes. Employees 
continued to maintain social 
distancing, and over time an 
increased number of employees 
returned in accordance with 
local jurisdiction 
recommendations.

Phase 3

November 2 - Present

Phase 3 is based on the City of 
Chicago’s guidelines provided 
that a 40% capacity of indoor 
space can be occupied. 
Rotational groups and previous 
social distancing orders will be 
followed.



Carbon Health

Brookfield Properties has partnered with Carbon Health to provide to all its employees ongoing COVID-19 
clinical monitoring, education and support through Carbon Health’s COVID Ready program. The program will 
remain in place during the pandemic. 

By partnering with Carbon Health and launching COVID Ready, we are using an evidence-based approach to 
minimize the risk of spreading COVID-19 in the workplace. 

Every Brookfield Properties’ retail group employee is required to register and 
participate in the program.* 

The program will prompt you to check-in daily to report any symptoms you are experiencing and to indicate 
whether you have been exposed to COVID-19. If based on your reporting Carbon Health recommends you be 
tested for COVID-19, you will also be required to get tested and upload your results. If you determine on your 
own to be tested for COVID-19, the program also permits you to upload those test results. To be clear, you are 
required to perform the daily check-in whether you are working onsite or remotely. 

*If you are currently exempt from returning to your work location, you will not receive an invite to participate in 
the program at this time.
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Carbon Health (continued) 

The only information accessible to the Company’s Human Resources Administration Team (“HR”) will be (i) 
whether you have completed the daily tracker; (ii) if you have been flagged as symptomatic or exposed; and 
(iii) any COVID-19 test results that you are required to upload. The details of an employee’s disclosed 
symptoms are not shared with HR.

Carbon Health will utilize the uploaded information to conduct contact tracing. To undertake the contact 
tracing, Carbon Health will reach out to you directly approximately two hours after you have uploaded your 
test result(s). 

All Brookfield Properties’ retail group employees must complete the daily symptom tracker by 9AM local time 
using the Carbon Health mobile app or a computer web browser. This requirement will encourage you to get 
into the habit of assessing, on a daily basis, how you are feeling. As we return to our offices on a more frequent 
basis, this resource will help maintain the health and safety of you and your colleagues. 

As a reminder, if you are feeling unwell, please do not come into a Brookfield office or property location. If you 
are exhibiting any symptoms of illness, whether related to COVID-19 or not, you should stay at home until you 
are symptom-free, without medication to alleviate symptoms. As always, if you are unable to come to the 
office, you should notify your manager. 

Questions: 

For more information, please visit our Carbon Health SharePoint page on Connect. 

If you have any additional questions or issues you can contact our support team at: 
brookfieldretail-support@carbonhealth.com.
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Commuting to the Office

Regional Corporate Employees

Employees should work with their Regional Leader to determine the best route of transportation to get to your 
specific office. Employees, who are using public transportation to commute to work and would like a KN95 mask, 
should contact their Regional Office Leader to have it mailed to their home prior to their first day in the office. 

Chicago Employees

Employees are encouraged to take the form of transportation with which they feel most comfortable. Employees 
will be responsible for their own commuting expenses. Please review these options and costs below:

Drive and Park

InterPark Garages – via iParkit app 

• Mart Parc Orleans | 437 N Orleans St, Chicago, IL 60654 | Rate: $12 

• Mart Parc Wells | 401 N Wells St, Chicago, IL 60610 | Rate: $12 

• Wolf Point Plaza | 325 W Wolf Point Plaza, Chicago, IL 60654 | Rate: $18 

SP+ Parking Garages – Early Bird Specials (enter between 4AM - 10AM, exit before 7PM)

• Hubbard Place | 360 W Hubbard, Chicago, IL 60654 | Rate: $15

• Echelon at K Station | 353 N Des Plaines St Chicago, IL 60661 | Rate: $15

• Grand & Kingsbury | 520 N Kingsbury Ave Chicago, IL 60654 | Rate: $15

Parking options are not limited to the garages within this document; employees can use ParkWhiz or SpotHero to 
find additional parking garages and rates. Employees are responsible for all drive and park expenses. 
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Commuting to the Office (continued)

Bike

Divvy is Chicago’s bike share system, with over 600 stations and more than 6,000 bikes across Chicagoland. 

• Annual Membership | $99/year allowing unlimited 45-minute rides and access to thousands of bikes 
throughout the city. 

• Single Rides | $3/ride for 30 minutes

• Day Pass | $15 for unlimited 3-hour rides

Public Transportation

Employees who are using public transportation to commute to work and would like a KN95 mask should contact 
their Department Liaisons to have it mailed to their home prior to their first day in the office. Instructions for the 
mask will also be mailed. 

For Chicago corporate employees choosing to take mass transit such as Metra Rail or Chicago Transit Authority 
(CTA), we recommend regularly checking their websites for the most up-to-date information. You can find 
information on cleaning protocols, the latest schedules, air filtration information, and more. 

For Metra riders, please visit: https://metrarail.com/node/7497

For CTA riders, please visit: https://www.transitchicago.com/coronavirus/
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Safe and Secured Entry into the Office

Visitors and Vendors at 350 N. Orleans 

During Phase 3, a very limited number of visitors and vendors will be permitted in our office spaces. Department liaisons 
should work with department heads to determine necessary and appropriate visitor access.

Visitors who enter 350 N. Orleans must check in at the lobby desk and will be assisted to the high-rise or low-rise destination 
dispatch panel. An elevator will be called for them. Visitors are required to wear a face covering and are expected to follow
social distancing guidelines while in the building.

Chicago Corporate Employees

Until further notice, building management at 350 N. Orleans will require all occupants, including essential businesses and 
building operations staff, to cover their nose and mouth with a face covering at all times while inside the common areas of 
the building (including, but not limited to, lobbies, elevators, elevator lobbies, and restrooms) in accordance with the latest 
recommendations from the CDC and per the Illinois and City directives. This requirement applies to all employees, 
contractors, vendors, guests, visitors, and invitees of building occupants who can medically tolerate a face covering. 
Occupants will be turned away upon entrance if they do not have face covering.

To manage the flow of traffic at the main building entrance, one revolving door will be assigned to enter and the other to 
exit. In addition, the Orleans Street doors will be used for entering and exiting the building. One set of doors will be assigned 
to enter and another set to exit. Signage will be displayed to clarify which doors are to enter and to exit. To manage the flow 
of traffic, stanchions and signage will be in place to promote social distancing and to create a clear traffic pattern. Each 
Brookfield employee, contractor, and visitor should follow the traffic pattern as directed by the signage within the building.
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Safe and Secured Entry into the Office 
(continued)
Chicago Corporate Employees (continued)

If an employee is returning to the office for the first time in Phase 3, they must check-in with Conference 
Services and pick up a PPE amenities bag. The amenities bag will be distributed on a one-time basis at the 
employee’s initial return to the office. The bag will contain two disposable face coverings, disposable gloves, 
and hand sanitizer. PPE training will be delivered via a paper handout that will be included with the PPE amenities 
bag. Every employee must demonstrate an ability to properly don a face covering in accordance with OSHA 
regulations. After each employee receives the PPE amenities bag, Conference Services will provide face 
coverings on an as-needed basis.

Regional Office Employees

Please follow the guidance from your Regional Leaders and office buildings. 

Social Distancing in Elevators and Escalators 

Building management will place a security officer by the escalators to control traffic and maintain social 
distancing parameters. Additionally, elevators will be limited to four people per car. If possible, building security 
will try to direct traffic to the escalator or stairs. Freight elevators are reserved for deliveries, contractors, and 
vendors only. Visitors and tenants should utilize Stairwell F to the first floor and take an elevator or escalator to 
their floor.
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Safe and Secured Entry into the Office 
(continued)
Health and Hygiene Signage

Health and hygiene reminders, including handwashing reminders, have been placed throughout the corporate 
and regional offices and will be compliant with OSHA regulations. Signage with appropriate training and hygiene 
reminders has been posted in break rooms and common areas. Such signage may include reminders about the 
proper way to wear, handle, and dispose of coverings and gloves; proper handwashing, coughing, and sneezing 
techniques; and a reminder to avoid touching your face.
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New Office Guidelines
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Phase 1 Available No Longer Available

Fooda & Food Options
Fooda and Sweetgreen delivery will continue with guidelines implemented on the pick-up 
process. Marketplace Food Room will be available. Employees will be encouraged to utilize the 
Ritual App and advised not to eat their lunch in common areas.

Fooda pop-up service will be 
discontinued.

Common Area Seating

Common area tables and chairs including in the hubs will be arranged to allow for appropriate 
social distancing. The café will be open for meeting use only. The patio is closed. Occupancy 
limits will be determined for the pantry and the use of “in” and “out” doors will be encouraged to 
manage the flow of traffic.

All soft seating around the office will be 
removed.

Mothers’ Room Notification to HR is required prior to entry to ensure only one person is in the area due to the 
shared sink and locker area.

Conference Rooms Occupancy limits will be lowered and chairs will be removed to allow for social distancing. Signs 
will be posted indicating the updated capacity. Enclaves are available for single employee use.

Workstations Department liaisons will work with managers to coordinate seating based on who needs to be in 
the office. Days will rotate for employees based on appropriate social distancing guidelines.

Guest chairs will be removed at cubicles. 
Desk phones may be removed.

Gatherings & Large Meetings No large-scale gatherings should be held 
in the office. 

Queuing in Common Areas Any area where guests or employees queue, including in the pantries and elevator lobbies, will 
be clearly marked to allow for appropriate social distancing.

Pantries
Microwaves, coffee machines, refrigerators, and sinks will be available for use. Personal water 
bottles may be used. Employees should use a paper towel or wear gloves to press the 
dispensing button and to use the faucet handles. The first aid kit will be available.

No access to ice machines. Employees are 
not allowed to bring their own appliances 
to the office (e.g., mini-fridge, coffee 
machine, etc.)

iPads for Time Reporting
The use of iPads will be discontinued. 
Training and instructions on the new time 
reporting process will be disseminated. 

Ping Pong Table The use of the ping pong table will be 
discontinued.



New Office Guidelines (continued)

Social Distancing

Throughout our common areas of the Corporate office and in our Regional offices, we will allow for and encourage 
appropriate social distancing in a manner aimed to meet or exceed government regulations and guidance.

Workstations, Scheduling, and Seating

While social distancing protocols are required and to ensure the safety and comfort of our employees, we are 
determining the best options for workstation seating.

Department heads and liaisons will schedule their teams into two groupings - Group 1 (Yellow) and Group 2 (White) 
(colorings refer to the markings on department floor plans) to allow for social distancing within their space and 
maintain no more than 40% capacity. If during Phase 3 a department determines they need more space, they should 
work with HR to determine the best approach.
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Sun Mon Tue Wed Thu Fri Sat

1 2 3 4 5 6 7

8 9 10 11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 1 2 3 4 6

Group 1 Group 1 Group 2 Group 2 Group 2

Group 1 Group 1 Group 1 Group 2 Group 2

Group 1 Group 1 Group 2 Group 2 Group 2

Group 1 Group 1 Group 1 Group 2 Group 2

Group 1



New Office Guidelines (continued)

Workstations, Scheduling, and Seating

• Guest chairs will be removed at workstations to ensure proper social distancing

• Workstations will be occupied only in a kitty-corner format that ensures 
social distancing

• Desk phones will be replaced with softphones later in the year
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Typical 4th Floor Seating

Conference Room 
Changes

Before

20 people

Before

10 people

After

9 people

After

4 people



New Office Guidelines (continued)

Cleaning Protocol

Our Corporate and Regional offices will be thoroughly and professionally cleaned each night. Each desk has been 
equipped with signage for office cleaning personnel to indicate whether a desk needs to be cleaned or not. Employees 
should flip their signs to "please clean" after each visit in the office. Employees will be provided with cleaning supplies to 
clean their personal areas and to sanitize all touchpoints following a visitor’s entry to the office. Shared office equipment
should be wiped down by employees before and after use.

Reactive Cleaning Protocol: In the event we are notified of a presumptive case of COVID-19, the common area will be 
thoroughly cleaned and disinfected, including touchpoints as far up as eight feet above the floor.

Communal Areas: The frequency of cleaning and sanitizing has been increased in all communal spaces with an emphasis 
on high-touch surfaces including door handles, dining surfaces, counters, seating areas, elevators and elevator buttons, 
and escalator and stair handrails.

Restrooms: Industry-leading cleaning and sanitizing protocols are used to clean restrooms, with attention to high-touch 
surfaces including stall doors, toilet seats and handles, door and furniture handles, water faucet handles, and flooring.

Shared Appliances: Use of shared refrigerators, microwaves, coffee machines, and beverage equipment will be 
available for use, but employees should practice good hygiene after the use of such equipment. Use of ice makers will 
be discontinued during Phase 2.

Chicago Corporate HVAC: Building management reports that the building’s air filtration system is operating in 
accordance with CDC standards and has been upgraded to a MERV 13 rating, which is hospital-quality air filtration able 
to capture airborne viruses. 

Nanotechnology: Nanotechnology will be installed for self-cleaning of door handles. Each time a person touches the 
door, the surface will auto-clean. 
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New Office Guidelines (continued)

Employee Responsibilities

Face Coverings: Employees should wear face coverings at all times while in the common areas of the 350 N. 
Orleans building, and while in the common areas and shared spaces of our office space where employees are 
unable to maintain six feet of social distancing (e.g., conference rooms, hubs, and restrooms). Employees are 
not required to wear face coverings at their workstation or in their office. 

Handwashing: The CDC informs that thorough hygiene practices and frequent handwashing with soap are vital 
to help combat the spread of the virus. Employees should wash their hands for at least 20 seconds (or use hand 
sanitizer when soap and water are not available) every hour or in the following situations:

• Upon arrival to work/re-entry to the office

• Before and after using other shared equipment or supplies (e.g., printer, copier, refrigerator door handles, 
cabinet door handles, etc.)

• After completing personal activities such as using the restroom, sneezing, touching the face, blowing the 
nose, cleaning your workstation or shared equipment, eating, or drinking

Maintain Social Distancing: Employees should make every effort to maintain social distancing guidelines while 
at work. For example:

• Only one employee should enter the kitchen or other common areas at a time. If another employee is using 
the space, you should wait a safe distance from the door or ask them to alert you electronically when they 
are finished

• In lieu of in-person meetings, schedule conversations using Microsoft Teams or other virtual software

• Stay in your office/personal workspace when possible
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New Office Guidelines (continued)

Employee Responsibilities

Office Cleaning: Employees should do their part to keep shared surfaces clean. For example:

• Wipe down shared equipment before and after use

• Wipe down surfaces upon arrival and re-entry into the office

Personal Health: Employees should complete a daily self-assessment and only come to the office if they are 
without any of the following symptoms which may be revised to reflect current CDC guidelines:

Employees should leave the office immediately if they are not feeling well or are exhibiting any of the above 
symptoms. Employees are required to follow the CDC guidelines for returning to work after illness and for 
coming to/returning to work if someone they live with, or someone they have been exposed to, is exhibiting the 
above symptoms or has tested positive for the virus. Employees should contact their healthcare provider with 
any questions or concerns.

In addition, we are exploring certain health-tracking systems that may be utilized later.

17

• Fever or chills

• Cough

• Shortness of breath or difficulty 
breathing

• Fatigue

• Muscle or body aches

• Headache

• New loss of taste or smell

• Sore throat

• Congestion or runny nose

• Nausea or vomiting



New Office Guidelines (continued)
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Employee Responsibilities 

Employees should keep their desks clean and surfaces clear. No papers, notebooks, office supplies, or similar 
removable items should be left on the desk when an employee leaves so housekeeping can properly wipe down 
the desk. If more seats are needed, department liaisons and/or people managers should contact Conference 
Services to ensure appropriate social distancing. Conference Services will coordinate space use in small and 
large conference rooms and in the café. Regional Office leaders should coordinate with their teams to assure 
office-specific requirements are considered for proper social distancing protocols.

Self-Reporting

Employees must follow the Carbon Health Daily Symptom Tracker protocols for self-reporting.

Personal Health Issues

Employees will be encouraged to pay attention to their health, complete the self-assessment described above 
before coming to the office, and excuse themselves to go home at the first sign of illness. Human Resources will 
distribute email reminders and signage in the office about signs and symptoms of illness. Managers should 
encourage a climate of acceptance if a team member expresses feeling unwell and wants to go home. 
Employees seeking an accommodation or exemption from returning to the office should contact their Human 
Resources Business Partner.



New Office Guidelines (continued)
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Travel Reporting

As we work to re-open our office and properties, we continue to take precautions to reduce employees’ 
exposure to COVID-19 through limiting business travel and by tracking certain other travel. Currently, we 
discourage all non-essential business travel. Essential travel is travel that is necessary and cannot reasonably be 
conducted without face-to-face interactions or without a visit to a specific location.

We ask all employees to continue disclosing on our Travel Information Tracker all personal and business trips by 
any method of transportation. If your travel falls into any of the following categories, you may be prohibited from 
returning to a Company office until you take certain action upon the return of your trip:

• All international and cruise travel

• All domestic air travel to any destination

• All domestic travel via any method of travel to a company-selected “Travel Disclosure State.” These states 
will be refreshed weekly on SharePoint

https://forms.office.com/Pages/ResponsePage.aspx?id=4LKf97mwYkWuOZ9LTf6k8rGQ0UwVuBlLhYrvWehEniZUMFY0MFdCUTc3TTFTMjdMQUZCVU43SFBKWC4u
https://ggp.sharepoint.com/sites/GlobalHealthandBrookfieldProperties/SitePages/Travel-Guidelines.aspx


New Office Guidelines (continued)
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Employee Responsibilities 

For Business Air Travel

• Confirm with your manager that the travel is considered essential and obtain their approval by email

• Submit travel details to the Travel Information Tracker prior to booking the travel, including the following 
information:

- Reason for travel (include specifics regarding the meeting, project, etc., and an explanation why it is 
essential)

- Method of transportation

- Location of travel

- Length of travel

- An attachment of your manager’s approval

• Obtain approval from your Human Resources Business Partner before your trip begins. They will receive your 
travel information details and reach out to you directly

• Be prepared not to return to a Brookfield office or property location until one of the following: 

- If after five days from the date an employee returns from the employee’s trip, the employee takes a 
COVID-19 test and receives a negative result; or

- If after fourteen days from the date an employee returns from the employee’s trip, the employee is 
exhibiting no COVID-19 symptoms



New Office Guidelines (continued)
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Employee Responsibilities 

For Personal Air Travel

• Submit details to Travel Information Tracker including method of travel, location(s) of travel and dates of travel

• Be prepared not to return to a Brookfield office or property location until one of the following:

- If after five days from the date an employee returns from the employee’s trip, the employee takes a 
COVID-19 test and receives a negative result; or

- If after fourteen days from the date an employee returns from the employee’s trip, the employee is 
exhibiting no COVID-19 symptoms

As always, Brookfield Properties’ travel requirements are superseded by applicable laws (including those 
imposing travel restrictions), which are subject to change from time to time. For example, a government 
mandate imposing self-isolation after traveling to designated locations would supersede Brookfield Properties’ 
policy that you may return to a Brookfield office or property location if, after three days from your return date, 
you have a negative COVID-19 test.

If you are traveling, please remember to practice the CDC guidelines for social distancing during your trip. Also, 
if you are feeling unwell, please do not come into a Brookfield office or property location and notify your Human 
Resources Business Partner if you are experiencing symptoms of COVID-19. Per company policy, any vacation, 
sick, or personal holiday time will need to be approved by your manager. If you have any questions, please 
reach out to your Human Resources Business Partner.



Appendix Items

Each department will have a designated “liaison”. Current department liaisons are listed below.

Corporate Department 
Liaisons and Responsibilities

22

Department Name

5N – Accounting Helene McMahon

4S – Finance/Executive Gina Rincon

4S – Legal Kara Pollock

4S – Marketing Fran Segura and Michelle Snyder

4S – Human Resources Twinkle George

4N – Asset Management Marilynne La Rocco

4N – Business Intelligence & Strategy Allison Gallagher

4N – Business Development Gia Flores

4N – Leasing Ashley Rosenburg

4N – Development Elisa Veal

3S – IT Frank Castaneda



Appendix Items

Each Regional Office will designate a “leader”. Current Regional Office leaders are listed below. 
Regional Office leaders will assist with the planning and scheduling of return to office procedures 
for their respective offices.

Regional Office Leaders 
and Responsibilities
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Office Location Office Leader

Columbia (MD) Joshua Deckelbaum

Atlanta Craig Wesemeyer

Dallas Randall Holcombe

Los Angeles Denise Marsicano

New York Amy Lee, Kirsten Lee, Janell Vaughn

Hawaii Bradley Anderson

Fashion Place Jonathan Kath



Appendix Items

The Regional Office leaders’ responsibilities will include the following:

• Help to implement all necessary office changes and safeguards

• Provide information on needed office signage

• Work with specific department leaders or Regional Offices (as appropriate) to schedule 
employees’ return to the office in accordance with the social distancing parameters

• Assure employees who enter the office for the first time receive the PPE amenities bag and can 
properly don the face covering

• Disseminate communication on office re-opening guidelines

Signage Samples

Regional Office Leaders 
and Responsibilities (continued)
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