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The People Side – Everyone Feels Differently About Returning to the Office
I am really looking forward to
returning to the office, I miss
the people and my workspace.

I am overwhelmed with so
many decisions between
returning to work and kid(s)
school decisions.

Our Shared Commitment to Health and Safety
Health and Safety is a shared responsibility among IMAX leadership,
people managers, employees and vendors.
IMAX is committed to ensuring we are aligned with state and local government guidelines,
as we continue to move forward with resuming onsite activities. We will monitor, adapt,
and adjust our policies, procedures, and protocols to ensure that we meet and/or exceed
expectations, based on the guidelines for LA County and the State of California.

Our Shared Responsibility To Keep Each Other
& Our Workplace Safe

Complete the Daily Health Check
BEFORE entering

Maintain
physical distance

Masks Are Mandatory

Wash or sanitize
your hands frequently

Follow signage, stick to assigned
work areas and ‘Path of Travel’

Stay home if you are feeling ill or you’ve
had close contact with a known or
suspected case of COVID-19

Work together to efficiently and
effectively schedule onsite activities
as needed

Communicate with empathy,
compassion and inclusiveness

Scheduling Onsite Work
✓

Your managers are responsible for scheduling their
people in the office by person, day, and seat assignment.

✓
✓

Every 2nd workstation may be occupied on any given day.
Dependent on scheduling, your regular seat may not be
available that day.
Signs will be on each seat indicating CLEAN or TO BE
CLEANED. When you use a seat, flip the sign over so that

✓

our cleaners know which desks need their attention.

Sample Seating Schedule Limitations
Day One

Day Two

Meetings

Workspaces
✓

✓
✓

To maintain social distancing, you may use a
workstation or office other than your own.
You will be asked to take your personal belongings
home with you at the end of each day.
Desk surfaces need to be cleared for full sanitization
by our cleaning staff at the end of each day.

✓

Continue to meet virtually using conference tools such
as Blue Jeans, Slack or phone.
Largest meeting rooms will be set up for socially

✓
✓

distanced meetings. Others will become available as
we are ready.
Please book in advance using Outlook.
Maintain a minimum of 6 feet social distance AND

✓

✓
✓

wear masks at all times in meeting rooms.
No food or drink in the meeting rooms at this time.
The Courtyard provides fresh air and space for
socially distant, in-person meetings.

Onsite Services, Breaks,
& Common Areas
✓
✓
✓
✓

✓

It is preferred that you bring your own food and stay in
for breaks/lunch.
You are permitted to eat at your desk or in an assigned
break area.
Always wash or sanitize your hands before and after.
If you do leave the premises, including smoke breaks,
please follow the path of travel and sanitize your hands
on your way in and out of the building.
Always maintain 6 feet social distancing.

Food and Drink
✓

Prepackaged food/drinks are available in the micromarket

✓

Bottled Water is available at the following locations:
✓ Reception
✓ 1st Floor Café Glass Refrigerator
✓ 1st and 2nd floor Copy Rooms

✓

Please bring your personal water bottle for use from the
portable coolers.
Coffee is also available

✓

9

What You Can Expect To See

IS Service Desk
✓

Service Desk team will respond to issues first by
logging a ticket via our Service Now Portal, or by

✓

✓

✓

✓

calling 5555 or 310-255-5555 for urgent issues.
If through troubleshooting, we determine handson assistance is required to resolve your issues
the Service Desk team will schedule an
appropriate time with you to drop off the
equipment in a designated location or by visiting
your workspace.
During this process it is essential that 6ft physical
distance is always maintained, and appropriate
PPE is worn.
In-person visits to the Service Desk area are not
permitted at this stage to avoid crowding unless
an appointment has been agreed upon.
Service Desk staff will utilize their own keyboard
and mouse when troubleshooting and will sanitize
equipment before returning or use gloves.

Employee Check-In
✓
✓
✓
✓

Complete health poll electronically before arriving
at the building.
Upon arrival, please proceed to the reception desk.
Health poll information will be reviewed.
Temperatures will be taken.

Visitors & Guests
✓
✓

✓
✓

Only essential visitors at this time.
If you have a business essential visitor required to
come onsite, please register with Facilities at least
24 hours in advance.
Essential visitors will be required to follow IMAX
Health Protocols & Guidelines,
Reception doors must be used for any external
visitors.

Packages and Deliveries

✓

You will receive a message when there is mail or a
package for you. When you pick it up, the
receptionist will pass it over the counter.
Food deliveries are welcome. Please let Reception

✓

know if you are expecting a delivery and pick up
your food promptly.
Please, no personal packages at this time.

✓

Next Steps in Preparing to Return to the Workplace
❑ Complete training assigned to you within our
Learning Management System.
❑ Check out our IMAX People Site ‘Workplace’
page regularly to get familiar with new policies
& procedures.
❑ Check out the Frequently Asked Questions for
any of your unanswered questions. If you have a
question that isn’t included in that list, submit it
to our Ask A Leader site.
❑ Know the symptoms of COVID-19 and our illness
& exposure reporting process.
❑ Continue to have open and honest dialogue
with your Manager about your return to work
schedule and what that looks like.

Visit https://ourpeople.imax.com for more
information, guidance and resources.

We are in this together and we will adapt as we learn.
Reach out to your Manager, HR Business Partner and Facilities with any concerns or questions.

Thank you for your commitment to health & safety!

