RETURNING TO THE OFFICE
WHAT YOU NEED TO KNOW

WELCOME BACK
This Health and Safety Booklet summarises the key COVID-19 control measures that the Scottish Provident
Building has undertaken to protect all personnel and maintain a safe and clean environment for our tenants.
In order to prevent the spread of infection as a result of the global pandemic, the team at VenYou has
implemented stringent safety measures*, in keeping with Government guidelines, as well as taking advice from
reputable authorities including the World Health Organisation (WHO), Public Health England, Public Health
Agency, Health Service Executive (HSE) and other local health authorities.

*It's worth noting that the COVID-19 situation is constantly changing and these measures are correct at time of printing. These measures will be reviewed regularly and updated if necessary.

OUR BUILDING
A number of new measures have been implemented to ensure that the Scottish Provident Building’s
tenants remain safe, and can work and move safely through the SPB environment.

Access

One-Way System

Key Fobs

Between 9:30am and 5pm, tenants should
enter via the front door (Donegall Square West)
and leave via the side door (Wellington Place).
Before 9:30am and after 5pm, both the front and
side doors can be used.

We have implemented a one-way system throughout the
building to minimise the spread of infection. After 9.30am,
please enter through the main reception door and exit
through the side door. When traversing the corridors,
tenants should keep to the left-hand side at all times.

These will not work on the side
door entrance between 9:30am
and 5pm from Monday to Friday.

Lifts and Stairs

Social Distancing

Air Quality

The middle stairs and lifts are to be used when
moving up through the various floors. The back
stairs and lifts are to be used when going down
the various floors or exiting. Only one person is
permitted to use the lifts at any given time.

Signage has been placed on the floors of kitchens
and bathrooms to remind tenants of the importance of
social distancing and frequent hand washing. We would
encourage all of our tenants to follow the government’s
guidelines on social distancing when in the various
communal areas from the kitchens to the terrace.

Each office within the building has an air
conditioning unit. The air in each room is
recirculated through the unit then heated or
cooled depending on the room temperature.
There can be no spread of Coronavirus through
the air conditioning unit to other areas.

CLEANING
Additional cleaning measures have been introduced throughout the building.

Cleaning Routine
An intense and more frequent cleaning regime
has been implemented in communal areas,
kitchens and bathrooms.

Touch Points

Hand Sanitising Units

Touch points are regularly cleaned
and disinfected throughout the day.

These have been installed on each floor
outside the lifts and on the terrace. A foot
operated pump is also located at reception.

Housekeeping staff are fully trained on
disinfecting guidelines, cleanliness and
site-specific protocols.

Electrostatic Sprayer
Clear Desk Policy
We would ask you to ensure you clear
your desk at the end of each day.

We have invested in an electrostatic sprayer to
spray all common areas periodically throughout
the day. The eco-friendly touchless application
will also ensure the reduction of cross
contamination throughout the building.

MEETING ROOMS
Tenants should book meeting rooms by contacting reception.
Meeting participants should be kept to a minimum or as recommended in each room.
Meetings should be finished within the allocated time, as housekeeping requires 30 minutes between
each client to ensure the room is cleaned to a satisfactory standard prior to the next meeting.

THE
TERRACE
The Terrace is available for tenants use,
however social distancing is advised
at all times. If you do make use of this
area, please let reception know as soon
as possible after you have finished so
housekeeping can give it an extra clean
prior to any other tenants using the space.
Visitors should be kept to a minimum.
Impromptu meetings can take place in the
lounge or terrace area, however social
distancing should be adhered to.

ADDITIONAL INFORMATION

Bicycles

Bicycle storage can be found at the rear
of the building. Please access this space
through the side gate on Wellington Street.
For further information, please contact
reception@scottishprovidentbuilding.co.uk.

Showers

The use of the showers is still permitted.
Tenants should notify the housekeeping team
as soon as possible after use so that the
shower/changing area can be disinfected prior
to any other tenant using the facilities.

Risk Assessments

A full health and safety risk assessment has taken place
by the management team in line with the Government
guidelines (which tenants can request). We encourage
all our tenants to carry out their own respective risk
assessments within their individual private spaces.

ADMIN SUPPORT
Post and Deliveries

We are still accepting and distributing post, as well as deliveries, and post will continue to be
delivered to your office. If you are leaving post in the management office, please ensure you
remain socially distanced at the recommended two metres at all times.
Reception staff will notify tenants by email of any deliveries and where to collect them.
If you are unable to collect your parcel, it will be delivered with the post the following morning.
We would ask all clients not to organise any personal items to be delivered to SPB.

COVID 19
If a member of your team tests positive for COVID-19 and has been in the
building, the Scottish Provident Building’s management team should be
informed as soon as possible. Please note:
Symptoms of COVID-19 include:
• A high temperature
• A new, continuous cough
• A loss or change in sense of smell or taste
If you test positive:
• Stay at home for at least 10 days from when your symptoms began
• If you or someone you live with has symptoms, all household members
must stay at home for 14 days from when the person’s symptoms began

If you get a positive test result, you can end self-isolation:
• If after 10 days from when your symptoms started, you have
not had a high temperature for 48 hours
• If you still have a cough of loss of taste/smell after 10 days,
as these symptoms can last for several weeks
If you test negative, you can stop self-isolating as long as:
• Everyone you live with, who has symptoms, has tested negative –
you need to keep self-isolating if someone in your household tests
positive or develops symptoms
• You feel well enough and have not had a raised temperature for
more than 48 hours
• You are not a close contact of a confirmed case

For further information or to discuss our
Health and Safety plan, please contact:
Donna Linehan,
Client Services Director
Dlinehan@venyou.co.uk
+44 (0) 29 9091 8500
Scottishprovidentbuilding.co.uk

