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Getting back to work



As of Monday 19th July, restrictions will ease in England, however we will continue to have 
measures in place, such as the thermal scanner and member/guest registration, to ensure we 
protect and prioritise the health of employees, members and guests. 

We are still encouraging members to obtain Covid-19 tests twice a week. There is a lateral flow 
testing centre, located at London Bridge Station. You can either book online here or simply 
walk-in. Results are available in less than one hour. Alternatively, you can use the home testing 
kits, order yours here.

If you have any enquires please contact Sophie who covers the reception desk Monday-Friday 
8am-5pm info@theneighbourhoodoffice.com

Kerry Carmichael
kerry@theneighbourhoodoffice.com
07772609007

Our promise to you 
We commit to ensuring that whilst you are working from The Neighbourhood 
Office, we will prioritise your health and wellbeing. We will continue to have 
measures in place to ensure you are as safe as possible and to allow you to 
continue to do your work without productivity being compromised. We promise 
to be transparent in our approach, always follow the latest set of government 
guidelines and share with you the measures in place.
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The measures we have put in place

Cleaning 
Regular cleaning of common areas 
and touch points with medical grade 
cleaning products.

Wipe stations and hand sanitiser 
is available in all public spaces for 
personal belongings and shared 
amenities.

We have housekeeping on site 
throughout the day and in the 
evenings Monday-Friday. 

Reduced touch points 
Without compromising on safety or 
security, we have reduced the amount 
of doors you will need to open by 
hand and therefore the number of 
surfaces you will come in contact with. 

PPE 
PPE is available on site and additional 
measures are available with our 
support.

Physical distancing
Although distancing restrictions have 
been lifted, please respect the personal 
space of others. Meeting rooms and 
Breakout spaces have reverted to full 
capacity. 

Kitchen
Kitchens are now fully equipped with 
all necessary cutlery and crockery. 
Please keep the Kitchens clean 
and pop your used items into the 
dishwasher.

Air ventilation 
We have natural air ventilation through 
the building. 

Upon arrival
Compulsory hand sanitation, health 
questionnaire and thermal testing 
on arrival along with a signed 
commitment to workplace rules 
including a clear desk policy. 



Returning back to work
We understand that returning to work will be unique to each company and each 
employee. We hope that by being able to offer assurances in advance, will ease your 
concerns. We will continue to be here for any questions and support.

For those of you haven’t previously returned to the office, we offer video calls to 
ensure there is a clarification of the shared responsibilities. This also is an opportunity 
to discuss and address any specific concerns people may have regarding workplace 
practices. We can all do our part to look after our own and each other’s wellbeing.

Arrival experience 
We will ensure that we maintain a warm and welcome experience for everyone arriving 
at The Neighbourhood Office whilst being able to protect the health of all of us. 
Therefore, we have introduced some additional arrival steps:

• It is become mandatory to use hand sanitiser on entering the building

• All members, guests, contractors and employees will be registered by our
front of house team. This will include being asked a series of COVID19 related 
health questions and a contactless temperature check. Anyone who is 
experiencing health concerns or has an elevated temperature will be provided 
with the government guidelines, advised to stay at home and will not be able to 
enter The Neighbourhood Office.

• It is mandatory to register with full contact details to allow us to be able to 
contact any guests should the need arise.

• Every member must sign up to the Workplace Rules to ensure we all agree to 
work in respectful and safe way.



Workplace rules 
We have revised the workplace rules surrounding how to use the space and the 
expectations of being a member including a mandatory clear desk policy.

These will be issued to each person arriving to the building during registration which 
they will be asked to sign, as way of agreement to abide by these rules. A copy of this 
document will then be emailed to them, available to read on the members’ portal and 
visible through the space as a reminder.

Clear Desk Policy 

To ensure we can clean desks thoroughly, we have implemented a Clear Desk Policy.

Arriving to work, you will have the confidence that your desk has been sanitised which 
will be confirmed through a dated sanitation sticker stating that it is ready and safe for 
you to use.

We ask that you stay at your assigned desk for the day and do not move desk 
locations through the day.

At the end of your day, we will ask that you put any personal belongings in lockers or 
take home with you so that you can leave your workspace clear of personal belongings 
to ensure we can sanitise each desk after use.

In addition to this, disposable desk mats are available for each desk and we encourage 
the use of these. We ask that you place your disposable desk covering in the recycling 
bin once you have finished.

Cleaning 
Clean and sterile surfaces is a key factor in reducing the spread of the virus so we have 
upgraded our products to medical grade standard. We will continue to regularly clean 
the common areas, high touch points, kitchens and bathrooms throughout the day. The 
building also has a thorough clean every evening.

Sanitisation products available on each floor including wipe stations and hand gels for 
personal belongings and shared amenities. Housekeeping will ensure that sanitisation 
supplies are kept topped up and always available.

Whilst we can do all that is possible to keep the space hygienic and safe, we all have a 
responsibility to each other ensure we keep the common and workspaces clean.



Reducing touch points
In addition to keeping the space sanitised and doing what we can, we have reduced the 
number of surfaces you need to come into contact with.

Where possible, doors will be propped open to reduce the number of handles you need 
to come into contact with. These automatically release the door when the fire alarm 
sounds to ensure we continue to conform to fire safety standards.

For those doors that we are not able to keep open, door openers are in place to allow 
for doors to be opened by foot, instead of by hand, if preferred.

PPE
As we have adequate safety measures in place, we do not require our members to wear 
face masks, however we understand this may be a personal preference and we will have 
masks available at the front desk should you choose to use one.

Sanitisation products are available on each floor including wipe stations and hand gels 
for personal belongings and shared amenities. 

Any members looking to provide additional measures; desk partitions or additional 
cleaning supplies, can be arranged with our support.



Physical distancing
Although distancing restrictions have been lifted, please respect the personal space of 
others. 

Meeting rooms

The capacity of meeting rooms has returned to pre-covid capacity. 

Level 1 meeting rooms:
Boardroom – 10 people
Conference room – 6 people

The booking portal will reflect these new capacities.

Kitchens
Kitchen items will revert to standard cutlery and crockery from Monday 19th July. Please 
keep the kitchens clean and ensure you place your used items into the dishwasher. 

Air quality
Having a well-ventilated space is an important part of reducing the spread of COVID-19. 
We have been working closely with our service providers and have made additional 
changes to our ventilation protocols:

• Increased natural ventilation and cross flow of air through openable windows;

• The air handling unit has been re-configured to circulate fresh air throughout the
building,  opposed to recycled air.

Guests
We ask that you register any guests in advance to ensure they are able to be 
accommodated. In addition, guest access will be limited to between 9am and 5pm 
Monday to Friday to ensure the front of house team are able to welcome them and 
share the workplace practices.

You will continue to be notified when your guest has arrived, and we ask that you 
promptly meet them in reception. 



Reporting 
If you are unwell, do not come into the office. 

Our team 
Our team are required to report any developing COVID-19 symptoms or any positive COVID-19 
results. They are then required to stay at home and isolate for 10 days, or until they have been 
cleared by a doctor.

Members
Members who develop symptoms for COVID-19 or who have tested positive must report this 
immediately and not return to the office for 10 days or until they have been cleared by their 
doctor.

Information disclosed will remain confidential and data will be stored securely in line with our 
GDPR policy.



One collective effort
We will communicate with transparency with our members and ask that anyone working from 
our spaces share this transparency to maintain the health and wellbeing of everyone. This 
includes full disclosure of any symptoms or confirmed cases involving yourself, guests or any 
persons you have been in close contact with.

We have put these safety measures in place, but it entirely relies on a collective effort and 
cooperation from everyone to ensure we maintain these standards to keep everyone safe and 
well whilst at work.

We will continue to share updates and changes to these measures through our member 
channels and website.

Thank you.
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