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Getting Back to Work
Guidelines to support your
return to a safe and productive
workspace.
It is clear from recent announcements that
the stay-at-home restrictions will start to be
partially lifted in the coming weeks as the
government starts to actively encourage
those who cannot work from home to come
back to work. We expect that many of you,
our members, will want to start coming back
to your workplaces when you can and we’re
looking forward to seeing you!
We have carried out a thorough risk
assessment; the full published report can
be found on our website. In this next phase in
the fight against COVID-19 it is obvious that
we will need to make sure that we continue to
focus on the safety of our members and our
employees. You will see many changes in your
TOG workspaces – all of which are aimed at
continuing to protect our members and our
employees as much as possible.
We are keeping up to date with, and
following, government guidance, and this
will continue to evolve as the pandemic
continues. We will develop our approach
accordingly, updating our actions and
procedures on a step by step basis and
will keep you updated as we progress. We
are listening to your feedback on what
you will expect to see when you return and
incorporating this into our planning. TOG
has also been asked to contribute to the
governments ‘Safer Workplaces’ initiative via

its business and industry advisory panel, also
ensuring we are fully connected to the latest
advice and guidance.
At TOG our aim has always been to help our
members reimagine, shape and improve the way
they work. Within the significant restrictions
that the pandemic is going to place on how we
work together we still aim to deliver this for our
members, albeit in different ways.
This document gives you as much detail as
possible on what we’re doing to keep you
safe and working as effectively as possible.
If you have any questions that aren’t answered
here, please don’t hesitate to get in touch with
your portfolio manager or any other member of
the team. Please be assured we will continue to
monitor the very latest guidance and update our
protocols whenever necessary.
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Our commitment
to you
Throughout this challenging period, the safety of our members and our employees has always been our
priority. We understand that you need to know in some detail the measures that we have put in place to
help keep you safe as you begin to come back to your workspaces. We know that you will expect innovative
approaches to a difficult challenge – how to make our buildings as safe as possible while preserving the
unique quality of the working environment that our members expect from us.
These measures include:
Staff training
All of our own employees are being fully trained
on the measures that we are putting in place
and their role in implementing and maintaining
them. There have been significant changes to
our health and safety guidance and protocols,
and every employee has been informed of these
updates, and those requiring specific trained
have received it. This means that the TOG teams
supporting your building are fully equipped to
support our members as they transition back to
work.
Increased cleaning
We know from the Leesman Index member survey
that cleanliness and hygiene in your TOG offices
is a key concern and we have taken a number of
important steps to ensure that these concerns are
addressed prior to your return. We all know that
the cleaning of surfaces reduces infection risk.
Prior to your return to our buildings, we have
ensured that all common areas and members’
offices have been deep cleaned to medical
standards and our air filtration systems have
been checked and serviced. On an ongoing basis
we have put in place a stringent cleaning regime in
all common areas in our buildings.

Hand sanitiser stations will be
available at all entrances, receptions
common parts of our buildings.

We will continue to use PHEapproved, medical grade cleaning
materials throughout our buildings.
High-frequency touch points like
door handles and light switches will
be cleaned frequently, and offices
will be thoroughly cleaned each
evening.

We have implemented an improved
cleaning specification within hightraffic and high-risk areas, including
all common areas, lift lobbies and
kitchen areas.

Shared spaces and meeting rooms
will have antibacterial wipes and
cleaning materials for personal use.

We will implement enhanced
common area sanitisations (fogging)
in our common areas on a regular
basis.
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Air quality improvements
We are upgrading the quality of our air
filtration systems, increasing our fresh air intake
and restricting the re-circulation of air within our
buildings. We have recently changed our service
providers, introduced additional maintenance visits
and increased our engineering resource to deliver
improved standards of air quality to our members in
all our buildings.
Monitoring & reporting
We have a responsibility to keep everyone safe,
and part of this means monitoring the health of our
employees. All TOG building team employees
will have their temperatures checked on arrival
at work and before they leave. They will also
report to us if they have developed any COVID-19
symptoms while away from work and will selfisolate in line with government guidance. We will
pass on the news of a possible infection to those
members who may have been in contact with the
employee concerned and initiate any necessary
cleaning procedures.
We are asking all members to report to us if they
have experienced any COVID-19 symptoms so that
we can include this information in our monitoring
and reporting. In line with GDPR regulations, this
data will be stored securely and will be destroyed

as soon as it becomes unnecessary for us to keep
hold of it. We will of course respect your right
to anonymity in this regard and any potential
COVID-19 case will not be identified by name.
We hope it goes without saying that any member
who is aware they have COVID-19 symptoms or
has been in close contact (for example, in the
same household) with someone who is displaying
symptoms should self-isolate in line with PHE
guidelines, and not return to a TOG workspace until
they have completed this period of isolation.
PPE
Personal Protection Equipment (PPE) is now also
becoming a part of our life – and not just in our
medical facilities. An appropriate level of PPE helps
reduce the risk of infection in the workplace, and we
will implement the wearing of PPE by our employees
in areas where it is appropriate for them to do so.
Although we are not going to require our members
to wear PPE, we understand that some of you may
want to provide items of PPE for your employees
to wear in your offices and potentially on their
journeys to and from the office. We will be offering
this and other relevant consumables at cost should
you wish to purchase any.

04

Physical distancing measures
Effective physical distancing has been vital in reducing infections so far and we know from the Leesman
Index member survey that you are keen to ensure that we have the right distancing protocols in place
before your return. We have worked hard to ensure that physical distancing will be possible in all
TOG workspaces when they are open again and have closely followed government guidelines in this
regard. There are a number of areas where physical distancing measures have been introduced:
Reception
Measures have been put in place to ensure
that both our employees, and those entering
or visiting our buildings are as safe as possible.
During this period, we will request that
all visitors and members respect physical
distancing at reception. There will be floor
markings in place to indicate spacing
recommendations and we will expect our
members and their guests to abide by them.
We will no longer be using touch iPads for
sign-in. Instead, our building team will sign
you in and out using their reception laptop.
It is more important than ever that lounge
members and guests check in.
We will still provide postal services as normal
although access to post rooms may be
restricted to certain times of the day in order
to protect our employees. Details of the post
room operations in your buildings will be
clearly communicated on your return.

In those buildings that have more than one
entrance, we will be implementing a oneway system in order to ensure that physical
distancing is possible at point of entry and
exit.
You will find a unique QR code at the reception
desk of each of our buildings; everyone visiting
a building will be required to scan this using
the NHS Test & Trace App to check in. This
applies to guests of members, external meeting
room guests, lounge members, roaming
co-working members and roaming office
members. To ensure everyone’s safety, we will
only be able to give you access to the building
once you have checked in using this method.
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Coworking & communal spaces
We will ask that all our members respect
2-metre physical distancing guidance
wherever possible when working from our
shared work and social spaces. Where this isn’t
possible, we ask that you follow government
guidance and remain 1+ metre apart, and
consider mitigating actions such as sanitising
your hands, wearing a mask, or facing apart
from one another. In practical terms, this
means...
The number of available spaces in our lounge
and coworking areas will be reduced by up to
half, as our members will no longer be able to
sit opposite and in some cases behind each
other.
We will be allocating dedicated desks to our
coworking members that will be fixed in a
home building. We have created additional
coworking spaces within the portfolio to
ensure everyone has a dedicated desk.
We will be communicating the details of
this directly with all coworking members in
advance of your return. We have adapted our
lounges, where we can, to facilitate physical
distancing and will be managing this space
on a first come, first served daily basis. We
will be as flexible and accommodating
as possible using all available space to
provide you with a desk or workspace that
ensures everyone’s safety.

As we are carefully managing building
capacities across the network, unfortunately,
we will not be offering our workplace drop-in
service for virtual members until further notice.
Throughout our common areas and coworking
spaces we will ensure appropriate signposting
is very visible, including distancing and traffic
flow directional floor markings and information
signage. We will be asking you to only use
alternate seats to leave space between people.
We will also be rearranging our furniture
layouts in all shared spaces to encourage
physical distancing further.
Focus & phone booths
Small spaces such as phone booths, focus
booths and meditation rooms will only
accommodate one person moving forward.
We will sign-post and ask that all staff and
members respect distancing guidelines,
and in smaller or enclosed areas including lifts,
bike storage, post rooms, kitchens and terraces
follow the 1+ metre government guidance,
as well as considering mitigating actions like
sanitising hands, wearing a mask, or facing
apart from one another.
In addition, all our kitchen areas will have hand
sanitiser, anti-bacterial wipes and cleaning
products available for personal use when using
the coffee machines, shared amenities and
consumables.
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Meeting rooms
Although the Leesman Index member survey
demonstrates that 94% of members have
access to video and audio-conferencing
services at home, it is clear that in some cases
nothing can replace physical meetings with
clients and other business contacts. Our new
meeting room policy aims to address this need
while keeping you safe.

Meeting rooms will be stocked with
antibacterial wipes and cleaners for personal
use. We will also be allowing longer change
over periods to allow our teams time to clean
the room thoroughly and to ensure adequate
air flow between each meeting. We will also be
moving all white board pens from the rooms to
avoid risk of cross contamination.

Until further notice we have reduced the
capacity of our meeting rooms in order to
allow users to observe the 2-metre distancing
advice effectively. If 2 metres proves not
possible we ask that everyone follows
government guidance of staying 1+ metre
apart, and considers mitigating actions such
as wearing a mask, sanitising hands or facing
apart from one another.

We will be significantly increasing our
Zoom capabilities and rolling out Zoom
video conferencing technology across all
of our buildings and adding 66 new Zoom
enhanced meeting rooms to our portfolio
– allowing you to include more people in
meetings from remote locations.

Where possible, we will automatically
upgrade our members to a larger meeting
room on booking, free of charge, in order to
allow them to meet together safely.

Our meeting room food services offering will
be limited to a pre-packaged food offering
until further notice. Further details of this will
be provided by your building teams on your
return.
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Cafés
In line with government guidance our cafés
and coffee counters will remain closed until
further notice. We recognise that on opening,
our cafés need to continue to operate
effectively, but we need to ensure that our
users stay safely distanced. You will see that a
traffic management policy and revised seating
is in place, with restrictions on the number of
members and employees who can be in the
café areas at any one time.
We have installed Perspex screens on all our
counters and all food served in our cafés will
come pre-wrapped in order to reduce infection
risk. In addition, our staff working in café areas
will be equipped with appropriate PPE. Please
note our cafés will no longer be able to accept
cash payments. We have also suspended all
bar services until further notice.
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Showers & washrooms

Gyms

In line with other common areas, our
showers and washrooms will be cleaned
more frequently. Antibacterial wipes will
be available for members to use in order
to clean surfaces before and after use. We
also kindly ask that our members do not
leave any personal possessions in these
spaces at this time.

The good news from the Leesman Index
member survey is that 76% of our members
have managed to stay physically active
in lockdown. Unfortunately, in line with
government guidance our gyms will
remain closed until further notice,
however, we will open them as soon as we
are able. Until such a time that we can
safely reopen the gyms, we encourage
people to walk or cycle to our buildings,
and our bike storage and showers will be
deep-cleaned and ready to use if you
want to make use of them.
On opening, there will be restrictions on
the number of people who can use our
gym facilities at any one time. These
restrictions will depend on the size of the
facility in question and will be clearly
signposted at point of entry. Antibacterial
wipes will be available for members to use
in order to clean surfaces and equipment
before and after use.

Signage
We have developed and implemented
extensive signage for use throughout our
buildings. These will give clear instructions
to members, guests and our employees
on the availability of hand sanitisers,
traffic management and expected safe
use of our common areas. Our signage
will be updated and adapted as and when
government advice on office working is
updated. We will also display signs
advising members on best practice
we would like them to follow in terms
of physical distancing and hygiene
while they are in our buildings, as a
consideration to other members and TOG
building employees.
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Lifts
We ask members to follow physical distancing
measures while waiting in lift lobbies and use
the stairs where they can (always keeping left).
Lift limits will vary from building to building
depending on the size and number of lifts
available. These will be communicated clearly in
your building. Note that people with disabilities
will be prioritised for accessing lifts.
Capacity management
Although it is likely that not everyone will want to
return to their offices immediately, we also can
see that the distancing measures both within
members’ offices and in the common areas may
mean that capacity in our buildings is reduced.
We understand that some of the businesses
we support will want to change the number of
desks that are in their offices in order to follow
government guidelines on physical distancing.
Some may require additional space, and some
may decide to change the location of their
office to facilitate easy commuting and minimise
reliance on public transport. Some may require
advice on changing the layout of their offices

or may require different furniture – for example
smaller desks and partitions. We are happy to
discuss all the options with you – please do get
in touch with your building manager in the first
instance.
We also want to ensure that where possible,
members can reduce occupancy in their offices by
encouraging colleagues to work safely in coworking
spaces and other common areas. To reflect this,
we have applied lower capacity limits to all of our
buildings’ shared spaces to give priority to, and
accommodate as much as possible, our members’
new space needs.
Emergencies
In line with the significant changes to our buildings
and the way they are going to operate we have also
developed updated policies and procedures around
emergencies. These will be communicated to our
members on a building by building basis.
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What you can
do to help
As you can tell we have been closely following government advice on bringing you back to work safely. We
aren’t going to tell members exactly what to do within their office space, but we also recognise that you are
going to want to work in as safe an environment as possible. Your first point of call in deciding what is safe
should be the latest government guidelines which can be found here.
In summary, these guidelines advise the following:

Consider ensuring that the physical distancing
measures that we have introduced in the common
areas of the TOG buildings are implemented in your
own office spaces. This should mean you are:

Encouraging colleagues to stagger their
working days – e.g. by starting outside the
rush hour, working from the office only on
certain days if it is possible etc.
Allowing and encouraging employees
who can work from home to continue,
particularly regarding employees who are
‘clinically vulnerable’ or living with someone
who is. Relevant employees should be able to
safely and comfortably distance away from
others. Guidance can be found here.
Putting one-way systems in place within larger
offices to avoid colleagues bumping into each
other by mistake.
Consider whether partitioning would be helpful
within your space. If so, please contact your
Building Manager.
Spacing desks further apart and encouraging
some staff to work elsewhere within the TOG
building, e.g. in coworking or communal
spaces. If you believe you have excess desks
in your office, let us know and we can remove
accordingly.

You should ensure the best hygiene standards are
followed. It is advisable to put the following in place
to encourage this:

Hand sanitisers available in every workspace.
Anti-bacterial wipes available in every office
for employees to clean keyboards, desks,
chairs and other points of contact regularly.

11

Reduce infection risk by reducing commutes to
the office. This means encouraging people not
to travel during the rush hour unless it’s really
necessary, and if possible, making it possible for
them to commute on foot or by bicycle. In some
cases, it may mean introducing staggered shifts
and variable staff rotas to reduce occupancy in
workspaces at any given time. It may also mean
encouraging employees who are able to do so to
work from another TOG building that is nearer to
their home, if there is space for us to accommodate
this. To make this easier for you, we will develop
a list of buildings that will have pre-bookable
drop in space where we have been able to
convert offices into coworking areas.

Ensure that your office space is kept as clean as
possible. We will deep clean your office before
your return, and your office will be subjected to the
enhanced cleaning procedures outlined above. You
may also wish to deep clean your office even more
regularly, and we can organise this for you.
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What we’re asking
from guests
The Leesman index member survey highlights the fact that you are missing being able to host visitors for
meetings – currently only 24% of you feel you are able to do this at home or elsewhere. We are looking
forward to allowing visitors back into TOG buildings, but we want to make sure that your guests, and other
visitors to the building, are properly informed about our processes. We also need to make sure that
the need for guests to visit the building is balanced by our desire to keep our members and TOG
employees as safe as possible. In order to achieve this, we have produced the following guidelines:

We recommend that you limit the
number of guests coming to our TOG
locations where possible.

Guests will only be permitted in the
buildings between the hours of 09.00
and 17.00, Monday to Friday.

If you are expecting a guest, please
notify us 24 hours in advance with
their details, including whether if they
may require accessibility support. We
ask that you wait by reception at the
time of arrival so you can escort them
to your office or a meeting room once
signed in. This will prevent too many of
guests waiting at once so everyone can
respect physical distancing. If you are
not there to greet your guest, they may
be asked to wait outside.

As part of the sign-in process, your
guest will be asked to read our safety
guidelines which will be available on the
reception desk. We will also provide you
with an electronic copy so you can send
them to guests prior to their visit.

Until we inform you otherwise, our
communal spaces are for members
only, so please arrange a meeting room
to meet with your guest or make use of
your office space.

It is your responsibility to ensure
that your guests respect physical
distancing and follow our health and
safety guidelines at all times whilst in
a TOG building. Please make sure you
accompany your guest at all times.

Please ensure that your guests sign out
upon exiting the building.

Some shared, landlord run buildings
may have additional guest access
measures in place. Please bring these
to your guests’ attention ahead of their
visit. These buildings include; The Shard,
20 Eastbourne Terrace, East Side, The
Gridiron Building, The Bloomsbury
Building, One Canada Square, Orion
House and White Collar Factory.

KEEPING YOU SAFE
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What we can
do to help you
There are a number of ways that TOG can help its members put in place appropriate working practices in
their offices and look after their own employees.
These include:
A number of consumables including PPE,
hand sanitisers and disinfectant wipes
will be available at cost for members to
purchase on-site, in order to minimise trips
out of the office during the working day.
Details of these and many other products
which we are providing at cost to our members
can be found in our Health & Personal Safety
Client Services brochure.
Four office personalisation & optimisation
packages are available if you’d like to explore
how revising your space layout can support
new ways of working. This includes informal
meeting areas, breakout space and room
zoning options. Speak to your Building
Manager to find out more.

Priority access to shared workspace where
there is availability to help employees to
spread out.
Priority access to available expansion
space if needed.
Organising cleaning provision, beyond the
enhanced levels that we are already providing,
if required. This could include regular deep
cleaning of offices and fogging if this is
deemed necessary – details can be found in
our client services brochure above.
Should you wish to move offices to more
convenient locations in order to reduce commuting
times and the need to use public transport we will
work with you to provide suitable building and
pricing options.

KEEPING YOU SAFE
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Keeping the lines
of communication
open
At TOG we always want to give you to
opportunity to tell us what you think, and
we listen to our members’ feedback. We will
continue to do so throughout this difficult time
and will communicate with members to ensure
you are updated with regards to the service we
are providing. We will continually speak with
our members via our portfolio management
team to obtain feedback and understand if
there are any concerns that are not being
addressed.
As you know we ran a client survey recently in
partnership with Leesman Index and we will not
only be taking on board all feedback to help
inform Return to Work priorities and actions; we
will also share, more broadly, the key findings
that we believe you will find helpful while
planning your own business Return to Work
programmes.
We will continue to deliver our important
broader communication updates via our
member newsletter emails, and only revert
to building specific service email updates
when our Member Hosts are back onsite, so
do please subscribe to our updates if you
wish to be kept abreast of all our activities
including our exclusive virtual member events
programme. This programme facilitates
important connections between members and
offers free business advice and training. In
addition, it aims to support members’ wellbeing,
for example by offering yoga, meditation and
fitness classes and much needed distractions in
the form of art and creativity classes.

Please be aware occasionally we will have to
email all our clients when communicating required
service updates with regards to COVID-19 – we
are required to send these to you, even if you have
opted out of marketing emails. This is in line with
GDPR requirements.
Further communications in a light-touch
format can be found on all of our social
channels, including LinkedIn, Instagram,
Facebook and Twitter.

