Memo 
            
08/04/2021

Information for re opening as of 12th April 2021
As of Monday 12th April everybody is back to work as usual. The only exception is Paul Southam can’t travel from Scotland until w/c 26th April so he will be delayed returning and Anthony is recovering from a back operation and will be phasing back to work from Monday 19th April. Part time initially and then full time when his surgery allows.

Operating in store from 12th April
Strict social distancing to be maintained. Masks and sanitizer to be used by staff & customers.

All call diverts will be cancelled from 9am Monday and email auto replies will be updated Sunday 11th stating restricted hours and note re appointments for viewing

· Staff operations from 9am – 5.30pm Monday to Saturday with day off as per rota agreed with branch manager except Raynes Park will be operating from Tuesday – Saturday with Sally’s day of Mondays.

· Customer access -  Tuesday – Saturday 10am – 4pm. If you are in on Mondays to cover fitting and want to allow customers in between 10-4pm then that is the choice of the individual branches.

· Website and new door notices will state customers may be seen without an appointment if social distancing allows but if customers want to be guaranteed access please contact the branch to book an appointment.
· Sample Loans – I am willing to leave this up to branch managers to decide on loaning showroom samples. IF samples are loaned they must be recorded on the sample loan program and on return not returned to the showroom for 24hrs but put back on display as soon as 24hrs is up.

I have prepared new notices for the shop doors and I will enclose a copy with this memo. I will also enclose the updates on the website for your reference.

Important changes to showrooms on return on 12th April
Important Please read as Putney showroom will not be re opening on Monday

Andy has requested to change to part time working from July 2021. I have looked at the impact that would have if we try to maintain all 4 showrooms and the additional pressure it will put on staff. Also if we tried to recruit a new staff member it will take a while for them to learn the systems and Mr carpets way of working. I have therefore decided to leave Putney showroom closed temporarily and it will not be re opening as of the 12th April and we will monitor levels of business and look to re open the showroom at a later date when we have sufficient staff to re open Putney showroom.
Jack & John will be based at Sheen and we will try to encourage Putney customers to call to the sheen showroom. All emails and telephone calls will be handled at sheen. I will send a separate email to all affected directly with this change outlining methods of working at sheen.

Any questions please contact me for further details. Good luck and thanks for helping us through this difficult year.
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