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March 4, 2020, the Governor Gavin Newsom of the State of California (GOVERNOR) declared a 
State of Emergency to exist in California in response to Sars-Cov-2 (COVID-19).  COVID-19 is 
a respiratory disease that emerged late in 2019 and has since spread at an exponential rate; easily 
transmitting between humans, likely through close contact with relatively large droplets and 
possibly through smaller aerosolized particles often transmittable even before the carrier shows 
symptoms1.  It is unknown how long individuals are infectious before, during, and after symptoms 
of COVID-19 develop.  In an attempt to reduce the spread of the virus, on March 19th the 
GOVERNOR ordered the closure of all non-essential businesses and for all residents in the State 
of California to remain in their place of residence until further notice. May 4th the GOVERNOR 
announced that businesses would begin to open in accordance with the California Department of 
Public Health Workplace guidelines. On May 29th, the Los Angeles County Public Health 
Department issued a revised order allowing non-essential office-based business to re-open while 
strongly encouraging continued telework.  
 
In accordance with the California Department of Public Health the following action plan is being 
implemented to prevent, respond, and provide informational resources regarding the spread of 
COVID-19.   
 

Government Contact Information 
 

City of Santa Monica 
1685 Main Street, Santa Monica, CA 90401 
https://www.santamonica.gov/coronavirus 

 
Los Angeles County  

https://covid19.lacounty.gov/ 
 

Los Angeles County COVID-19 Testing 
2800 Airport Ave., Santa Monica, CA 90405 

https://covid19.lacounty.gov/testing/ 
 

Los Angeles County Health Department 
http://publichealth.lacounty.gov/media/coronavirus/ 

 
Center for Disease Control and Prevention 

https://www.cdc.gov/coronavirus/2019-ncov/index.html 
 

City of Los Angeles 
https://corona-virus.la/ 

 
1 (Department of Homeland Security, 2020) 
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Infection Control & Prevention  
 
COVID-19 can cause a wide range of symptoms typically including fever, cough, and shortness 
of breath; these symptoms can be mild, severe, or in some cases fatal.  This does not mean that if 
an individual has no symptoms then they do not have the virus.  A large number of the infected 
population have reported experiencing no symptoms at all (asymptomatic) or other non-
respiratory symptoms2. The Los Angeles County revised Safer at Home continues to ensure that 
County residents remain in their residences as much as practicable, to limit close contact with 
others outside their household in both indoor and outdoor spaces, and strongly encourages that 
all persons who can telework or work from home continue to do so during this pandemic3.  It is 
with these facts, or lack of facts, and county recommendations in mind that the following 
infection control & prevention measures have been implemented. 
 

 
  

 
2 (Department of Homeland Security, 2020) 
3 (Los Angeles County Department of health, May 31, 2020) 
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I. Suite Entry Restrictions  
a. Visitor entry is prohibited without an appointment 

 

b. Visitor must sign certification stating they have no known symptoms and have not 
been exposed to a person who has COVID-19 within the last 14 days  
 

c. Entry is prohibited if the individual does not wear a cloth face covering 
 

d. Entry is prohibited, or rescinded, if the individual fails to comply with 6 feet 
social distancing requirements 
 

e. Employees, Subtenants, and Visitors have been told NOT come to the office if 
they are sick or have been exposed to a person who has COVID-19 
 

f. Entry is prohibited if the employee, subtenant, or visitor has a fever or cough 
i. Individual must take their temperature prior to entering the suite.  This can 

be done either at home (before leaving) or by using our no touch forehead 
thermometer. 

 

g. Entry is prohibited if the employee or visitor has experienced any of the following 
symptoms within the last 14 days: 

i. Fever or chills 
ii. Coughing 

iii. Shortness of breath or difficulty breathing 
iv. Fatigue 
v. Muscle or body aches 
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vi. Headache 
vii. New loss of taste or smell 

viii. Sore or Itchy throat 
ix. Congestion or runny nose 
x. Sneezing or other allergy like symptoms 

xi. Nausea or vomiting 
xii. Diarrhea 

xiii. Any other physiological symptom previously unknown or experienced 
 

II. Visitor Entry Procedures 
a. Visitors shall schedule their visit by emailing reception@gormanmiller.com at 

least two hours before arrival  
 

b. Prior to arrival visitors complete and return “Exhibit A” via email to 
reception@gormanmiller.com  

 

c. Upon arrival to the building the Visitor should call (310) 593-4977 from the lobby 
and the receptionist will then meet them in the lobby and escort them to the suite  

 

d. Visitors must take their temperature and confirm there is no fever present.  The 
temperature should be taken at home prior to leaving, or by using the no touch 
thermometer in the reception area 

 

e. After confirming no fever is present the visitor date, first name, last name, and 
individuals they came in contact with should be logged to “Exhibit B”  

 

f. Visitors are only permitted in the reception area, conference room, designated 
balcony areas, and restrooms.  (Area photos included in “Exhibit C”) 

 
 
III. Workplace Practices 

a. Office phone lines will be forwarded to receptionist ONLY if a Vonage device is 
able to handle transferring of calls from external to internal source (meaning 
phones can be answered offsite and transfer to interoffice extension).  Until such 
device is available receptionist will be available in the office Monday – Friday 
from 10:00am to 4:00pm, with remote hours from 8:30am – 9:30am and 5:00pm – 
6:00pm  
 

b. All employees have been directed to continue work duties from home as much as 
possible and have been provided with the following: 

i. Remote access to in-office desktops has been provided 
ii. Voicemails are setup with email audio file forwarding 

iii. Virtual meeting credentials for Intermedia AnyMeeting  
 

c. All staff has been instructed to stagger office visits when necessary to come in 
 

d. Conference room meetings have been restricted to 5 people 
i. Seats have been re-organized in the conference room to ensure compliance 

with 6 ft social distancing mandates. 
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IV. Suite Infection Response 
a. Employees or Visitors who have tested positive for COVID-19 must stay home 

while infected and may return to work site after negative test result is received. 
 

b. If an employee who interacts with any other employee, tenants, or visitor who 
tests positive for COVID-19, all employees who came in contact with that 
employee is required to self-quarantine for 14 days. 

 
c. If an employee who interacts with any other employee, tenants, or visitor who 

tests positive for COVID-19, all individuals wo had contact with infected 
individual are to be notified via telephone and email of the health risk. 
 

d. All employees who have been exposed to non-household members, while not 
wearing a face mask, are strongly encouraged to schedule a COVID-19 test 
through https://lacovidprod.service-now.com/rrs and stay home until a negative 
test result is received. 
 

e. In the event that 3 or more cases are identified in the suite within a span of 14 
days the suite will: 

i. Report the outbreak to the Department of Public Health at (888) 397-3993 
ii. Immediately restrict all access to the suite 

iii. Hire deep cleaning of state or county approved COVID-19 disinfection 
company  

iv. Require that all potentially exposed individuals obtain testing prior to 
returning to the suite 

 
 
The worksite plan for Edifice Suites will be in effect until the end of the State of Emergency.  
The worksite plan may be revised to comply with new orders issued by State, County, and Local 
authorities. 
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Exhibit A 
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Exhibit B 
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Exhibit C 
 

Reception Area 
The furniture in the reception area have been sectioned off to ensure that 6 feet of social 
distancing is maintained. 
 

 
 
A social distancing decal has been installed to indicate a safe distance for individuals to engage 
with the receptionist. 
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Conference Room 
The chairs in the conference room have been rearranged to allow a maximum of 5 individuals 
conference room; allowing 3 individuals to sit at the table and 2 individuals to in corners facing 
the Television. 

 
 
Mail slots 
The furniture in the mail slot area has been rearranged to compliance with social distancing 
protocols.  A social distancing decal has been installed to indicate a safe distance for individuals 
to wait and collect their mail.  
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Breakroom/Kitchen 
The chairs in the breakroom have been rearranged to allow a maximum of 3 individual to rest in 
the area at the same time: 1 person at the table and 2 people sitting nearby. 
 

 

A social distancing decal has been installed to indicate a safe distance for individuals to wait and 
use the sink. 
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Copy Areas 
There are 2 copy areas in the suite.  The first copy area has 1 multifunction black & white copier, 
is adjacent to a private cubicle, and is closest to the conference room.  The desk in the cubicle 
area has been moved against the corner wall and the Copier has been moved further away from 
the desk to ensure compliance with social distancing protocols.    
 

 
 

A social distancing decal has been installed to indicate where a safe distance for individuals to 
use the copier. 
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The second area is the primary copy/mailing area with two multifunction color copiers, shredder, 
postage scale, paper cutter, hole puncher, and regular & heavy-duty staplers. Social distancing 
decals have been installed to indicate where safe distances for individuals to use the equipment.  
This area is limited to 1 individual at each copier.  Individuals using the mailing equipment 
should only do so when copiers are not in use.  Social distancing decals have been installed to 
indicate where a safe distance for individuals to use the copier. 
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Outdoor Patio  
The patio has been separated into 3 areas; the 1st area is the bench which can seat 1 person or 2 
from the same household; the 2nd area is the table directly in front of the bench, this area can 
accommodate 2 individuals working 6 feet apart; and the 3rd area is the table and chairs closest 
to Santa Monica Blvd. 
 

 
 

 
 


