
 

Visiting our offices during the COVID-19 outbreak 

The health and wellbeing of our clients and staff remains our priority and we have 
implemented measures to minimise and prevent the spread of the virus and become a 
‘COVID-secure’ work place in line with government guidance. For further information our Risk 
Assessment can be found on our website:- 
https://www.prestonredman.co.uk/cms/document/covid-19-workplace-risk-assessment---
published-v4.pdf 

 
Where possible we are encouraging our clients and contacts to have online meetings with us 
via any communication method which is suitable, however, if you need to visit our offices, 
please read the following guidance. 
 

Please do not visit our offices, even if invited, if you are showing any symptoms of COVID-
19 (high temperature, persistent cough, or loss of taste and smell). 

Visits by prior appointment only 

Most of our staff are working remotely and most matters can be dealt with via telephone, 
video call or email. Where a face to face meeting is required, it will be by appointment only.  
 
Please do not visit our offices unless you have a pre-arranged appointment. 

When arriving at the offices 

If arriving by car, park in a client allocated space (marked spaces at the front of the building).  
 
On arrival ring the bell at the entrance to Hinton House and wait to be invited in.  
 
Please be aware that we will be asking all clients to use the hand sanitiser provided, upon 
arrival, and there will be no physical contact, such as a handshake. 

Please try to arrive on time 

Please ensure you arrive at the scheduled time for your appointment. If you arrive early you 
may be asked to wait outside until the agreed time. 

 
We will endeavour to keep any meeting as short as possible and would encourage you to try 
to do the same. 

Agree who is attending the meeting 

Please ensure that when you arrange the appointment that you agree who will be attending 
with you, to ensure that we can accommodate them. 
 
We may not be able to accommodate additional attendees, without prior notice, and they 
may be asked to wait outside. 

https://www.prestonredman.co.uk/cms/document/covid-19-workplace-risk-assessment---published-v4.pdf
https://www.prestonredman.co.uk/cms/document/covid-19-workplace-risk-assessment---published-v4.pdf


 

Social distancing and wearing a mask 

Please respect social distancing at all times by staying 2m away from anyone in the office.  
 
If you feel safer wearing a mask, that is entirely your choice – please wear one if it makes you 
feel more comfortable during your visit.  

Taking notes and signing documents 

Please bring your own pen to the meeting in case you need to take notes or sign documents. 
We can provide pens but please take them home with you following the meeting. 

Further Guidance 

If you are unsure of any of the above, or have any questions, please don’t hesitate to call us 
on 01202 292 424. We will be more than happy to help. 
 
We thank you for your co-operation. 
 


