
 

 
 
COVID-19 Visitor/Delivery Procedures 
 

Office: St Clements House, Poole 
 
 
Arrival/Access 
 
Immediately before or on arrival you are required to call the following number and await instruction 
 
For Office Deliveries/Collections/Maintenance call Suzie on 07970 859298 
 
Deliveries/Collections are to be made to the reception area and accepted by Suzie. 
 
Maintenance Engineers/Operatives/Visitors the following will apply. 
 
 
Entry to Premises 
 
Before entering our premises, you must confirm 
 

1. That you do not have the symptoms of Covid19 and that you are not living or have been in 

contact with anyone who has shown symptoms during the last 14 days. 

2. Provide your name, employers name and a contact phone number. 

3. Your visit must be prearranged with the exception of postal or courier deliveries. 

 

Your host will record this information. 

 

Whilst on Bourne Group premises you must 

4. Wash your hands or use sanitiser immediately you enter. 

5. Maintain a minimum 2 m distance when working and communicating with people on the BGL 

site.  

6. Only go into areas of the building that your host directs. 

7. Observe the general signage and any regarding specific numbers of persons allowed in 

common areas such as toilets. 

8. Wash your hands regularly in accordance with UK Government advice. 

9. Report any symptoms to your Host immediately. 

 

 

 

 

 



 
 

 
 
COVID-19 Visitor/Delivery Procedures 
 
 

Factory: St Clements House, Poole 
 
Arrival/Access 
 
Immediately before or on arrival you are required to call the following number and await instruction 
 
For Factory Deliveries/Collections/Maintenance/Contractors call Craig 07921 453272 or John 07825 
182992 
 
Deliveries/Collections are to be made to the Production Office (situated in the yard) and accepted by 
Craig/John. 
 
Steel and Material delivery drivers should remain in their cabs if safe to do so.  
 
Maintenance/Contractors are to follow instruction and complete specific Risk Assessment and Method 
Statements and receive a permit to work before entering the premises.  
 
The following general rules apply to all  
 
Entry to Premises 
 
Before entering our premises, you must confirm 
 

1. That you do not have the symptoms of Covid19 and that you are not living or have been in 

contact with anyone who has shown symptoms during the last 14 days. 

2. Provide your name, employers name and a contact phone number. 

3. Your visit must be prearranged with the exception of postal or courier deliveries. 

 

Your host will record this information. 

 

Whilst on Bourne Group premises you must 

4. Wash your hands or use sanitiser immediately you enter. 

5. Maintain a minimum 2 m distance when working and communicating with people on the BGL 

site.  

6. Only go into areas of the building that your host directs. 

7. Observe the general signage and any regarding specific numbers of persons allowed in 

common areas such as toilets. 

8. Wash your hands regularly in accordance with UK Government advice. 

9. Report any symptoms to your Host immediately. 



 
 

 

 


