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Building Enlivenment – preparing for your return to the workplace. 

With the announcement of the UK Government’s recovery strategy on 11th May, we have prepared for the 

phased relaxation of the lockdown over the coming weeks.   We anticipate that government guidance on 

social distancing will remain in place for the foreseeable future, in keeping with the COVID-19 Secure guidelines. 

Collectively, we will need to adjust to a ‘new normal’ within the working environment, as the concern of a further 

COVID-19 outbreak remains. 

This document outlines our preparations for promoting a safe and healthy working environment and with your 

cooperation, ensure the building is safe, resilient and ready to cope with the restrictions.  

The following pages outline the measures we have implemented to support this and explains what we have been 

doing whilst you were away. 

Introduction 
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We want to assure you that we are here to support you with your plans to return to work.   

We will continue to closely follow the advice and guidance of Public Health England and consequently will 

monitor and adjust our operational protocols in keeping with the evolving situation. 

With your assistance, we will work together to reduce the risk posed by Covid-19.  
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As you plan to re-open your offices and we welcome your employees back to work, we wanted to give you an 

update on what we have been doing at Earley West to make sure the building is operating safely 

and in compliance with government regulations. 

During the last few weeks since the Government introduced the lockdown guidelines, we have maintained the 

building, albeit at reduced levels (and reduced cost), to ensure its readiness for your return.  We have focused on: 

 

 Cleaning services - We have continued to provide reduced levels of cleaning throughout the building and 

have undertaken deep cleans where required.  In preparation for your return, we have: 

• ensured adequate supplies of washroom consumables (toilet rolls, hand towels, hand soap) 

• ordered enough supplies of cleaning materials, including viricidal cleaning solutions for all surfaces 

• checked all cleaning equipment for its safe operation 

• developed an emergency cleaning response plan and verified our service partner’s capability of 

undertaking deep cleans, to ensure we can quickly respond to any new reported cases 

• The cleaner will return off furlough to their normal working hours. This will provide a thorough and 

consistent cleaning standard throughout 

 

 Mechanical & Electrical services - We have maintained all life safety systems and critical operational 

services under the Landlord’s responsibility during the lockdown period.  This includes: 

• fire safety systems (detection, alarm, sprinkler and fire-fighting systems); tested by a certified third-

party provider 

• all water systems (closed and domestic water systems); a weekly flushing regime has been 

followed and water sampling undertaken to ensure all systems are safe to use before reopening.  

Sewage and waste systems have been checked to ensure pipes are free flowing and traps filled with 

water 

• electrical systems, including the testing of emergency lighting systems 

• BMS systems; a review of the building operational programme has been conducted for re-

occupation 

• pressure systems; these have been checked including all safety devices and inspected for 

system leaks 

• lifts have remained operational and statutory inspections have been satisfactorily undertaken  

• VRV’s were serviced 20th April 2020 

• The M&E team have also carried out site safety inspections of all common areas weekly and any 

resulting remediation works have been actioned 

Preparing to welcome you back to County House 
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 Security services - We have had security patrols of the site during the lockdown period and they 

completed internal and external building patrols every day.  

• Security patrols will continue until further notice. As tenants have keys to the front door, access will 

remain this way 

 

 Keeping in touch – We have kept in contact by email, phone and MS Teams.  The JLL Management Team 

will continue to keep you regularly up to date.   Due to the expected continuation of social distancing 

guidelines, we propose to continue to use the same modes of communication. 
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Arriving at Reception 

 Hand sanitisers are available within the reception entrance. Please use these before accessing the lifts or 

the stairs 

 Floor marking signage to be installed to indicate safe distances 

 Soft furnishing in reception has been restricted from use  

 Touch points will be cleaned twice while the cleaner is on site 

 

 

 



  

8 

 

Arriving at the car park 

 Car, motorbike and bicycle access routes remain the same 

 Signage will be installed in the car park asking people to respect social distancing. 

 A hand sanitiser dispenser will be installed by the stairs 

 

 

  

Reoccupation Plan – what we are doing 
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Using the Lifts 

 Lift waiting areas can quickly become congested and with social distancing measures, wait times for lifts 

may increase.  Please use the stairs to descend only if possible 

 We will use a queuing system for the lifts.  The number of people within the lift car has been reduced to 

one at any one time 

 Signage will be installed to remind everyone of the importance of social distancing 

 Hand sanitisers will be made available in the reception area 

 There will be waiting points marked with black and yellow tape for each lift 

Reoccupation Plan – what we are doing 
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Deliveries and Collections 

✓ All deliveries to the building, including couriers and Royal Mail, will be via each tenant reception area.  

✓ Where possible, deliveries of personal purchases should be suspended until further notice and redirected 

to occupiers’ home address 

✓ Hand sanitisers will be available for use 

 

 

  

Reoccupation Plan – what we are doing 
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Restrooms (1st floor only) 

✓ Anti-bacterial hand wash has been placed in the dispensers  

✓ Signage has been installed to encourage observance of social distancing measures and how to wash 

hands correctly 

✓ Toilet lids should be closed before flushing.  This minimises the release of droplets. 

✓ The facilities will be cleaned twice a day, with a focus on sanitising key touch points such as taps, handles, 

etc.   

 

 

 

 

 

 

 

  

Reoccupation Plan – what we are doing 
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Enhanced our Cleaning Regime 

We have increased daytime cleaning to focus on the cleaning frequency of all common touch-points, including 

 Hand rails 

 Door handles 

 Lift car interiors and floor destination/lift call buttons  

 WC’s 

 Sinks & taps 

 

We are using viricidal cleaning solutions for all hard surfaces.   

We have ensured the cleaning team are fully trained in infection control. 

We have developed a deep clean response plan in readiness for any potential future outbreak. 

As we progress with a safe and successful return to work, our cleaning service delivery levels will be reviewed and 

adjusted accordingly 

 

  

Reoccupation Plan – what we are doing 
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Reviewed our M&E Operations 

In accordance with REHVA COVID-19 & CIBSE* recommendations we will: 

 Ensure the exhaust ventilation systems to washroom facilities are operational 24/7 

 Adjust the main fresh air and extract systems to operate 24/7. Fan speeds will be increased 2 hours pre-

occupation and decreased 2 hours post-occupation.  

 Adjust main air handling systems to run on 100% fresh air (avoiding recirculation). This includes the pre-

purging of air conditioning systems to improve the indoor air quality 

 Adjust the set points of the heating and cooling system to pre-lockdown levels  

 Ensure our M&E engineering teams are complying with the industry best practice recommendations 

regarding all building services and to optimise their operation 

 We will continuously review these measures to ensure their alignment with occupancy levels and 

Government guidelines 

* Federation of European Heating, Ventilation and Air Conditioning Associations / Chartered Institution of Building 

Services Engineers 

 

    

 

 

 

 

 

 

 

 

 

 

 

 

Reoccupation Plan – what we are doing 
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Keeping in Touch 

We will: 

 Circulate the enlivenment plan 

 Arrange for a joint tenant meeting with you in which we will present the plan to ensure you are 

comfortable with sharing the details with your staff 

 Arrange a follow up to deal with any further questions as required 

 Hold monthly review sessions with you to update you with any changes to this plan 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Reoccupation Plan – what we are doing 
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Emergency Evacuation Plans 

 In the event of an emergency evacuation, all emergency stairwells will revert to down only 

 The current fire alarm muster point for the building is deemed okay to enable all the occupiers to gather 

and still maintain social distancing. This will be reviewed as numbers increase. 

 Muster point is by Café Nero 

 

 

 

Reoccupation Plan – what we are doing 
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Return to Work Plans 

 

 Update your service partners with the new 

way of accessing and circulating around the 

property 

 Communicate your return to work plans with 

us, particularly if you have introduced 

staggered working patterns 

 Pre-book all visitors to enable reception to 

monitor for pressure points.  Please inform 

visitors of what to expect on site. 

 Promote safe hygiene practices, including 

regular and thorough hand washing, 

amongst your employees 

 Please encourage your staff to avoid 

personal deliveries to work  

 Develop and communicate a response plan 

should an employee become ill with 

symptoms of COVID-19 whilst at work.  Notify 

us immediately if this is the case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Communicate any changes to fire wardens 

and/or first aiders 

 Advise us if you expect an increased use of 

cycling facilities 

 Ensure disposal of PPE is done responsibly, 

with the contents double bagged 

 Carry out checks on fire systems, including 

fire extinguishers 

 Assess the current state of your plant and 

equipment, so that you have a clear picture 

of which systems are fully operational 

 Ensure a weekly flushing regime is in place in 

accordance with ACOP L8 

 We recommend that you operate your FCUs 

on a 24/7 basis, in line with REHVA/CIBSE 

guidance  

 

 

 

 

 

 

 

 

 

 

 

 

  

 

Reoccupation Plan – what can you do? 
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Return to Work Plans 

For assistance with developing your workspace plans on social distancing and safe space utilisation, please 

contact Marc Kay 07845 051264 or Marc.Kay@eu.jll.com who will put you in touch with our Space Planning team 

They can help you prepare plans for responding to questions such as:  

 What enhanced measures do I need to take so that my workspace is safe for employees when we return to 

work?   

 What steps can I take to ensure that my people feel safe and supported, both those that are returning to 

work and those that needed to remain in the space, as you resume operations?  

 How can I best support my remote workers as they adjust to new workstyles, whether they’re working 

from home full-time or part-time?  

 Post re-entry, how can I drive compliance with new protocols and guidelines, while mitigating risk? 

 

 

  

Reoccupation Plan – how can we help you? 

mailto:Marc.Kay@eu.jll.com
mailto:Marc.Kay@eu.jll.com
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Fit Out Contractors 
 

If you are commencing or resuming a fit-out project of your space, please ensure your contractors are following 

the guidance issued by the Construction Leadership Council  

http://www.constructionleadershipcouncil.co.uk/?s=covid-19 

 

Please communicate with the JLL Management Team on the following points: 

 The scope of works 

 The number of contractors expected on site 

 The working hours for the project 

 What support is needed from our site M&E team 

 Key project contacts for incident management and emergencies 

We will arrange an induction on the new site protocols in advance of work commencing and arrange any 

necessary permits or support. 

 

 
  

Project Works – Fit Out Contractors 

http://www.constructionleadershipcouncil.co.uk/?s=covid-19
http://www.constructionleadershipcouncil.co.uk/?s=covid-19
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This is an evolving situation and we aim to work closely with our occupier community. The JLL Management team 

is working hard to support your back to work planning and ensure we are ready for whatever comes next. 

Please keep communication lines open and share your plans and any changes with us as they occur. We will share 

any updates to this plan as the situation evolves and Government advice is updated.  

Please also communicate with your colleagues to ensure they are familiar with the detail we have shared with you 

before they return to the building.  If you receive any questions, please let us know. 

Together we will mitigate the impact of the next phase and beyond, and we look forward to seeing you back at the 

building 

Marc Kay 

Marc.Kay@eu.jll.com 

07845 051264 

 

Tim Bentley 

Tim.Bentley@eu.jll.com 

07927 566203  

 

 

 

  

A Shared Responsibility 

mailto:Tim.Bentley@eu.jll.com
mailto:Tim.Bentley@eu.jll.com
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We understand the importance of staying safe and staying apart, as per PHE guidelines.  Your safety is our priority. 

To support this, we have installed signage that provides visual guidance on the safe entry and exit routes and how 

to safely circulate within the internal areas of the building. 

Examples of signage are attached to the email this document is sent out in. 

 

 

 

 

 

 

  

APPENDIX I – DIRECTIONAL & SAFETY SIGNAGE 
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APPENDIX III – COVID-19 SECURE GUIDELINES 
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3.1 Coming to work and leaving work 
Objective: To maintain social distancing wherever possible, on arrival and departure and to ensure handwashing 

upon arrival 
Government Step from Guidelines Alignment Comments 

Staggering arrival and departure times at work to 

reduce crowding into and out of the workplace, 

taking account of the impact on those with protected 

characteristics. 

 
  

 

Tenants to manage 

Providing additional parking or facilities such as bike 

racks to help people walk, run, or cycle to work where 

possible 

 N/A 

Limiting passengers in corporate vehicles, for 

example, work minibuses. This could include leaving 

seats empty 

 N/A 

Reducing congestion, for example, by having more 

entry points to the workplace 
  

 

Not possible  

Providing more storage for workers for clothes and 

bags. 

 

 

Tenants to manage/provide 

Using markings and introducing one-way flow at 

entry and exit points 
  

 

Not possible 

Providing handwashing facilities, or hand sanitiser 

where not possible, at entry/exit points and not using 

touch-based security devices such as keypads 

 

 

On order (18/05) 

Defining process alternatives for entry/exit points 

where appropriate, for example, deactivating 

turnstiles requiring pass checks in favour of showing 

a pass to security personnel at a distance 

 N/A 

 

APPENDIX III – COVID-19 SECURE GUIDELINES 

We have reviewed our building enlivenment plan to ensure its 

alignment with the Government’s COVID-19 Secure guidelines.  

Our findings from the review of the relevant sections are 

summarised below. 
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3.2 Moving around buildings and worksites 
Objective: To maintain social distancing wherever possible while people travel through the workplace 
Government Step from Guidelines Alignment Comments 

Reducing movement by discouraging non-essential 

trips within buildings and sites, for example, 

restricting access to some areas, encouraging use of 

radios or telephones, where permitted, and cleaning 

them between use 

 

 

 

Restricting access between different areas of a 

building or site 

 

 

Where possible  

Reducing job and location rotation 

 

 

 

 

Introducing more one-way flow through buildings 

 

 

 

Initial thoughts are to introduce a one way system, up 

in the lift and down the stairs. For discussion at the 

tenants meeting. (18/05) 

Reducing maximum occupancy for lifts, providing 

hand sanitiser for the operation of lifts and 

encouraging use of stairs wherever possible 

 

 

One person per lift 

Making sure that people with disabilities are able to 

access lifts. 

 

 

Tenants to manage 

Regulating use of high traffic areas including 

corridors, lifts turnstiles and walkways to maintain 

social distancing. 

  

 

Tenants to manage 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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3.5 Common areas 
Objective: To maintain social distancing while using common areas 
Government Step from Guidelines Alignment Comments 

Working collaboratively with landlords and other 

tenants in multi-tenant sites/buildings to ensure 

consistency across common areas, for example, 

receptions and staircases 

 

 

 

Staggering break times to reduce pressure on break 

rooms or canteens 

 N/A 

Using safe outside areas for breaks  N/A 

Creating additional space by using other parts of the 

workplace or building that have been freed up by 

remote working 

 

 

N/A 

Installing screens to protect staff in receptions or 

similar areas 

 N/A 

Providing packaged meals or similar to avoid fully 

opening staff canteens 

  
 

N/A 

Encouraging workers to bring their own food.   
 

Building staff will provide their own food 

Reconfiguring seating and tables to maintain spacing 

and reduce face-to-face interactions 

  
 

N/A 

Encouraging staff to remain on-site and, when not 

possible, maintaining social distancing while off-site 

  

 

 

Regulating use of locker rooms, changing areas and 

other facility areas to reduce concurrent usage 

 
 

N/A 

Encouraging storage of personal items and clothing 

in personal storage spaces, for example, lockers and 

during shifts. 

 N/A 

APPENDIX III – COVID-19 SECURE GUIDELINES 
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4.1 Manage contacts 
Objective: To minimise the number of unnecessary visits to offices 
Government Step from Guidelines Alignment Comments 

Encouraging visits via remote connection/working 

where this is an option 

  

 

 

Where site visits are required, site guidance on social 

distancing and hygiene should be explained to 

visitors on or before arrival. 

 

 

 

Limiting the number of visitors at any one time  

 

Tenants to manage 

Limiting visitor times to a specific time window and 

restricting access to required visitors only 

 

 

Tenants to manage 

Determining if schedules for essential services and 

contractor visits can be revised to reduce interaction 

and overlap between people, for example, carrying 

out services at night 

 

 

 

Maintaining a record of all visitors, if this is practical.  
 

N/A unmanned site 

Revising visitor arrangements to ensure social 

distancing and hygiene, for example, where someone 

physically signs in with the same pen in receptions 

 N/A 

Encouraging storage of personal items and clothing 

in personal storage spaces, for example, lockers and 

during shifts. 

 N/A 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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4.2 Providing and explaining available guidance 
Objective: To make sure people understand what they need to do to maintain safety 
Government Step from Guidelines Alignment Comments 

Providing clear guidance on social distancing and 

hygiene to people on arrival, for example, signage or 

visual aids and before arrival, for example, by phone, 

on the website or by email. 

 

 

Signs to be installed 

Establishing host responsibilities relating to COVID-19 

and providing any necessary training for people who 

act as hosts for visitors. 

 N/A 

Reviewing entry and exit routes for visitors and 

contractors to minimise contact with other people. 

 

 

Only one entry/exit point. Tenants to manage time 

slots for visitors 

Coordinating and working collaboratively with 

landlords and other tenants in multi-tenant sites, for 

example, shared working spaces 

 

 

 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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5.1 Before reopening 

Objective: To make sure that any site or location that has been closed or partially operated is clean and ready to 
restart, including: 

• An assessment for all sites, or parts of sites, that have been closed, before restarting work 

• Carrying out cleaning procedures and providing hand sanitiser before restarting work 
Government Step from Guidelines Alignment Comments 

Checking whether you need to service or adjust 

ventilation systems, for example, so that they do not 

automatically reduce ventilation levels due to lower 

than normal occupancy levels. 

  

 

 

Most air conditioning system do not need 

adjustment, however where systems serve multiple 

buildings or you are unsure, advice can be sought 

from your heating ventilation and air conditioning 

(HVAC) engineers or advisers. 

 

 

 

Opening windows and doors frequently to encourage 

ventilation, where possible. 

 

 

 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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5.2 Keeping the workplace clean 
Objective: To keep the workplace clean and prevent transmission by touching contaminated surfaces 
Government Step from Guidelines Alignment Comments 

Frequent cleaning of work areas and equipment 

between uses, using your usual cleaning products 

 

 

 

Frequent cleaning of objects and surfaces that are 

touched regularly, such as door handles and 

keyboards, and making sure there are adequate 

disposal arrangements 

  

 

 

Clearing workspaces and removing waste and 

belongings from the work area at the end of a shift 

 N/A 

Limiting or restricting use of high-touch items and 

equipment, for example, printers or whiteboards 

 N/A 

If you are cleaning after a known or suspected case of 

COVID-19 then you should refer to the specific 

guidance. 

 

 

 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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5.3 Hygiene – handwashing, sanitation facilities and toilets 

Objective: To help everyone keep good hygiene through the working day 
Government Step from Guidelines Alignment Comments 

Using signs and posters to build awareness of good 

handwashing technique, the need to increase 

handwashing frequency, avoid touching your face 

and to cough or sneeze into a tissue which is binned 

safely, or into your arm if a tissue is not available 

 

 

Poster to be installed 

Providing regular reminders and signage to maintain 

personal hygiene standards 

 

 

To be installed (1st floor) 

Providing hand sanitiser in multiple locations in 

addition to washrooms 

 

 

Anti-bacterial soap put in toilets (1st floor) 

Setting clear use and cleaning guidance for toilets to 

ensure they are kept clean and social distancing is 

achieved as much as possible 

 

 

To be installed (1st floor) 

Enhancing cleaning for busy areas  

 

Twice a day 

Providing more waste facilities and more frequent 

rubbish collection 

 N/A 

Where possible, providing paper towels as an 

alternative to hand dryers in handwashing facilities 

  

 

 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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5.4 Changing rooms and showers 

Objective: To minimise the risk of transmission in changing rooms and showers 
Government Step from Guidelines Alignment Comments 

Where shower and changing facilities are required, 

setting clear use and cleaning guidance for showers, 

lockers and changing rooms to ensure they are kept 

clean and clear of personal items and that social 

distancing is achieved as much as possible. 

 N/A 

Introducing enhanced cleaning of all facilities 

regularly during the day and at the end of the day. 

 N/A 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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5.5 Handling goods, merchandise and other materials, and onsite vehicles 
Objective: To reduce transmission through contact with objects that come into the workplace and vehicles at the 
worksite 
Government Step from Guidelines Alignment Comments 

Cleaning procedures for goods and merchandise 

entering the site. 

 
 

N/A 

Cleaning procedures for vehicles  N/A 

Introducing greater handwashing and handwashing 

facilities for workers handling goods and 

merchandise and providing hand sanitiser where this 

is not practical 

 

 

 

Regular cleaning of vehicles that workers may take 

home 

 N/A 

Restricting non-business deliveries, for example, 

personal deliveries to workers 

  

 

Tenants to manage 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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7.1 Shift patterns and working groups 
Objective: To change the way work is organised to create distinct groups and reduce the number of contacts each 
employee has 
Government Step from Guidelines Alignment Comments 

As far as possible, where staff are split into teams or 

shift groups, fixing these teams or shift groups so that 

where contact is unavoidable, this happens between 

the same people. 

  

 

 

Identifying areas where people directly pass things to 

each other, for example office supplies, and finding 

ways to remove direct contact, such as using drop-off 

points or transfer zones 

 N/A 

 

  

APPENDIX III – COVID-19 SECURE GUIDELINES 
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8 Inbound and outbound goods 
Objective: To maintain social distancing and avoid surface transmission when goods enter and leave the site 
Government Step from Guidelines Alignment Comments 

Revising pick-up and drop-off collection points, 

procedures, signage and markings 

 N/A 

Minimising unnecessary contact at gatehouse 

security, yard and warehouse. For example, non-

contact deliveries where the nature of the product 

allows for use of electronic prebooking 

 N/A 

Considering methods to reduce frequency of 

deliveries, for example by ordering larger quantities 

less often 

  

 

 

Where possible and safe, having single workers load 

or unload vehicles. 

  

 

 

Where possible, using the same pairs of people for 

loads where more than one is needed 

  

 

 

Enabling drivers to access welfare facilities when 

required, consistent with other guidance 

  

 

 

Encouraging drivers to stay in their vehicles where 

this does not compromise their safety and existing 

safe working practice, such as preventing drive-ways 
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