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Spaces

Member Guidelines

KOFISI is taking measures to ensure the health and safety of 
employees and members by implementing social distancing 

Desk and Table Distancing
Tables and Desks in Meeting Room and Flexible Work areas have 
been marked showing the max number of people able to sit at each 
location.
 
Markers set at 2 metre intervals are on bigger tables to help 
observe social distancing.

Private O�ce Space

members with a set of COVID-19 considered recommendations.
We are able to conduct a review of all Private O�ce Space and provide

 

distancing. 

Meeting Room Set Up Options
We have assessed capacities of our spaces to apply appropriate 
social-distancing measures and to develop best practices around 
the flow and use of space.  

Capacity for all Meeting Rooms now considers a six-foot diameter 
spacing standard. 

Depending on set-up style, capacities may cap at 25% to 50% of 
previous maximum capacity. 

Additional attendees could access the meeting remotely from Desks 
or other Meeting Rooms. 

Multiple Meetings
When several meetings take place at the same location, we will 
stagger start and end times to limit overlapping and to allow time for 
additional cleaning to take place and avoid overcrowding in 
communal areas near Meeting Rooms.

Phone Booths
Phone booths will only be available through our booking system 
with sanitising and cleaning rotas scheduled after each booking.

Signage & Member Communications
Signs will indicate the maximum occupancy of each room and if 
desks are available. 

“Safety Zones”.

Cleaning schedules will be visible and updated after each clean.  

safe distances.

Please stay on the left-hand side of corridors.

Cleaning Standards
All meeting spaces and Phone Booths will be cleaned and sanitised 
before and after each meeting. 

In Flexible Desk areas we ask members to work at the same location 
as much as possible throughout the day and to notify a KOFISI 

Additional sanitiser is available, so members can clean their space 
before and after sitting down.

Hand Sanitisers
Hand sanitiser points have been placed throughout our spaces and 
clients are asked that they frequently apply it before and after visiting 
communal areas.

Washrooms
Our washrooms will be cleaned and disinfected hourly.

We will limit the capacity of washrooms so that social distances can 
be observed.

RECEPTION

BOARD ROOMS

COMMUNITY AREA
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Screening
KOFISI’s goal is to build trust and comfort through screening and 
transparency. Additional measures like contact tracing and testing 
for COVID-19 may be implemented subject to guidance from the 
WHO and availability of home testing.

Home Wellness Self-Check

We ask that members assess their wellness against our checklist of 
questions on our website before arriving. 

If a member answers yes to any of the questions, we ask that they 
stay at home and seek medical attention.

In the event a member has to stay home, we request that they send 

Temperature Checking
Upon arriving at a KOFISI Centre, members should expect to be 
screened. 

There will be a touch-free temperature scan at the KOFISI 
Reception of the KOFISI Centre in a dedicated isolation room.

A record of everyone entering the Centre will be kept of all 

Operating Protocol
Access will be denied if a person’s temperature exceeds 37.4 
degrees Celsius. 
Anyone registering a high temperature will be put in an isolation 
room and advised to see a doctor. 

Our medical partner, Meditest, will be able to organise an 
at-home COVID-19 test. 

Members will need to be cleared by a doctor before they are 
re-admitted to the Centre. 

Contractor, Visitor and Delivery Company Protocols.
All visitors to a KOFISI Centre will have to comply with the same 
protocols as employees and members.

Temperature checks will take place on entering the property. 

All contractors and visitors will have to wear face masks at all 
times. 

All visits must be pre-arranged with KOFISI Centre Managers. 

If numbers exceed safe zones, KOFISI may decide to limit the 
number of visitors on-site.  

Daily experience
KOFISI’s goal is to deliver the same sophisticated and reliable 
working environments while also making the safety and well-being 
of our employees and members a top priority. We have upgraded 
all areas of our service commitment to ensure that we can support 
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our members throughout their day whilst still maintaining safe 
social distancing measures to minimize the risk of infection.
  
At Home Questionnaire
To avoid congestion in reception areas, members and visitors 
should complete the questionnaire on our website to assess their 

Elevators and Access
Please maintain 2m social distance on entering the building and 
follow landlord signage and directions in lifts or limit to a maximum 
of 2 people per lift. 

Please observe screens and signs which will direct members 
towards the correct areas for screening protocols.

If there is a line, please wait your turn. You will be asked to step 
forward when it is safe to do so.
 
Reception
Our reception areas are safety zones where 2m distancing and 
the number of people present is regulated at all times.

KOFISI temperature checks and health questionnaires may be 
filled out at this point.

Anyone with a temperature above 37.4 degrees C will not be 
allowed into the Centre.

Going to your O�ce

and please avoid handshakes and physical contact. 

Directional guidance will encourage everyone to give way when 
needed and to stay on the left along communal corridors and 
narrow walkways.

At your Desk
Your desk will have been thoroughly cleaned but there will be 
sanitiser for additional cleaning. 

Please clear the area when you leave and use the sanitiser to clean 
the area when you leave.

We have upgraded available internet bandwidth in all of our 
Centres so that remote meetings and calls can be held without 
disruption from your desk.

Around the Centre 
Please pay attention to signs and screens will help and remind all 
members of social distancing rules and hygiene protocols.

Community
We are adapting our community programmes to consider social 

virtual events to members. When the situation allows, we will 
foster our KOFISI community through industry talks and
social events.

Hospitality
We have updated our hospitality protocols during this time so that 
we can continue to deliver a valued service in the safest way 
possible.
 
On Arrival
Masks should be worn in corridors, lifts and KOFISI reception 
areas as they arrive.

All members and guests should have their temperature taken.

People with temperatures of 37.4 degrees C or above will not be 
allowed into the Centre.

Please use the foot-operated hand sanitiser dispenser on entry 
and frequently throughout the day.

Please wash your hands thoroughly with soap and water through-
out the day.

PLEASE
STAND
HERE

Please respect 2m
social distance.
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Booking a Meeting Room
All Meeting Rooms, Board Rooms and Knowledge Rooms should 
be booked at reception.

Please advise reception of the number of people attending and 
make sure that visitors understand the KOFISI COVID-19 
protocols.

All visitors must report to reception for screening and monitoring.

All attendees MUST wear face masks in Meeting Rooms. 

Orders for meeting food and drinks can be placed at reception. 

Orders can be collected in person from the Communal Kitchens 
before meetings.

Please check and make sure that your meeting does not exceed 
the number of people allowed in the room you have booked. 

Additional attendees can access meetings remotely, from their 
desk or another booked room.

Phone Booths should be booked in advance and members should 

Bureau Service Requests

Please ask at reception. 

Food and Drinks

Strategy Days in our Knowledge Rooms
Maximum 10 people are allowed in our Knowledge Rooms
at one time.

44

A KOFISI member of sta� will prepare and serve hot drinks 
from the kitchens.

If you need to prepare food, the kitchens will operate with 
restricted access and on a ‘one in one out’ bases to prevent 
overcrowding.

Microwaves and crockery continue to be available for your 
use, please clear away dirty crockery after use. 

Please prepare your food promptly so that other members can 
use the area once you have finished. 

In order that members can respect the 2m social distancing 
rule we ask that they take their drink orders and food away 
with them to another area to consume. 
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Disclosure of COVID 19 Exposure

the health of the work community by being fully transparent and to 
disclose a positive diagnosis of COVID-19.
 
KOFISI Employees
A KOFISI employee who tests positive for COVID-19 should 
immediately disclose their status to their Centre Manager or HR.
 
That employee will not be permitted to return to any KOFISI 
location for a minimum of 10 days or until they have been cleared 
by a doctor.  All medical matters are dealt with in
strictest confidence.

Meeting Attendees
In addition to the normal scanning measures applied to all guests, 
we ask that our clients certify their visitors have tested negative for 
COVID-19 and/or have been determined to be at low risk for 
having COVID-19. 

We will ask all visitors to sign an acknowledgement of their status.

KOFISI Members
KOFISI clients must tell their Centre Manager if a member or 
visitor tests positive for COVID-19.  

Individuals must not return to any KOFISI location for a minimum 
of 10 days or until they have been cleared by a doctor.

A positive diagnosis will be dealt with in the strictest confidence, 
but we do ask that clients work proactively with KOFISI in order 
that we can trace all contact and space usage to the best of our 
abilities for the preceding 10 days to protect the rest
of the work community.

Positive Cases of COVID-19
If a KOFISI employee, KOFISI member or visitor tests positive for 
COVID-19, KOFISI will share this information, as well as all 
contact and space usage with all employees and members. 
The identity of all confirmed positive cases will remain confidential.
 
KOFISI will take all action necessary including deep cleaning, 
disinfection and temporary closures.
Anyone who tests positive for COVID-19 should not return to a 
KOFISI location until they have made a full recovery and been 
permitted to return by their doctor having waited a minimum of 10
days since the positive test results.

In the event of a positive diagnosis within the workspace commu-
nity we will consider electrostatic misting’s to disinfect all surfaces.

Presumptive Cases of COVID-19
Should a KOFISI employee or member exhibit symptoms that 

leads them to suspect they may have COVID-19, or if a KOFISI 
employee or KOFISI member has had contact with anyone they 
believe has COVID-19, they should reach out to their respective 
managers to determine next steps. 

Anyone exhibiting any COVID-19 symptoms should not return to 
any KOFISI location until they have been cleared by a doctor.

Medical Partners
KOFISI is taking extra measures to ensure the health and safety of 
its employees and members through a combination of screening 
and testing protocols via our medical partnerships.
 

Should you wish to contact MEDITEST, please contact your
Centre Manager or call them directly on
+254 734 205 430, +254 795 900 742
or email info@meditestdiagnostic.com 

MEDITEST is o�ering members at home COVID-19 testing
alongside their other medical services.

GOODLIFE PHARMACIES have given our members exclusive 
access to their medical services including prompt access to 
medical practitioners and discounts on medicines and  repeat 
prescriptions. Sign up for membership with your Centre Manager.

Go to any Goodlife Pharmacy and show your card to receive your 
KOFISI benefits.   

Please contact your Centre Manager to find out more.
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Collective Community Contract
We are relying on the commitment of everyone in our workspaces 
to maintain a safe environment by pledging to follow proper 
hygiene etiquette and social distancing measures and adhering to 
our new in-Centre protocols:
 
I will wear a face mask in Communal Areas at all times 
because this adheres to WHO and government guidelines and it 
reduces the risk of infecting others.

I will maintain at least 2m distance from other people 
because limiting face to face contact with others is the best way to 
reduce the spread of the virus. 

I will wash my hands regularly, for at least 20 seconds as this 

I will keep to the number of people allowed in a space at 
one time so that the 2m social distancing rule can be observed.

I will disinfect all surfaces when I sit down and when I leave 
my desk area to minimise the risk of contamination. 

I will check my temperature regularly and stay home if I feel 
unwell with COVID-19 symptoms because I have a responsibility 
to others in helping to stop the spread of COVID-19. 
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AT HOME
QUESTIONNAIRE
1. Have you travelled internationally in the last 30 days, to or 
from a country that has active COVID-19 cases?

2. Have you been diagnosed with COVID-19 or are you 
experiencing COVID-19 symptoms?

3. Do you have signs of lower respiratory illness?
(e.g. acute cough or a shortness of breath)

4. Have you been in close contact with anyone who has been 
diagnosed with COVID-19 in the last fortnight?

5. Please take your temperature before you leave home. Is it 
37.4°C or above?

If you answer "YES" to any of the questions above, we ask 
that you stay at home, inform your Centre Manager and 
seek medical advice.

Our medical partners, Meditest,
can arrange an at-home C-19 test
should you wish.


