
 

 

Guidance for working in the office 

West Essex CCG will continue to work with a mixture of home and office working. If you decide you want to come 

into the office (Building 4) at Spencer Close, please familiarise and follow the guidance below. 

 

Working in the office 

Office opening hours 

The office is open from 8am to 6pm, Monday to Friday.  The porters will lock the offices at 6pm, so make sure you 

vacate the office before 6pm, checking you have shut and locked any windows you opened. 

Hotdesking 

The office is operating differently to before you may have started working from home.  

Hotdesking and a clear desk policy is now in place in the office, as is paperless working.   

You can select and book a desk using the new Ubook system. You will need to create an account login. Find further 

guidance on the Book a desk or room page on AskHUE. 

Wearing a mask or face covering 

You will be required to wear a mask or face covering in communal areas. 

Checking in 

Please check in when you are in the office. This helps us know who is in the building in case of any emergencies. You 

can check in via your Ubook login/email. 

Social distancing 

Social distancing is in place in the office. We request you only use the desk you have booked, be considerate of 

colleagues and maintain social distancing.   

We encourage you to open windows in your working space, as well as in meeting rooms, to ensure you get natural 

ventilation. Remember to close them before you leave and draw the blinds. 

We also recommend you wash your hands regularly. 

Stationery 

If you need any stationery while in the office, please ask Reception. 

Using the kitchen 

The kitchen is open with social distancing in place.  

We ask that only one person use the kitchen at any one time and you leave the kitchen clean and tidy for the next 

person. Wipes will be available. We also respectfully ask you to remove any items from the fridge at the end of the 

day.   

 

 

 

https://ubook.westessexccg.nhs.uk/Account/Login
https://askhue.org/book-a-desk-or-room/
https://ubook.westessexccg.nhs.uk/Account/Login


 

 

Booking a desk 

The Ubook system will launch on Monday 20 September. You will need to register as a new user and create an 

account before you can book a desk and/or meeting room.   

Desk equipment 

Each desk will have a monitor, docking station, keyboard and mouse. Some desks will have two monitors. This 

information will be available when you book the desk. 

Desk risers 

If you need a riser on your desk to be able to work in the office, there are three of these desks available to book. 

These are desks 32, 47 and 59. Please use the Ubook system to check if they are available.   

Cleaning desks 

You are kindly asked to clean the desk you use before and after use. Desk wipes are available. 

 

Meeting rooms 

Booking a meeting room 

The following rooms are available to book via the Ubook system: 

• Board Room 
• Cedar Room 

• Mulberry Room  
 

The system will highlight how many people are permitted in the room, as social distancing remains in place.  

If you have colleagues attending your meeting who have not booked a desk, they will need to sign in using the 

attendance sheets available in the room. 

Using the meeting room safely 

Please adhere to the allowed capacity within the room. This information will be available when you book the room 

and is also on the meeting room door.   

Please open windows and doors where appropriate to support ventilation. 

Meeting room facilities 

Each meeting room will have conferencing facilities and a landline conference phone. Instructions on how to use the 

conferencing facilities will be available in the room.  

Meeting room capacity 

If the meeting room capacity increases, we will share updates via the staff newsletter and AskHUE. 

 

Your health and COVID-19 testing 

Lateral flow test (LFT) 

The CCG strongly recommends you take an LFT at home before coming into the office. This should be at least twice 

weekly. 

https://ubook.westessexccg.nhs.uk/Account/Login
https://ubook.westessexccg.nhs.uk/Account/Login
https://ubook.westessexccg.nhs.uk/Account/Login
https://askhue.org/


 

 

Testing positive or in close contact with a positive COVID case 

If you have tested positive for COVID-19 or have been in contact with someone who has tested positive, please 

follow the guidance on GOV.UK.  

Feeling unwell 

Do not come into the office if you feel unwell and speak to your line manager. Please refer to NHS guidance if you 

have symptoms of coronavirus (COVID-19).  

 

IT and equipment 

IT issues with desk equipment 

If you have an issue with any of the equipment available on your desk, please speak to Reception who will be able to 

find you an alternative desk. 

IT help and support 

If you have any other IT issues, contact the IT helpdesk on 0300 123 1020. Onsite IT support is not available.  

 

Parking 

You can no longer park behind (or at the back of) Building 4, as it’s currently in use for the COVID vaccination centre 

(Buildings 2 and 3). 

You can still park outside the front of Building 4 on the right (pictured below).  

 

 

 

 

 

 

https://www.gov.uk/guidance/covid-19-coronavirus-restrictions-what-you-can-and-cannot-do#get-tested-and-self-isolate-if-required
https://www.nhs.uk/conditions/coronavirus-covid-19/symptoms/


 

 

If the above car park is full, you can use the car park on the left (see sign in picture below). 

   

 

First aid 

There will be signs placed around the building providing first aid guidance and what you need to do in the event of 

an emergency. 

 

Cleaning 

The offices are cleaned daily. 

Cleaning desks 

You are kindly asked to clean the desk you use before and after use. Desk wipes are available. 

 

Contact for queries 

If you need to raise any issue, highlight any incidents or concerns within the office, please contact Reception. 

For any other questions or further information, contact Debs Smith or Jackie Hall. 

 

mailto:debra.smith16@nhs.net
mailto:jackiehall1@nhs.net

