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1-2 Weeks Contact Your Landlord

Time to talk to your landlord and discuss what your plans are for the office.

Check your contract, it will likely describe what you can and cannot do in relation to refurbishing your office
space. Once you know what you can do, you will need time to book a meeting with your landlord. You can
breach your contract if you make dramatic renovations to your office without the approval of your landlord.

1-3 Months Acquiring a License to Alter

If you’re doing major refurbishments to the structure, internal walls or doors, you will likely need a License to
Alter.

A License to Alter is given from the landlord to the tenant, which gives the tenant permission to carry out
changes to the work space. The license gives you protection against the landlord if he/she decides to claim in
the future they didn’t give you the authorisation to make the changes. You need to allocate adequate time to get
the License to Alter as an application contains different things to consider.

1 Week Consult Your Employees

Take time to talk to your employees and walkthrough the renovation process.

Renovating your office is a big step for your business and your staff. Give some time to talk to your staff so they
know what’s happening. They will want to know what they’re doing and what they need to prepare for.
Employees can feel unvalued if they don’t know what’s happening. Make sure everyone is in the loop.

1-3 Months Designing the Refurbishment

You and your office design company will have to edit design concepts of your new office refurb.

After you’ve told your office design company what you want, they will create a design for your new plans. At
Elm Workspace we will also create a CGI rendering of your new office design. If you want any changes to the
design proposal, it will take time for the designers to make the edits.

1 week - 3 months Completion of Refurbishment Works
The length of time it takes for work to be completed depends on the amount of work you want doing.

Before any work starts, talk to your office refurbishment team to find out how long the work should take. This
will help you find alternative workspace for your employees and help you plan for other factors.

Up to Ten months Total Time This is why it's important to be organised. Get a planner to keep on top of everything, one minor delay can have
a major effect on your refurbishment completion time.
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Fixtures and Fittings
With an office design upgrade, you may want to
consider upgrading your furniture and fittings, otherwise
your old furniture may look out of place.

When discussing your office design plans, your planners can help you find the best furniture and fittings for your
redesigned space.

Labour and Materials The costs of having refurbishment work being done on
your site.

Shop around to find the best team for your office redesign. You need a team who has office refurbishment
experience so you can get value for your money.

Technology The cost of new technology you need in your improved
office. New computers and interactive boards are useful
but they can be expensive too.

To avoid overspending unnecessarily, consider what technology you actually need. It’s tempting to buy a
modern interactive board, but do you actually need it? You want to get your money’s worth out of any tech you
buy. Make sure you do your research to find the best price.

Opening Hours
Closing your business for a refurbishment can be a
financial cost. Find out if you need to close down or if
you can keep your business open.

Depending on your office refurbishment, you may need to close your business for the safety of your staff. Doing
construction work can pose potential hazards to your employees’ health. Look at your refurbishment plan, if you
can do the work in sections, you might be able to keep your business open, otherwise you could ask your staff
to work from home.
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Risk Assessment
During a refurbishment, there will be potential hazards
you need to be prepared for, especially if your business
is going to remain open whilst your office is renovated.

Having building work in the office means there will be construction equipment and tools around. Employees
need to be told to stay away from areas that are being renovated. Put up signs to let visitors and staff know it is
an unsafe area to enter.

The Elm Workspace Office Refurbishment Checklist
Timings

Costs

Regulations / Site Safety



Maintain Safety Signage
Replace old safety signs that may have been removed
during the refurbishment. Safety exit routes and exits
can change temporarily and need to be visibly signed at
all times.

Maintaining your health and safety signs around your business premise is your responsibility. You need to help
protect the health of your employees and reduce the chance of injuries or accidents happening. Safe routes and
emergency exits need to be clearly marked at all times and they could be changing very frequently during the
refurbishment.
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Inform Employees
Before any work takes place, you need to tell your
employees about the refurbishment. This gives them the
chance to voice any concerns.

A refurbishment isn’t a big change like moving to a new office space but any building work will affect the work
lives of your employees. They may need temporary work accommodation.

Gather Feedback
Talk to your employees about the office refurbishment,
they might have some good ideas you can incorporate
into your plans.

Your employees likely spend up to 40 hours a week in the office. They may be able to give you helpful advice
about your new office design.

Update Employees
Keep your employees regularly updated about the
refurbishment progress. They need to know if there are
any delays.

Office refurbishments can take over an entire office. Staff need to know what is happening so they can alter
their work schedule (for example, if they have meetings with customers in the office).

Noise and Disruption Refurbishment works will impact your day-to-day
operations if you don’t close. Conduct an assessment.

There may be periods of large noise and disruption, especially if there is the removal of any partition walls or
flooring. Some of these works can also create dust. Liaise with your contractor to work out when noise and
disruption will be at its worst and you can try to mitigate the impact on your staff and operations. There may be
periods of power outages that impact phone and internet connections (planned or otherwise); make sure you
have a contingency plan.
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PR
PR and sending out press releases is a great
opportunity to do when your office is having a
refurbishment.

Getting an office refurbishment shows your business is investing for the future. When you’re building long term
relationships with customers, they’ll appreciate seeing how your business is planning to stick around. Send out
press releases and organise an event with your customers.

Office Design The design of your refurbishment should reflect your
company’s brand.

During your planning of your new office design, consider your branding. You should be using the same colours
and themes in your design. The tone of your branding should also be in your new office. If you’re an edgy web
design company, you want to reflect that in your new layout.

Rebranding Your Business Are you rebranding your business?
Some businesses like to rebrand entirely when they’re redesigning their office. If you’re planning to rebrand,
give yourself plenty of time to make the necessary changes and decisions. Your office design needs to reflect
your new branding.
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Removing Old Furniture Throw out any old furniture you no longer need. It takes time to pull out old furnishings and fittings. Organise a skip if you have lots to throw out. You may also
be able to sell some of furniture if you no longer want it but it’s in good condition.

Decoration Completion All refurbishment work has been completed. All work needs to be completed in a timely fashion to ensure minimal disruption. It’s also a health and safety
hazard. Ensure a deadline is agreed and stuck to so that normal service can be resumed.

Building Work Completion Any brickwork or building extensions have been
completed.

Unfinished building work doesn’t give a good impression for customers but it’s also a safety hazard. All
construction work needs to be completed and all building supplies have to be removed from the workspace
(they are a potential safety hazard).

Technology Setup All computers and technology have been setup. Most businesses need access to computers, internet and telephones so they can run smoothly. Making sure all
your technology is setup is a high priority. Give yourself plenty of time to get everything online.
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Snag List
A comprehensive list compiled in the first 1-4 weeks of
inhabiting a new space. The list comprises of any small
issues, breakages and fixes that need to be covered by
the contractor.

Ask your teams to be vigilant in the first 1-2 weeks of new office use. Ask for all employees to contribute to a
master snag list, and complete your own check at various stages. By keeping your developer up to date with
anything that isn't quiite right, you will be able to push through fixes and corrections much quicker.

Contingencies Extra provision given to a specific part of your budget to
cover unforseen circumstances.

Whilst your aim is to stay in budget, some factors out of your control may impact this. By adding contingencies
of 5-10% for materials, timing, employee productivity impact and any other costs, you can be sure to cover
yourself for any eventuality.
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