Memo 
            
11/06/2020

Details after managers meeting Thursday 11th June
We had a successful meeting today where I explained what I have put in place to ensure the working environment is the safest possible in the current market. I have proposed and agreed the revised operating procedures for the foreseeable future and my plans for phasing the return to work in stages for your safety.

MY MAIN CONCERN IS YOUR SAFETY AND WHILE WE NEED ALL THE SALES WE CAN GET GOING FORWARD I WILL NOT LET THE CUSTOMERS BEND OR BREAK OUR TRADING RULES. I AM CONCERNED THAT SOME OF OUR CUSTOMERS FEEL RULES DON’T APPLY TO THEM. YOUR SAFETY IS WORTH MORE THAN ANY ORDER. 
I HAVE SAID IF I FIND OUT THAT A BRANCH IS NOT APPLYING THE RULES I WILL CLOSE THE BRANCH AND FULOUGH THE STAFF FOR THEIR OWN SAFETY. ANY COMPLAINTS FROM THE CUSTOMERS IF THEY DO NOT LIKE ANY OF THE CHANGES THEN TELL THEM IT’S COMPANY POLICY AND IF THEY ARE STILL PERSISTANT GIVE THEM MY NAME AND HEAD OFFICE TELEPHONE NUMBER.
IF YOU FEEL ANYBODY IS NOT COMPLYING WITH THE SAFETY RULES IN THE SHOWROOM IF YOU POLITELY ASK THEM TO LEAVE OR IF YOU ARE NOT HAPPY ON SITE MEASURES AND DECLINE TO MEASURE 

YOU WILL HAVE MY 100% SUPPORT OF YOUR DECISION AS IT IS YOUR HEALTH THAT MAY BE AT RISK.
There are changes to the furlough rules and in July people can be furloughed part time. The company pays for the days worked and the government will pay for the furloughed days. As we do not know how busy we will be in the future this will be a very useful scheme to be part of. The problem is it will only be available to people who were on furlough on 30th June 2020. I therefore plan to bring people back in stages between now and the 1st July.
It is my intention to ring those of you that weren’t in the meeting today to discuss the changes with you personally and discuss any concerns you may have but I wanted you to know how we are going to manage trading, safety features we are putting in place and the notices we will be displaying in store and rules for measuring on site etc.

For the foreseeable future we will limit the number of you in the showroom at any one time and therefore have some of you working from home. Obviously we will monitor the situation and make any adjustments necessary to either improve your safety or relieve any pressure in the showroom.

We will operate reduced opening hours until further notice. The showrooms will be open 10am – 4pm Tuesday – Saturday. Closed Sunday & Monday. The showrooms will re open on Tuesday 16th June at 10am.
It is also my intention to make some very special offers on some of our stock with free underlay on remnants that are huge savings on current prices. It will only apply to remnants that will be on a list that I will provide and be subject to not being sold. If there are other pieces of that same carpet and colour in stock the remnant price will NOT apply if they do not appear on the list. Some of the carpets on the remnant list are rolls or part rolls and while there is a remnant price for the piece there is also  m2 price and any remnant can be cut down as long as the balance is 4m or over. There is a £25 cutting charge in addition to the m2 price to cover the cost of cutting but if you are cutting 2 or more remnants from 1 roll you only need to charge 1 cutting charge PER ROLL CUT. If you are cutting 2 remnants for 1 customer off 2 separate rolls you charge 2 cutting charges of £25 i.e. 1 charge per roll handled in the warehouse.

On the next page I will list an explanation of an attached PDF file which will show you new signage and rules etc for measures. The numbers on the next page will refer to the page number on the attached PDF.

1. Revised opening hours
Until Further notice we will open 5 days a week with reduced showroom hours
2. Door bells for entry

New door bells have been fitted. Doors will be kept locked at all times to control entry
3. Door notice

Notice for safety rules for entry to and while on the premises
4. Clip frame notice

These will be placed in the middle of the door entrance to stop people on entry to use hand sanitizer
5. Wall mounted sanitizers

For customers and staff use when entering and leaving the showrooms
6. Safe distance floor stickers

Reminders to stay 2m distance at all times. I suggested moving tombolas in a row in the middle of the showroom so sales staff can stop customers getting too close while serving
7. Changes to methods of operation

This notice is in a free standing A4 acrylic holder to be placed on the desk when booking appointments
8. Covid secure notice

This notice will be inserted on the reverse of the changes to methods of operation. This confirms to customers what we are doing to ensure we meet the requirements for opening
9. Estimate appointment confirmation

I will provide a word document with our terms and conditions for sending an estimator to site. COPY AND PASTE this into the body of the email so it is read on opening the email. DO NOT PASTE THE WORD DOCUMENT AS AN ATTACHMENT AS IT MAY NOT GET READ. It will ask customers to send a return email confirming they can meet our conditions for attending site and if they do not reply and confirm we will cancel the appointment. When booking appointments we will book them for a specific day between 10am – 4pm. The estimators working initially will be asked to cover measures for all branches and therefore want to plan their journeys after they have all the addresses for that day. When the day’s appointments are booked the estimator will ring the customer the day before to book an appointment slot so they arrange measure to a practical journey plan.
10. PPE Equipment

Masks, cleanser, gloves, visors etc will be provided for the protection of staff and customers both in store and on site.
11. Free underlay cost sheet

A cost sheet that will calculate the discount for the free underlay with remnants on the clearance list so the savings can be shown on the estimate.  Free underlay only applies to felt underlay but the cost sheet will show the costs to upgrade to other underlays if required.
12. Half price underlay cost sheet

A cost sheet that calculates the underlay at half the normal price will be in the template file along with the free underlay cost sheet. Half price underlay only applies to Felt, PU foam and luxury PU foam but customers can pay the difference and upgrade.
13. Updates to notices on website & auto replies to all emails

This page shows what notice will be put on the website and all emails will have an auto reply set up advising customers that we are operating with a skeleton staff and reduced opening hours. They will also be advised that it may take a little longer for us to reply. The message for any members of staff on furlough will advise that they are not able to reply and to contact the branch directly. 
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