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Welcome to Let Ready 
The latest revolution in office space. All you need to do is Just Add 

People. 

Welcome to one of the most sought-after spaces to work in the city. We believe that finding a home 

for your business should be easy and we couldn’t be happier that you’re here.  

We are supporting the city’s most ambitious businesses with the flexibility, efficiency and connectivity 

they need to continue thriving. We take care of you, so you can take care of business. 

This handbook is not only a huge welcome to your new home away from home, but it also tells you 

everything you need to know about your new space. You’ll get the full run down on how and who to 

communicate with, the available facilities and some studio rules to ensure your space runs smoothly.  

 

Your studio team 

   

 

 

  

 Megan Moncur, 
Front of House Manager 

  



 

 

Before you move in 
We require one month’s deposit and your first month’s rent, inclusive of VAT, in advance. After this 

first payment, you will receive your rent demands to your nominated email address in advance and 

will be required to pay your rent by the last working day of the month. 

Your studio facilities 
The beauty of our studios is that everything is calculated into one 

monthly payment. We understand that businesses need flexibility, 

transparency and individuality. Our house rules help your studio to 

run smoothly to ensure your space works, your way. 

FURNITURE AND FURNISHINGS 

Your studio is kitted out with high-quality durable furnishings to stand the test of time – all you really 

need to do is Just Add People. 

Furniture is provided throughout – each desk comes wired for work, with a comfortable chair and the 

break-out furniture is chosen with your comfort in mind. You’re also welcome to bring whatever else 

you need with you; all you need to do is check the size and access details with your studio team to 

ensure smooth receipt. 

We’re happy to help you to continue the studio style with additional items of furniture. Speak to our 

team for more information, design ideas and costs. 

Normal wear and tear to your studio and the furnishings will come at no expense to you and is 

catered for within the existing fees. However, you take responsibility if the studio and furnishings are 

deliberately damaged or broken and you will be charged for repair and replacement. Please inform us 

of any damage to furniture or fittings by emailing us during business hours. See Communicating 

with us. 

KITCHEN 

Your studios have a dedicated, fully fitted kitchen just for you, including ample cupboard space along 

with an integrated fridge and dishwasher. We will keep these clean and working properly. All we ask 

is that you empty the fridge at the end of each working week so we can clean it. See the Managed 

Services section for more info. 

If you would like to bring in any other electrical items such as a coffee machine or kettle, please let us 

know in advance so we can ensure they fit with our building policies. We will not be responsible for 

maintaining or repairing these items during your lease with us. 

Unfortunately, we cannot allow toasters but Café Kix is open for breakfast every day, Monday to 

Friday. 



 

 

TEMPERATURE 

Your studio temperature is controlled by our building management system. Contact your studio team 

to arrange a heating and cooling schedule to suit you. 

BROADBAND 

Our superfast broadband is wired ready for you to work. Each desk has access to an ethernet cable, 

and there is WiFi coverage available throughout your space, making it easy for you to work 

throughout your entire studio with ease.  

We provide an agreed amount of bandwidth per studio, but if you need a higher bandwidth or 

something more bespoke, then our team of techies are here to help. Let us know your needs by 

sending us an email. See Communicating with us.  

Your individual bandwidth and WiFi access key will be provided on arrival. No other studio is given the 

same WiFi access key. 

You are responsible for the provision and install of internet services throughout your studio by a 

registered supplier.  

We are happy to ok a survey of the space before moving in to assess works needed to equip your 

space with internet.  

Once your lease has been signed and deposit received, we are happy for works to be scheduled with 

your provider before your move in date to not delay use of your studio.  

Please see Communicating with us to find the correct contact to arrange this. Please note works 

must take place during business hours. 

INSURANCE 

Your studio is insured in accordance with your lease and you do not pay a separate contribution 

towards this. We are fully insured for public liability, damage to the building and for the furniture 

supplied by us.  

Our insurance policy information can be found here: www.letready.co.uk. If you require this as a hard 

copy, please ask your studio team. If there is anything in the insurance policy that is not clear, please 

contact us and we will arrange for one of the team to talk you through it. 

We do not provide individuals or businesses who use the space with any form of insurance so you 

must provide any other cover you require.  

ACCESS 

You can gain secure access to the building using your individual access fob. Your access fobs and 

passes are yours and yours alone and should not be lent to anyone else. You’ll receive one fob per 

person, but should you lose it, you must contact your studio team immediately to arrange a 

replacement and to pay the costs of us providing that. See Communicating with us. 

The reception is manned from 8.30am to 5:30pm, Monday to Friday with a security presence out of 

hours and at weekends. You can access your studio 24/7 using your individual fobs. 

http://www.letready.co.uk/


 

 

CHANGES TO YOUR STUDIO 

Your studio is designed with personalisation in mind and we encourage you to make it your own - 

your office, your way. If you want to add your own stamp, please email your studio team beforehand 

for approval. We can also help with styling should you need some extra help or inspiration. 

We only ask that you don’t put anything on the windows – inside or out – and that you return the 

studio to its original state after use. No alterations to the structure or layout such as additional walls, 

meetings rooms, partitions or kitchen alterations are permitted. 

CAR PARKING 

Your studio may come with parking, check with your Studio Team. There are additional private 

spaces available from £780 per year, subject to availability. Your studio team can also provide 

information on alternative local parking facilities. See Communicating with us. 

Managed Service 

The community team will provide all facilities services for your Studio detailed in your lease. 

If you need to discuss anything relating to your managed service, please contact your studio team. 

See Communicating with us. 

The Building Manager will meet with you on a quarterly basis to review services and there is always 

one of the team on site to answer questions should you need anything. Expect the team to keep you 

updated on anything you need to know. 

MAINTENANCE OF YOUR STUDIO 

We will make all necessary mechanical and electrical inspections and maintain all of the equipment in 

your studio that’s provided by us, so no need for you to worry. We don’t look after any additional items 

you bring with you including your own IT equipment, power leads, AV screens or kitchen equipment.  

We know occasionally things can go wrong, so you are also covered for a reasonable number of visits 

per year from a suitably qualified engineer for any plumbing, mechanical or electrical problems 

affecting your Studio. Your studio team will know best whether any issues can be dealt with by the 

onsite team or whether an engineer is needed, so please report any issues to the studio team who will 

make an assessment and manage any additional necessary liaison needed on your behalf. We will 

make sure to keep you updated and if we do book an engineer for something related to your studio, 

we will be sure to let you know when to expect their visit. 

FIRE & WATER SAFETY 

Within 6 weeks of occupation, we will arrange a fire risk assessment for Your Studio, we will provide 

fire extinguisher and safety signage and ensure regular inspections and annual assessments during 

the term. Our team will provide fire safety training for Your staff within 6 weeks of occupation and 

annually during the Term and provide fire warden signage for Your Studio. 

We will also complete a water risk assessment within 6 weeks of occupation and then annually during 

the term. We will also undertake periodic legionella testing as required. 

 



 

 

CLEANING YOUR STUDIO 

Our cleaners will clean Your Studio every day which will take not more than 5 hours per week. This 

will include wiping down of services, vacuuming, mopping floors and cleaning of the kitchen area and 

waste removal. We will provide dishwasher tablets and paper towels and all the products required for 

your cleaners to perform the regular office clean. 

Your office carpets with receive and annual deep clean, arranged to suit you. 

Any other specialist cleaning (additional carpet cleaning, PC cleaning) is not included but speak to the 

site team if you need us to cost and arrange this for you. See Communicating with us. 

Our team takes great care to ensure that the studio is in excellent condition, but you also have a 

responsibility to maintain high standards of cleanliness when you use the communal areas. 

Running your studio 

VISITORS 

Your studio is yours for you to enjoy and share. Work, meet, eat, relax and collaborate – we love the 

space and we want you to make the most of it. Guests are always welcome to visit you in your studio. 

While onsite, your visitors are your responsibility and must sign in at reception. It’s up to you to ensure 

that they respect our house rules too. 

USING COMMUNAL FACILITIES 

As one of the most dynamic workplaces in the city, there are plenty of people occupying the building 

and we ask you to kindly respect each other – be aware of noise levels, smelly food and the 

cleanliness of the Studio. 

You are welcome to use all common areas on the ground floor [[including the reception area]]. Our 

onsite café is more than happy to provide catering options for business breakfasts, lunches and 

corporate events. Please get in contact with them directly to make arrangements. Or for alternative 

options, ask our studio team, see Communicating with us. 

We ask you to respect other building users by keeping the showers and other communal areas clean 

and tidy. Please do not leave any personal items in the communal areas and where possible use the 

lockers provided. 

Some of the fantastic on-site amenities available to studio tenants include Café Kix is open for 

breakfast and lunches daily, which you can eat in our take out to our courtyard and garden. There are 

also electric car charging stations in our car park and individual on-site showers, if you’re going green 

and would like to cycle or walk to work. 

Contact your studio team for more information about any of these facilities. See Communicating with 

us. 



 

 

 

TENANT RESPONSIBILITIES 

It is your responsibility to provide insurance for your workforce and visitors. 

You must appoint your own company fire wardens and ensure swift and safe evacuation from the 

building. Special arrangements will need to be made for the evacuation of any disabled or non-

ambulant persons. To contact your studio team for advice. See Communicating with us. 

You will also need to provide and maintain fire extinguishers, maintain and test emergency lighting, as 

well as providing adequate evacuation and health and safety signage within your studio. 

FIRE EVACUATION PROCEDURE 

For more information about procedures and fire regulations of the building, contact your studio team. 

See Communicating with us. 

BRANDING AND IP 

You can use our address for your business, but not our Let Ready or CEG branding – logo and colour 

palette included – in any of your content without our prior permission. We reserve the right to refuse 

the use of our brand, logos and imagery if we deem necessary. 

Professional photography or filming in common areas must be agreed with us in advance. Just drop 

us a line. See Communicating with us. 

DATA POLICY 

We take your privacy seriously. You can find our policy at www.letready.co.uk 

If you require this as a hard copy, please ask your studio team. 

LIFE IS IN YOUR BUILDING 

Life makes your office building a more fulfilling place to work, helping tenants, building staff and local 

businesses connect. We believe everyday is important, let’s make the most of it! 

The Life app; helping everyone connect in the easiest way possible, the Life app helps you customise 

your day at a touch of a button. Simply open the app, check the latest cafe deals, book into the next 

gym class or attend one of our curated events. Life is here for you, on iOS and Android. 

Communicating with us 
Communicating with us is easy. You can speak to us about day-to-day activities, security and out-of-

office emergencies, as well as formal communications about payments or lease queries. Here are 

your studio team contact details: 

 

http://www.letready.co.uk/


 

 

 

 

For day to day needs please email: 

Megan.Moncur@ceg.co.uk 

For queries relating to billing or your lease and particularly when serving notice, please email: 

notices@letready.co.uk 

mailto:Megan.Moncur@ceg.co.uk
mailto:notices@letready.co.uk


 

 

 

 

www.letready.co.uk 


