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COMPANY GUIDELINES 

Covid-19 
 

The following is Andrew Granger & Co’s guidance to Staff and Customers on our practices and 

procedures at the current time. This has been produced with reference to the latest Government & 

Industry Guidance and will be updated to reflect any changes in that Guidance. Whilst many of the 

Government controls have been removed, we are retaining a reasonable level of precautions to limit 

risk and help with smooth running of the business. 

 

Our general working arrangements 

All of our teams have continued to work without any interruption to our service. At any one time a 

proportion of our staff will continue remote working to help us ensure social distancing for any 

office based staff. 

 

Property searches 

Property details (including video tours) are available on our website and we encourage prospective 

buyers and tenants to commence their property search online.  

 

Dealing with enquiries 

We are able to deal with the majority of enquiries by phone, video call or email.  

 

Document signings 

Where practicable, document signings should take place by online signing (Docusign), by scanned 

email copy or by post and not in person. 

 

Assessing client/customer risk 

If the Client, tenant or purchaser have Covid symptoms, are quarantining or are self-isolating we ask 

that they advise us so that we can take these factors into account in our dealings.  

 

Offices 

Our offices are open but we ask that visits to our offices must only be for purposes which cannot be 

handled remotely (such as key collection) and must be by prior appointment. 

 

Visitors to the office 

On arrival at the office the visitor will be asked to confirm that they are not displaying symptoms, are 

quarantining nor self-isolating. They may be directed to sit at a desk with a protective desk shield 

and windows will be open for ventilation. 

 

Visitors to the office should also be asked in advance to wear a face covering. 
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A protective desk shield can be used in place of a face mask as long as it covers the area sufficiently 

and is being cleaned regularly.  

 

We will continue to display QR Codes at each office for Test & Trace. Visitors are encouraged to 

check in using the NHS App. 

 

Following the departure of the visitor, door handles, desk/ chair surfaces and desk screen must be 

cleaned with wipes/anti bacterial spray. 

 

Staff and face coverings in the office 

It is not necessary for staff to wear a face covering while sharing an office with the same group of 

people and social distancing. However, when dealing with any type of visitor, any member of staff in 

proximity should wear a face covering.    
 

Refreshments 

During the visit regrettably no refreshments will be offered and facilities within the building will not 

be available. 

 

Keys 

Any keys handed over by our staff will have been cleaned using wipes or a cleaning spray, and any 

keys received will be cleaned before being added to our system. 

 

Viewings and property visits - Residential Sales & Lettings 

1. Prior to any viewing (or visit by our staff for a marketing appraisal etc) we will ask the 

householder and the viewer/s to confirm that they are not showing any symptoms of Covid 

and are not self-isolating. This information will be recorded.  If they are displaying 

symptoms/self-isolating the viewing/visit will need to be postponed. 

 

2. Our staff will not attend appointments if the staff member is showing symptoms or self- 

isolating. 

 

3. Open House viewings will not be undertaken and all viewings etc will be by appointment 

only. 

 

4. Prior to arranging a physical viewing, the prospective purchaser/tenant should view the 

property virtually on our website and only view properties that they have a strong interest 

in. 

 

5. Viewers must only be from a single household and we ask that numbers attending the 

viewing are limited to two or three people ideally without children. 

 

6. Request vendors to vacate the property during viewings, but the decision to do so is at the 

discretion of the vendor. 

 

7. Prior to arrival of the viewer the house occupier (or, if empty, the Agent) must open all 

internal doors and external windows for ventilation. 

 

8. On arrival at the property all parties must wash or sanitise their hands and do the same on 

departure. 
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9. During the visit our staff member will wear a face covering. We also encourage the others 

present to also wear their own face covering. 

 

10. For viewings carried out by the householder, the above actions should still be carried out. 

 

11. On completion of the visit/viewing the householder should ensure that surfaces such as 

door handles are cleaned with standard household cleaning products and towels are 

disposed of safely or washed as appropriate. 

 

 


