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Peace of mind
We have been working behind-the-scenes to ensure our teams and spaces are ready for 
you and your colleagues to return to your offices, whenever you’re ready to do so. 

Our spaces have been adapted to comply with the Government’s new ‘COVID-19 Secure’ 
guidelines.

We will continue to work collaboratively with you to ensure that our plans are aligned and so we 
can best support you.

In the meantime, we hope this document provides helpful insight into the guiding principles that 
underpin our approach to managing the safe repopulation of Storey.

We’re looking forward to welcoming everyone back soon.
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+ Hand sanitising stations have been installed at 
every point of entry, including the shared areas on 
your floor, such as meeting rooms, phone booths 
and tea points. 

+ All shared meeting rooms and phone booths have 
hand sanitiser so that each customer is able 
to self-clean before and after using the shared 
facilities.

+ All toilet facilities have antibacterial soap, and 
signage is in place to encourage everyone to follow 
Government guidance on handwashing.

+ Key touchpoints in shared areas (such as showers, 
changing rooms and shared meeting rooms) are 
being disinfected throughout the day with anti-
viral products, and deep cleaned regularly. If you 
would like this to be carried out within your private 
office, please get in touch with your on-site contact 
who will be happy to discuss any requirements and 
subsequent costs.

+ Wherever possible, we have implemented a ‘zero 
touch’ journey through entrances and exits, walk-
ways, corridors and lifts. 

+ We have new guidelines in place for using our 
showers and changing rooms to ensure they are 
kept clean and clear of personal items.

+ We have switched to sachet consumables within 
the shared tea points (milk, tea, coffee, sugar). We 
have also introduced optional recyclable single-use 
cutlery and crockery.

We’ve increased the provision of PPE for all of our 
staff, so you might see our reception and security 
teams wearing face masks and gloves. We’ve also 
installed plexiglass screen barriers at our 
service desks.

+

Enhanced 
hygiene and 
cleaning measures
To ensure everyone’s safety, we’ll be enhancing our cleaning 
regimes and implementing additional personal hygiene measures.
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+ We’ve implemented clear signage and floor 
markings throughout our buildings to help 
maintain social distancing. We have also 
introduced one-way flow at entry and exit points, 
staircases and corridors.

+ We’ve adapted seating arrangements within 
the shared areas of your floor. This may include 
removing furniture from break out areas and 
introducing a queuing system so that each user 
can safely use the shared tea points.

+ We’ll do our best to create areas outside our 
buildings for people to eat their lunch outdoors, 
keeping a safe distance from others.

+ Shared meeting room capacity has been reduced 
by at least by half. We’ve introduced seating 
markers, so that you will be able to maintain social 
distancing within each shared meeting room. 
There will be no change to your allocated meeting 
room credits, and you will be able to continue to 
book the shared meeting rooms via the Storey 
Customer Portal.

+ We ask that all visitors are pre-booked, and we will 
enable them to collect their own pass from printers.

+ Lift and escalator occupancy numbers have been 
reduced, and we have implemented signage to 
reflect this.

+ We’re restricting all deliveries to loading bays, and 
only allowing access to key personnel. 

+ We’ve reconfigured our shared spaces, such as 
the seating and tables in our reception areas, to 
maintain social distancing and reduce face-to-
face interactions.

+ No public events or street food vendors are 
scheduled on-site until further notice.

+ We’ll be updating you separately on our 
evacuation procedures, that will ensure we can 
maintain social distancing measures in the case of 
an emergency. We’ll provide training so that all of 
your staff are fully up to speed, and we’ll postpone 
planned fire drills until this has been completed.  

Supporting  
social distancing
Our measures are designed to help everyone feel comfortable and safe 
while working in our spaces, as well as arriving and departing from them.
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Preparing our 
building and back 
office systems
As our buildings have remained operational throughout the lockdown 
period, we continued to undertake all of the usual checks and balances 
to ensure fire and life safety systems operated safely and effectively. To 
manage the safe return to full operations, we undertook the following:

+ Safely reinstated any previously disconnected or 
isolated electrical supplies.

+ All gas appliances checked for safety, and gas 
supplies reinstated.

+ A thorough examination of lifts and other 
equipment that has been out of use, including test 
runs prior to re-occupation. 

+ Refilling and flushing through all water systems, 
and ensuring quality and hygiene checks are in 
place. All taps and sentinel outlets have been run 
for a minimum of 5 minutes; any hot water storage 
calorifiers have been pasteurised and all toilet 
cisterns have been flushed and operation of float 
valves checked.

+ Reinstating arrangements for water sampling and 
ensuring all water treatment logbooks updated.

+ Ensuring all fire and life safety systems have been 
examined for faults and correct operation.

+ Reviewing lighting so that, where it is not 
automatically controlled, a system has been 
implemented to minimise contact with switches.

+ Deep cleaning of all communal areas.
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Ventilation and air conditioning

HVAC (heating, ventilation, and air-conditioning) systems are widely used in our offices. 

Our technical teams have developed a best practice management plan for our HVAC systems 
drawn from the guidance published by REHVA - the Federation of European Heating, Ventilation 
and Air Conditioning Associations. 

RHEVA is the leading European professional organisation for mechanical services of buildings 
and the Chartered Institute of Building Services Engineers (CIBSE) are the UK representatives. 
They have been working with the European Centre for Disease Prevention and Control, European 
Commission Coronavirus response, the WHO, World Economic Forum and AiCARR infographic 
information and modelling on reducing SARS-CoV2-19 diffusion in buildings. 

They have issued this practical guidance, which we will be following closely:

 •  Secure ventilation of spaces with outdoor air .

 • Switch ventilation to nominal speed at least two hours before the building usage time and   
  switch to lower speed two hours after the building usage time.

 • At nights and weekends, do not switch ventilation off, but keep systems running at lower speed.

 • Ensure regular airing with windows (even in mechanically ventilated buildings).

 • Keep toilet ventilation 24/7 in operation.

 • Avoid open windows in toilets to assure the right direction of ventilation.

 • Instruct building occupants to flush toilets with closed lid.

 • Switch air handling units with recirculation to 100% outdoor air.

 • Inspect heat recovery equipment to be sure that leakages are under control.

 • Switch fan coils either off or operate so that fans are continuously on.

 • Do not change heating, cooling and possible humidification setpoints.

 • Do not plan duct cleaning for this period .

 • Replace central outdoor air and extract air filters as usually, according to 
  maintenance schedule.

 • Regular filter replacement and maintenance works shall be performed with common    
  protective measures including respiratory protection.

You can read more about REHVA’s guidelines here.

In addition to this, we are trialling some technical modifications to further improve air quality, 
and we will be discussing these with our customers in the coming months.
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+ Our Storey operational teams are working closely with our service partners and contractors to ensure a joined-
up approach to returning to full operations. This will include ensuring that the policies mapped out within this 
document are followed, and reflected in risk assessments, method statements and any other key documentation.

+ We have implemented a weekly operational review with service partners to discuss new procedures, changes to 
plans, and any suggestions for improvement.

+ We are supporting service partners and contractors with practical recommendations to ease their process of 
return, including introducing staggered arrival times and rotational teams wherever possible.

Working with 
service partners 
and contractors
At each of our properties we outsource our building services teams. They 
play a vital role for British Land and Storey in helping to create a safe 
environment across our properties.
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Our 
commitment to you
+ Close collaboration and a tailored approach

Having a clear and open line of communication is vital in making sure our procedures and 
protocols are embedded effectively and work for both you and your staff. 

You have been allocated a dedicated contact who is your ‘go-to’ for any support, advice and 
questions relating to health and safety. 

Our teams will keep in contact with you regularly to discuss current and planned occupancy levels. 
They will use this information to review our plans to ensure that they continue to be effective.

+ New services to make it easier for you to get back up and running 

We are geared up to support you with a variety of additional services, such as advising 
on appropriate space planning within your office space, installing desk partitions, hand 
sanitiser units, sanitising mist, increased frequency of cleaning and DIY cleaning supplies. 
Your on-site contact will be happy to discuss any requirements and subsequent costs. 

We are also happy to provide ‘Welcome Back Sessions’ to all your staff. These will cover 
the same content as our regular ‘Welcome Sessions’ for new starters, but will highlight the 
changes your staff will see when returning to the office and can be delivered virtually before 
your teams return. 

While we are not currently proposing to use thermal thermometers in receptions, we will be 
happy to assist customers who are doing so in their private offices with signage in reception. 

+ Practical guidance, every step of the way

Our Storey operational teams will help by making practical recommendations to ease the 
process of return, including:

 •  Introducing staggered arrival times and rotational teams wherever possible.

 • Reminding staff daily to only come into work if they are well and no one in their   
  household is self-isolating.

 • Reminding everyone to carry the correct ID/ passes and to pre-book visitors.

 • Reducing the volume of deliveries, including no personal deliveries.



Get in touch
Your usual Storey contact is still available. 
For any specific Operations questions, please 
contact our Head of Storey, James Lowery 
James.Lowery@britishland.com


