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    INTRODUCTION

 

 
Dear Venture Lane members,
 
The COVID-19 pandemic is unprecedented and unlike any crisis we
have had to face before. As part of the Massachusetts phase 1
reopening plan, Venture Lane will start a reduced  physical operation
on June 1st. This Playbook details how we'll tackle returning to our
space. We believe in staying ahead of the curve and want to come out
of it as a team and community with our values intact.
 
Member safety and wellbeing are our first priority, and we rely
on you to use great judgment every single day. We trust our members
to make the decisions that are best for them, their families, and the
Venture Lane community. All the guidance in this document starts from
that perspective.
 
We are closely monitoring the crisis and heavily lean on CDC guidelines
and the State of Massachusetts guidelines to inform our return-to-work
playbook.
 
This manual was created using an abundance of resources online. We
found inspiration from the Black Sheep Restaurant Group, Women's GC
Network, and many others. Thank you to those groups for publicly
sharing their return-to-work plans and we'll pay-it-forward by publicly
sharing ours as well.  
 
Stay healthy and well!
 
Christian Magel
Founder & CEO, Venture Lane
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   CORE VALUES

 

 

COLLABORATION 
We are a spirited, open, and supportive community of
entrepreneurs and startups that care and help each other
grow and excel.
 

IMPACT
We help our companies achieve meaningful and continuous
growth.  Equal to this, we prize learning and development for
each individual.
 

BELONGING
We create a sense of home, act with empathy, and practice a
culture of inclusion that embraces differences. 
 

QUALITY
The highest standards are in our DNA. We curate a
synergetic environment of high-growth tech companies and
support these with outstanding mentorship/thought
leadership, a cutting-edge work space and a result-driven
program.
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   ENACTING THE PLAN

 

 
The following protocol will be followed once Venture Lane staff and

members are allowed to return to our office spaces. We will open back

up with the strictest measures in place and will constantly reevaluate

what is and is not necessary each week. 

 

We are closely monitoring communications from the State of

Massachusetts and will follow their official timeline, plan, and

recommendations. Massachusetts will be opened up using a four-

phase plan. As more information is released, this document and the

following procedures will be updated.

 

Venture Lane qualifies for the June 1st re-opening with 25% of our

maximum capacity in the space each day. That equates to 32 people

each day. We rely on the CEOs of each team to ensure that only 25% of

their paid members are coming into the space each day. For

exceptions, please email betsy.scherer@theventurelane.com. 
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    HYGIENE

 

All members + guests will be required to sanitize their hands every

time they enter the space.

Hand sanitizer and wipes will be available throughout the space.

We ask that all members + guests refrain from physical contact -

instead of a handshake or high five we suggest a friendly wave.

All high-touch surfaces will be sanitized once each hour (think: door

handles, phone booths, coffee makers, faucets, etc.) .

We have enhanced office cleaning schedules to be more frequent +

in-depth, especially around high traffic areas.

Massachusetts requires wearing face masks in the common areas.

While this doesn’t protect the user from encountering germs, masks

protect others from encountering your germs. If everyone in a private

office consents, the team can decide to take their masks off in a

shut-door environment.

An additional day porter has been hired by our landlord to rotate

throughout the entire building and provide additional cleaning

services in high-touch areas through the work day.

 
No surprise, practicing strong personal hygiene will be of the utmost

importance once we start returning to work:
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    HEALTH

 

If you have traveled for business or pleasure via plane or train, we

ask that you refrain from entering the space for a one-week period

following your return to Boston.

Everyone entering the space (including members) will be required to

sign in on the iPad for the purpose of virus tracking. If we hear of a

positive case entering the space, everyone who has been in our

space will be contacted. You must sanitize your hands before signing

in.

When you first enter the space for the day, we require that your

temperature be taken via a no-touch forehead thermometer. If your

temperature is above 100.4 degrees, you will be asked to work from

home for the day.

We ask that you refrain from coming into the office if you (or

someone in your household) is currently getting tested for COVID-19,

have a cold, cough, fever, chills, muscle pain, sore throat, issues

smelling / tasting, or persistent headaches.

We suggest tracking your daily health updates on the COVID-19

Symptom Study app found in the app store. This app is able to

predict COVID-19 symptoms with a nearly 80% accuracy. 

Preventative maintenance has been completed for all HVAC units

including the replacement of air filters.

We recommend that you acquaint yourself with the nearest 

hospitals or clinics testing for and treating the virus to your

home. The nearest hospital to Venture Lane is Mass General which is

.7 miles away.
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ANTIBODY TESTING
AT VENTURE LANE

 

We are offering free antibody testing for members in May 2020

thanks to our member company Meenta.

Antibody testing is most effective when tested regularly, ideally every

two weeks. Testing at Venture Lane will be offered once for each

member and will not be recurring.

Members will be asked to sign up for a 15 minute slot on Meenta's

online portal.

The tests will take place at Venture Lane - please wear a mask into

the space, maintain a 6 foot distance from others, and please do not

linger before and after your test.

We will be testing up to 8 members per hour so taking heed of the

policies and procedures in this playbook will be of the utmost

importance on the two test dates.

Please check Meenta's FAQs and policies and procedures for more

information.
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    WELLBEING

 

Get plenty of rest - try for eight hours of sleep per night.

Consume vitamins C & D - whether through supplements or fruits

and vegetables.

Stay hydrated.

Stay active - try for at least twenty minutes of exercise each day.

Wash your hands frequently - sing happy birthday to yourself twice

to maintain the proper washing duration.

Carry hand sanitizer at all times.

Wear a mask while out of your home - especially while commuting. 

Avoid crowded public places.

Try to maintain a distance of 6 feet from other people.

Remain digitally connected to friends and family.

Reach out to people close to you. Giving back and watching out for

each other will help keep you grounded.

Share personal and professional wins on Slack. We are here to

celebrate with you and uplift you each day.

 
The next few months will be challenging for everyone. Taking care of

ourselves in a physical and mental capacity will be key as we navigate

this upcoming journey:
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    OUR PLAN FOR A
POSITIVE CASE

 

As soon as we hear of a positive COVID-19 case, we will ask all

members to leave the space for the day. We will all need to remain

fluid and open to rapid change given that we are not able to predict

when this may occur.

We will have a sanitation crew come into the space as soon as

possible to do a deep clean and disinfect common areas

(bathrooms, cafe, conference rooms, etc). If the person with COVID-

19 is a member, we will also have their workspace disinfected. 

If the person with COVID-19 is a member, we ask that they refrain

from coming into the office until they have been symptom free for

two full weeks. Depending on circumstances, the same might apply

for the people who were in touch with them. If tested negative, they

may return earlier.

If the person with COVID-19 is staff, it's possible we may need to close

for a few days to have the rest of our staff tested. This is important to

ensure we have healthy individuals running the space.

 
Once returning to the space, there’s a likelihood that someone who

tests positive with COVID-19 has previously entered the workspace. If

and when that happens, the following triggers will be put into place:
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    A POSITIVE CASE
WITH OTHER TENANTS

 

Our landlord is asking that as soon as any tenant hears of a positive

case in their space to inform them. They're specifically interested in

knowing the last day the person was on site.

When/if this occurs, our landlord will notify us and we'll notify you

over Slack. They will also have all common areas sanitized (lobby,

elevators, etc.). 

They will also notify us when the sanitation is complete. It's up to you

to decide whether you're comfortable to come in and work out of the

space before the common areas are sanitized. 

 
There’s also a likelihood that someone who tests positive with COVID-19

has previously entered the building. Since we share a front door and

elevator bank with other tenants, the following plan will be enacted by

the landlord if there's a case of COVID-19 in the building: 
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  MEMBER OPERATIONS

 

We've created a health declaration form. Members who choose to

work out of the space will be asked to sign the document (see index)

before returning to the space. We trust our members to make smart

decisions for our community and ask that you commit to ensuring our

space stays safe and healthy to the best of your knowledge.

We are required to follow a staggered return-to-office flow and can

have no more than 25% of our max capacity in the space. Staggered

work flow examples include:

Splitting up into groups and having group A come in on certain

days of the week and group B  and C come in on opposite days.

Having the product team come in one day and the sales team come

in the next and so on.

We rely on the CEOs and leaders of our members companies to enact

a staggered work flow for their respective teams.

Flex employees and contractors will not be permitted to work out of

the space with their respective teams. 

We will keep the front rainbow doors propped open when VL staff are

present in the lounge. The door will be closed and an access badge

will be necessary to get in when staff is not present.

We ask that members refrain from bringing in food to share with

others in the space (example: homemade baked goods).

Venture Lane staff will communicate all important announcements to

members through our Slack channel; if you have not accepted the

Slack invitation, we ask that you please join in order to stay informed. 
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    GUEST OPERATIONS

 

For the safety of fellow members, we ask that you only invite

business-critical guests into the space. When possible, please

conduct all meetings with guests over video call. 

If you have invited a visitor into the space, please remain with them

until your meeting has ended and they have left the space. Guests

are allowed in the lobby, conference room 201, and the restrooms.

Guide your guest and make sure they're familiar with our rules.

While the above measure is in place, we will adjust conference room

201 to one credit per hour instead of two. 

If you have a guest entering the space, please have them fill out the

health declaration form prior to entering and send it to

admin@theventurelane.com. If they do not sign, they will not be

permitted inside.

After signing the health declaration form, we will ask guests to have

their temperatures taken using a no-touch thermometer. If their

temperature is above 100.4 degrees, they will be asked to leave.

Visitors will not be invited or allowed to temporarily work out of the

space before or after their meeting.
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   SYMPTOM STUDY
APP

 

The single most effective thing you can do to keep the community

safe and healthy is to avoid entering the space if you are not feeling

well. We’ve decided to implement a mandatory daily check-in on

the Symptom Study App for everyone choosing to work out of the

space for the day.

This app is able to predict with nearly 80 percent accuracy whether a

person was likely to have Covid-19 based on their age, sex and a

combination of four symptoms: loss of taste or smell, persistent

cough, fatigue and loss of appetite.

When entering the space for the day, Venture Lane staff will verify

that you’ve updated your status on the Symptom Study App, had

your temperature taken, and signed-in for virus tracking purposes.

This app is available in the app store.

 

   WHISPLI

 

We are also implementing software from our member company,

Whispli. We will be using their Open Line platform as an anonymous

way for members to ask COVID-19 related questions, give feedback,

and register complaints.

You do not need to use an email address to sign up and a QR code to

access the Venture Lane platform will follow. 
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    TRAVELING TO 
THE OFFICE

 

For those close to the office, we recommend walking or biking. If

walking takes less than 45 minutes, consider this as an option.

If you're using a BLUEbike, carry disinfectant wipes in your backpack

to wipe down the handles, seats, and frame before riding. 

If you're using your own bike, we recommend locking it up at

Government Center down the street. This spot has been a safe space

to leave a bike outdoors for many of our members.

If you have a car and haven't commuted to the office before, we

recommend parking in the Three Center Plaza Garage which is a one

minute walk away from the office.

If you're unable to walk, bike, or drive we recommend the following

while in an Uber or on public transportation: 

Wear a mask. For extra precautions, wear gloves (latex, gardening,

winter, etc.) to add a layer between the item you're touching and

your skin.

Try not to touch anything (poles, handles, seats, etc.). 

When possible, sit rather than stand on public transport. Seats

typically carry skin microbes, not respiratory microbes. 

If you encounter a crowded bus/subway, don't ride. Wait for the

next one to come along.

 
One of the most challenging components of returning to the space is

figuring out the best way to safely get there:
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    FLOORPLAN
 & SPACING

 

We encourage members and staff to practice social distancing -

spread out your workspace from those around you.

Utilize empty desks and the cafe tables to maintain a 6 foot distance

from others.

We will pull cafe tables apart and rearrange the cafe & lounge. We ask

that you do not push tables closer together (example: for group

lunches).

We will block off every other desk on the open floor to ensure a safe

working distance from other members.

We will remove half of the cafe tables and stools from the cafe to

encourage social distancing and spread.

We ask that no more than 6 people use the large conference room

(201) at a time; no more than 4 people use the standup room (225) at

a time; no more than 2 people use the small conference rooms (226 +

227) at a time.

To help with the flow of air, we recommend letting a conference room

air out for 8 minutes in between uses. 

Signage throughout the space will increase given the new measures +

protocols, especially in high-touch areas.

While waiting to sign-in on the iPad for the day, please maintain six

feet from one another. We will have the floors marked with stickers to

remind you of the proper social distance.
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   KITCHEN

 

We ask that no more than two people are using the kitchen at once.

We will have the floors marked with stickers to remind you of the

proper social distance.

You will be required to sanitize your hands before touching the coffee

machines, fridge, microwave, faucet, and water filter.

We will disinfect the kitchen space once per hour.

If you feel uncomfortable using the kitchen, we encourage you to

bring your own items from home. Only touch and spend time in areas

that make you feel safe and secure. 

The kitchen cabinets, drawers, and trash bins have been reworked /

opened up to lessen the amount of high-touch surfaces and handles. 

 

   MAILROOM

 

We ask that you refrain from sending personal mail or packages to

the office.

We ask that only one person is in the mail room at a given time. We

will have floor stickers outside of the door to help guide where you

stand while you wait.
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    PROGRAM & EVENTS

 

For social distancing measures, we will refrain from large group

gatherings for workshops, community, and public events for the time

being.

We will continue to live stream our workshops. No in-person sessions

will take place. We will reevaluate on a weekly basis.

We will not be serving food to members or the public until it is safe

and prudent to do so.

 

    PHONE BOOTHS

 

Each phone booth will have disinfectant and hand sanitizer inside.

Please wipe down the table and chair before and after using a phone

booth. 

To assist with the flow of air, please keep phone booth doors propped

open after use. We purchased extra door stops for each booth. It's

best to air out each booth for 8 minutes in between uses. 
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   THE PATH FORWARD

 

 
We ask that you stay optimistic and realistic about the future. Please

keep in mind that it will take a long time for the office landscape to go

back to normal - both at Venture Lane and across the country. We will

all need to stay agile, fluid, and ready for rapid change given the

unknown path ahead.

 

We are all small companies here at Venture Lane which means we're

used to practicing agility, pivoting quickly, and taking a creative

approach. We generally don't have traditional and bureaucratic

systems in place that would make rapid change and adaptation hard.

Let's use this to our advantage!

 

Please remember that adversity brings opportunity: to learn, to grow

and to do things differently. We wish all of our members good health

and good luck in your respective industries. If there is anything we can

do to help and support you, please do not hesitate to reach out. We are

a tight-knit community here at Venture Lane and supporting each of

our members is our top priority.

 

Christian Magel

contact@theventurelane.com
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    STAFF OPERATIONS

 

We will limit the amount of off-site trips (Staples, CVS, etc) and work

towards having all supplies delivered to the office.

Similar to members and guests, Venture Lane staff will have our

temperatures taken at the beginning of the day. If a staff member's

temperature is above 100.4 degrees, they will be asked to work-from-

home for the day.

Venture Lane staff will be asked to wash their hands before they

touch or sanitize high-touch areas.

Please remember that as a startup hub we are not qualified to give

medical advice. We will always direct questions to the appropriate

government website for further advice and protocol.

Venture Lane staff will stagger our times of arrival and departure and

days of the week we're in office for a staggered return-to-work flow. 

For staff safety, we encourage staff to wear latex gloves while

enacting safety and sanitation procedures.

For staff safety, we encourage staff to maintain 6 feet from members

and guests. If someone gets too close, kindly tell them that you're

practicing social distancing and ask them to respect your distance.

 
Keeping out staff safe and healthy is a top priority. The following

procedures will be enacted to ensure a safe working environment for

Venture Lane staff: 
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    INTERNAL COMMS

 

 
A VL TEAM MEMBER TESTS POSITIVE FOR COVID-19:
We think it is important to inform you that a team member from Venture
Lane has tested positive for COVID-19. While right now we do not know for
sure when they became infected, our team is currently reaching out to
everyone who has entered our space in the last 14 days to let them know
they may have come into contact with this. The entire space will be
closed for a two week time period for deep sanitization and the entire
team is self-isolating and being tested. At the moment no other team
members are experiencing symptoms but as soon as we have more
information, we will share it with you. In the meantime, if you have any
questions, please contact us at contact@theventurelane.com. Our
thoughts are with our teammate who is currently receiving care. 
 
A GUEST OR VL MEMBER WHO HAS COVID-19:
In these challenging times, we believe complete transparency is the only
way forward and are writing to share that we've been informed that a
guest/member that has visited Venture Lane over the past two weeks
has tested positive for COVID-19. Our team is currently reaching out to
everyone who has entered the space in the last 14 days to let them know
they may have been exposed. Out of an abundance of care, we will
remain closed while the space is industrially sanitized. We apologize for
the inconvenience, and look forward to welcoming you back when it is
safe and clean to do so. 
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    HEALTH 
DECLARATION FORM
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