
June 10, 2020

Our Commitment to You
Bespoke Coworking

Over the past few months our world has changed in ways that we could not have imagined.  
As we transition into this new normal, we know the way we work will be different but 
Bespoke is committed to delivering the same level of hospitality that you have come to rely 
on.  

We have worked tirelessly to ensure our space is ready to welcome you back in the safest, 
most effective way possible.  Bespoke is more than physical space, we are committed to our 
community, to continued productivity, to safe collaboration, and to a shared sense of well-
being in the workplace.

To that end, we will continue to assess our progress regularly and adapt as new research and 
guidance becomes available.  As local authorities begin to allow businesses to re-open, we 
will be ready to support our members and help you navigate your way into a new and safer 
workspace experience.

Thank you,

The Bespoke Team

Please do not hesitate to reach out directly to contact@bespokesf.co with any thoughts, 
questions or concerns.

http://bespokesf.co


Sanitation: We are implementing heightened 
cleaning measures  and providing 
complimentary sanitation products.

Physical Distancing: We are de-densifying the 
workspace to allow for 6’ spacing between 
individuals.

Signage & Messaging : New protocols will be 
reinforced by strategically placed signage 
throughout the space.

OUR FOCUS

Use of PPE: Employees, members and guests 
will be required to wear face coverings while 
inside the workspace, excluding private 
spaces.

Access: Employees, members and guests are 
required to self screen and sign a COVID-19 
screening declaration before entering the 
premises.



COVID 19 PROFESSIONAL BUILDING OPERATIONS

May 14, 2020

Report of COVID-19 Illness
Members will be immediately notified if Bespoke staff receives a report of a confirmed 
case (within the Bespoke ecosystem).  

• Members will be notified via e-mail
• Personal Information will not be disclosed
• Bespoke staff will facilitate disinfection of areas where the individual is known 

to have visited

ACCESS & COMMUNICATION

As it relates to the safety and health of our employees, members and guests, we believe 
that communication and transparency are vital to our success.  We ask that anyone 
working at Bespoke comply with the local public health authorities’ guidelines and 
directives to reduce the risk of exposure and maintaining a healthy environment.

Entering the Workspace:
Employees:
In accordance with the City and County of San Francisco’s Health Officer Directive, 
Bespoke staff is required to screen their health for any symptoms of COVID-19 before 
starting work everyday.  A checklist will be provided.  If any of their answers to the 
checklist change while at work, employees will notify Bespoke by phone and leave the 
workplace.
Members:
Before returning to the workspace, members are required to digitally sign a COVID-19 
screening declaration that they meet certain health and safety criteria.  This includes a 
commitment to notify Bespoke staff if any statement on the declaration is no longer true.
Visitors:
Prior to arrival, visitors must be registered by members via the Bespoke web app.  All 
visitors must digitally sign the COVID-19 screening declaration that they meet certain 
health and safety criteria.  This includes a commitment to notify Bespoke staff if any 
statement on the declaration is no longer true.

Please refer to the cdc guidelines and https://sf.gov/coronavirus-safety-essential-
businesses for more information. 

Use of PPE:
Anyone entering the workspace will be required to wear face coverings.  Face coverings 
are not required in private spaces or while eating or drinking if 6’ distance is maintained.  
While Bespoke will provide an initial supply of PPE, we ask that companies maintain 
their own ongoing supply.

https://www.cdc.gov/coronavirus/2019-ncov/prevent-getting-sick/prevention.html


Creating and maintaining a safe work environment has always been a top priority for 
Bespoke.  Building upon our existing sanitation measures, we will be enhancing the 
frequency and scope of our cleaning efforts. 

Onsite Housekeeping Staff:
Cleaning staff will be trained to ensure that all high-touch points and high-traffic zones 
are cleaned appropriately and diligently.  Staff will be equipped with PPE and follow 
physical distancing guidelines. 

Shared Spaces:
We will be working with our housekeeping staff to thoroughly clean the common areas 
per the recommended CDC/EPA guidelines, with an emphasis on high-touch points 
including restrooms, kitchen and all door handles, cabinets, printing areas, and 
conference tables, etc.

Personal Space:
We encourage a clean-desk policy for all members to allow for proper and frequent 
sanitation. Desks should be wiped with Bespoke-provided sanitizing supplies regularly.  

Sanitation Supplies:
Bespoke will be providing sanitation supplies throughout the space for member use 
including sanitizer and antibacterial wipes.  Members are encouraged to ask questions 
about proper use of supplies and best practices.

HEALTH & SANITATION

Nanoseptic Self-Cleaning Surfaces:
We are procuring Nanoseptic skins for high traffic door handles and hardware.  This 
self-cleaning technology works 24/7 to continually kill bacteria and other live agents 
(via oxidizing organic contaminants).  The technology works without using any heavy 
metals or abrasive chemicals.  Learn more here.

Going Touchless:
We are providing a variety of options that allow for a touch free workspace including:

• Automatic soap and paper towel dispensers
• Automatic faucets
• Providing a keychain no-touch tool for each member

http://www.nanoseptic.com/


Bespoke has optimized layouts by removing furniture and reconfiguring desks to meet 
all physical distancing guidelines for seating and walkways.  Directional markers 
encourage one-way circulation to reduce members crossing paths, and high-traffic areas 
include floor markers that show suggested spacing.

WorkSpaces: 
Dedicated & Shared Desks: 
We have removed every other chair in a checkerboard pattern to allow for a 6 ft radius 
between each individual seat.  Shared members will be assigned a dedicated space for 
the day.  

Communal Seating: 
We have removed all soft seating for health and sanitation purposes.  This will also allow 
for wider walking paths and a 6’ radius around member workstations.  While Café tables 
will be removed, we are offering new flex spaces that will provide both lunch and 
meeting-space options for members.

Conference Rooms:
We have assessed capacities of our conference rooms to apply appropriate physical 
distancing measures.  Updated occupancy numbers will be visible on the Bespoke web 
app as well as on signage outside of each room.

All shared meeting tools including remotes, polycoms and white board markers will be 
checked out upon request and sanitized after each use by Bespoke staff.  Sanitation 
supplies will also be available inside the rooms.

Fifteen-minute buffer times will be added to the end of each conference room booking to 
allow for time to sanitize and wipe down any touched surfaces.

PHYSICAL DISTANCING & DE-DENSIFYING 

Flex Spaces:
In order to accommodate each company’s staffing needs and physical distancing, we will 
be converting some spaces including meeting rooms and/or offices to flex spaces where 
desks can be reserved as needed.

We will also be utilizing our event space as an option for lunch and overflow meeting 
areas.  During lunch hours tables will be sanitized after each use.



Building Access:

Member keycards will remain active and individuals can choose their preferred point 
of entry into the building. Please note:
• The 835 Market entrance will allow for direct access to the 4th floor of the 

shopping centre and Bespoke.
• Limits on elevator passenger capacity will be enforced throughout the building to 

help maintain social distancing.

Mechanical Systems:
With the consultation of mechanical engineers, we have taken steps to maximize clean-
fresh air delivery.  Including;
• All building systems continue to be regularly serviced and maintained; including filter 

changes.
• Routine work orders will be performed during off hours.

BUILDING INFORMATION

Westfield has taken enhanced measures to protect the health and safety of employees, 
retailers, and guests based on guidance from the CDC and other government agencies.  



Delivering a high-quality experience remains a priority for Bespoke.  Our team is 
committed to finding and implementing adaptations, innovations and safe 
replacements to ensure your comfort and success. 

Kitchen Use:

• Refrigerators and microwaves will be available for use.  Disinfecting wipes will be 
provided and must be used for wiping down appliances before and after use.  

• Floor markings will indicate one-way circulation paths and physical distancing 
markers.  

• We will be removing shared coffee equipment for sanitation purposes.  Instead 
we will provide made to order coffee and tea beverages served by Bespoke staff, 
made available during morning and afternoon coffee hours.

• We will be removing all reusable cups and dishware, replacing those items with 
compostable and recyclable options.

AMENITIES

Mail:
All mail will be handled by Bespoke staff while wearing PPE (mask and gloves).  
Members will be notified via email when mail or packages have arrived, and items will 
be available for pick up upon request, during normal business hours.

Nap Room and Climbing Wall:
These spaces will be temporarily out of service until the appropriate protocols are in 
place to use them safely.

Printing:
Printing stations will be available for use.  Disinfecting wipes will be provided and 
must be used to wipe down equipment before and after use.

Phone Booths:
Phone booths will be temporarily out of service.  Members are encouraged to use 
conference rooms and flex spaces for private conversations.


