
Service is at the heart of what we do, it is what drives us and sets us apart. 

We are so confident in the service we provide, we decided to print our promises in black and white for all to see. 
Some people might think we are mad to do this, but we believe this is the best way to show you just what you can 
and should expect from us. 

Our vision is to build the business lifestyle everyone wants. This statement underpins our every decision and we 
believe that ultimately, this is the foundation of our success. 



Every word of this statement counts
Together, we are always looking for new ways to mould our service to best 
meet your business needs. Your opinions and ideas matter to us. Sure, we have 
our own big ideas but let’s face it, 10,000 heads are certainly better than one. 

We are by no means perfect, but we hope to get close. We see our business 
model as a work in progress and new opportunities to build on our service 
present themselves daily. This is what challenges and motivates us. This is 
what makes us different. Will we meet the challenges and commitments laid 
out in the following pages every single time? Maybe not, but we are absolutely 
determined to give it our best shot.

The average person will spend over 90,000 hours of their life at work. We want 
to help make those hours enjoyable. As far as we’re concerned, the little things 
count just as much as our core business facilities. From strawberries and cream 
over the Wimbledon season to World Cup screenings and Friday cakes, our 
centres represent not just a work place, but a business lifestyle choice. 

Our Vision 
Together, we are building the business lifestyle that everyone wants



Setting the Standards
The quality of our work depends on the quality of our people. We select  
our team members carefully to ensure their values and customer service ideals 
compliment the way we do business. 

From recruitment and training to service delivery, we promise to uphold every 
point outlined in our Values statement. 

Please do challenge us – you should see these values illustrated at your centre 
every minute of every day. 

• We set the standards within our industry

• We supply our customers a value for money product with total transparency

• We provide leading technology to support our customers’ needs 

• We support our customers in the achievement of their goals 

• We develop and support our teams to fulfil their career goals

• We are helpful, friendly and courteous to our customers and each other
 
• We have a responsibility to our communities and the environment
 
• If we are not serving a customer we will be serving someone who is

Our Values



Group shot of managers

Our Promises
We empower our centre teams to assist clients with a whole host of enquiries,
from teabag replenishment to a power failure. We cannot guarantee 100%
error-free service but we can promise to deal with any concern quickly and
communicate this to you effectively.

The promises outlined within this booklet explain what we will do if a business 
critical service or facility goes down at your centre and what you can expect
from your centre team with all your day to day requirements.

Communication
Your Centre Manager should be your first port of call, but if you think we are
falling short of our promises, tell us. We have a dedicated Client Liaison who
is happy to help.

The Business Environment helpline is also open for general enquiries,
in addition to a 24-hour support line for critical I.T. or telephony concerns.
All contact details are outlined in the back of this booklet. 



You and Your Visitors
First impressions count. That is why we promise to do everything we can to 
make your visitors feel welcome. 

As an extension of your business, our team will be presentable at all times, and 
your guests will always be greeted with a smile on arrival. In reception, smart 
sofas and daily newspapers are provided. 95% of calls will be promptly answered 
within five rings and deliveries accepted and stored discretely whenever possible. 
There are even original paintings by artist Ben Lowe for the more discerning eye. 

We believe a friendly and comfortable environment helps to move business 
along in the right direction. We’re here to help from the moment you or your 
clients step through the door. 

“ The warm smiles on reception and security, coupled with the professionalism of 
the management team makes this a tremendous environment to work in”  
 
Gary McGeorge, Desynit



Refreshment Guaranteed
Our kitchens are stocked with complimentary refreshment facilities. Cool filtered 
water, hot tea, coffee and milk.

A fridge and microwave ensure you never need to miss lunch, and fear not,
a dishwasher is provided so no need to put those rubber gloves on just yet.

All of our kitchens are cleaned and restocked three times a day. Portable appliances 
are tested annually and should any unit fail, we promise to provide you with access 
to an alternative kitchen space or machine. A business environment, home away 
from home.



Our Kitchen Commitment
Refreshments
Complimentary hot tea, coffee with fresh milk – replenished daily

Dishwasher and Fridge 
Replacement of appliance within 5 working days should it fail 

Kettle and Toaster
Replacement within four working hours

Water Cooler
Sanitised every six months
48- hour response time from engineer for any reported fault

Flavia Coffee Machine 
Fault response time within five working hours
Fault remedied within five working days
Loan machine provided if workshop repair required 

We promise to provide you with access to an alternative unit during any period 
of downtime with the above appliances. 

Cutlery and Crockery
Provided and restocked daily 

Cleaning
Kitchens checked and cleaned up to three times daily 
 



Success Is No Accident
We are dedicated to making sure your centre adheres to current legislation and 
maintains the highest possible standard of health and safety. 

With guidance from our qualified Health and Safety Officer, your centre team will 
perform daily housekeeping checks. This will ensure access points and unoccupied 
areas are kept clear at all times, signage is correctly displayed, first aid supplies are 
stocked, and basic hygiene throughout the centre is monitored, including water 
and air quality. 

In addition, electrical and portable appliances in communal areas are tested 
annually, as part of our internal health and safety audit. A second in-depth 
revision of the workplace and procedure is undertaken annually by  
an independent third party consultant.

Fire and Evacuation Procedures
Our centres are equipped with smoke detectors, fire alarms and any portable 
fire-fighting equipment deemed necessary by fire risk assessment. Whilst this 
equipment is serviced annually, alarms are tested weekly and evacuation drills 
initiated bi-annually, in line with the Regulatory Reform Safety Order. 

Emergency evacuation routes are outlined within section seven of your suite 
directory. Housekeeping checks are performed by the centre team daily to ensure 
exits and fire doors are kept clear at all times. 

We are committed to providing you with all of the necessary information needed 
to keep you safe. Please advise your centre team if you require any additional 
clarification. 
 



A Green Environment 
We are always looking for new ways to improve our environmental performance 
and reduce our carbon footprint. We encourage our stakeholders to do the same. 
Not only does this make sound commercial sense, in the longer term it ensures we 
do our bit to minimise our impact on the local environment. 

All of our centres comply with requirements of current legislation to prevent 
pollution, as best we can. This includes air, noise and light pollution. 

We are conscious of the level of energy and water required to operate our 
centres. Light and tap sensors, energy saving bulbs, timed climate cooling and 
voltage regulators are installed where possible to ensure we do not use more 
power than necessary. 

FREE recycling bins are provided centre wide and are available for your suite,  
upon request. We have an ambitious target to recycle 75% of our centre waste 
every year.  With the UK average at 52%, we are already  achieving 82% across 
our company.

In addition to paper, cans, card and plastic, we can recycle mobile phones and 
printer toners on your behalf. The proceeds generated indirectly from the sale of 
this material goes directly to two charities – Rays of Sunshine and The Dogs Trust.  

We ensure that all of our team members are aware of, respect and promote  
our environmental policies centre wide. We promise to promptly investigate any 
complaint regarding a breach of this policy. 



High Maintenance
We have a preventative maintenance programme running across all of our centres. 
Our weekly (out of hours) audits mean that if a piece of equipment needs oiling, a 
wall re-painting or a light bulb replacing we can spot it before it becomes a problem. 

A skilled maintenance technician is affiliated to each one of our buildings. 
Because of this, we can promise we will respond to any maintenance enquiry 
within two hours subject to staff availability. 

Lifts
If the mechanical fault cannot be remedied in-house, our lift engineer is contracted 
to attend site within one-hour. A fault report will be produced within 24-hours. 

Electrics
Electrical appliances in public areas are tested annually but if any fault is reported, 
we promise a qualified electrician will be on site within four working hours. If the 
matter is simple, such as a blown light bulb or fuse, this will be fixed by our internal 
Maintenance Officer within two hours.

Plumbing
Drains at your centre are flushed through annually. If a blockage  
is reported and can be rectified internally, this will be done within two hours.  
A plumber will be on site within 5 working hours if required. “ Nothing is too much trouble. The maintenance man even mended my glasses  

when they broke. How’s that for going above and beyond the call of duty!” 

Jackie Dursley, Larchford



Comfortably Cool
The British weather is unpredictable, but the temperature in your suite should 
not be.  

Where our centres are equipped with climate cooling and heating systems,  
units are serviced every six months. Should any fault be detected between  
visits, we promise that this will be reported by our centre team to our Facilities 
department within one hour. Guidance will be issued by the team and a 
qualified contractor will be booked to attend site within 24 hours. 

We promise to communicate scheduled contractor visits within two hours of 
booking, and timeframes for recovery within one hour from the engineer’s visit 
to site. 

During any period of downtime in warm weather, portable fans will be 
provided by your centre team upon request. We also promise to provide clients 
with chilled bottled water and an ice cream daily until the cooling system is 
back up and running. 

In cold weather, stand alone heating units will be sourced in order to help 
maintain a minimum office temperature of 16 degrees Celsius. Warm drinks 
will be provided by our centre team to keep spirits up. 



Copier Considerations
Photocopying can be a tedious, but necessary part of business life.  
We promise to provide you with access to a fully operational machine,  
no matter what. 

Copiers are serviced routinely, but if a unit breaks, we promise the following: 

• Engineer on site within twelve working hours from fault report time

• Loan machine provided if unit required off-site workshop attention

• During downtime period, access to alternative machine is provided

• 100 copies credited to affected clients free of charge 

Please advise the centre team if you require paperwork to be shredded before it is 
recycled. We can recommend a reliable supplier for this service and advise on any 
discount open to Business Environment clients. 

“  The friendliest, most conducive workplace I’ve experienced in over 30 years” 
 
Bob Lyon, Schlumberger 



Sorted!
Post
We guarantee to sort your incoming post within one hour of it being delivered to us.

Binding
For your inclusive binding, we promise to assist you so that it can be completed  
within one hour.

Laminating
For your inclusive laminating, we promise to assist you so that it can be completed 
within one hour.

For any secretarial work that is requested, we will advise you of our availability and an 
approximate cost within 30 minutes of your request.



Power Failure
We appreciate a power cut is never ideal... unless you need a quick 40 winks.  
If one does happen, we will contact the local energy supplier directly and  
request a time frame for power to be restored. This will be communicated to  
all clients within one hour. 

Planned Power Outage 
If we anticipate power to be down at your centre for more than four consecutive
hours, we will endeavour to source an alternative office space at our nearest  
centre and set you up with internet and telephony there until power is back up.  
Your business continuity is our priority.

If power is down for more than 24 consecutive hours, even if it is outside of  
our immediate control, we will review an offer of compensation accordingly. 

Either way we promise to shout very loudly at our energy supplier and will  
request a written explanation from them for your records. 

Now, where is that torch...



Communication is oxygen for modern business. That is why we continue to revise 
and reinvest in our I.T. and telephony infrastructure. We are committed to building 
you a network that can integrate both current and future technology to provide you 
with an efficient and relevant service. 

Your centre team is trained in basic technical trouble-shooting, but they are 
supported by a dedicated and centralised I.T. team for wider concerns, consisting  
of fully qualified Data Comms Engineers and Senior Network Administrators. 

During working hours, faults will be escalated internally by your centre team.  
Out of hours, concerns can be logged by you directly to our I.T. team at  
it@beoffices.com

For critical outages out of hours, we have a qualified engineer on call no matter 
what the time: 

24-hour I.T. help line: 07885 890 131

Together, we are working to uphold the very best in customer service; a business 
environment designed for you and your technical needs. 

I.T. and Telephony: 
Service Excellence Commitment

“I would recommend Business Environment 
without hesitation. They will assist any company 

to run a smooth operation” 
 

Julian Budd, Transport for London



Telephony
We endeavour to source the most robust handsets and network providers for our 
telephony. This technology is regularly monitored and upgraded but it is not  
perfect and it can sometimes let us down. For this reason we hold a supply of 
equipment at our stock control warehouse so our engineers can act quickly when  
a phone fault is reported. 

This hardware includes:

 • Power supplies
 • Digital Link Interface cards
 • Extension cards
 • Operator consoles
 • System-specific handsets

We follow a clearly defined escalation process. When a fault is reported to the 
centre team a number of standard diagnostic tests will be undertaken in the first 
instance. If deemed necessary, a Business Environment engineer will be deployed  
to the centre to conduct additional tests or to replace damaged hardware within 
four working hours. 

For centre-wide system faults, our provider will be contacted within thirty minutes 
and a field engineer will be booked to join our team on site, or to attend to the 
exchange our circuit is delivered from. Our clients will be informed of the system 
failure within one working hour and an estimated time frame for recovery will be 
provided as soon as is feasible. During this period, our technical team will advise on 
the best way to minimise the impact and divert your phones to another site where 
possible. This will be communicated to you at regular intervals until the matter has 
been remedied. Rest assured, you’re in highly trained hands.



Managed Internet Access
In the past two years we have invested over £500,000 to ensure we can deliver you a reliable, monitored and 
managed internet connection. This comprises of the following elements: 

• Bandwidth Management – a 1:1 uncontended connection
• Delivered on 1,000mb fibre circuit
• Access to usage and utilisation reporting 
• 100mb failover line
• Extensive store of CISCO network hardware
• Regular evaluations and upgrades of our data networks
• Rigorous engineer training programmes

Local Area Networks (LAN)

Effective cabling and connecting hardware is critical to a successful I.T. set up. Our qualified engineers offer a 
bespoke service to build a LAN to your file or print sharing specifications. All of our buildings have been designed 
with this in mind; an infrastructure capable of housing Category 6 (high-spec) data cabling products, tested 
to 250MHz. This not only provides an excellent platform for existing high speed applications, it ensures a 
future-proof data transport system. 

As a result of our work in this area, Business Environment was awarded Data Cabling Infrastructure  
Solution of the Year for 2010/ 2011 by Connectix, one of the UK’s leading manufacturers and suppliers  
of data communications products. 

As the above points indicate, we believe prevention is better than cure. Technical performance can never  
be 100% guaranteed, but our customer service can. We will do everything in our power to help maintain  
your business continuity.
 



CCTV and Security 
We install and maintain our own robust and integrated security technology. 
This consists of the following:

 CCTV
• Bespoke electronic access control door locking systems
• Door access cards, fobs and regular key auditing 
• Electronic car park gates and barriers

A majority of our centres are also manned by Storm Operative Security guards. 
Trained in conflict management and uniformed to reflect the corporate 
business environment, our security guards will patrol the centre at regular 
intervals for your peace of mind. Storm Operative Security has achieved the 
following levels of accreditation:

As vigilant as our centre security teams are, many eyes are always better than 
one. Together, we are working to help maintain the very best standard in security. 
You’re in safe hands.

“ You always feel like you are taken care of here”  
 
Claudia Minchin, Wilkins Beaumont Suckling



Number Crunching 
We like to keep things simple, and when it comes to numbers, we know you
like the same. That’s what makes our award-winning ‘all-inclusive’ package so
great – a guaranteed rate for 12-months with no nasty surprises – so you can
relax and get on with what you do best.

You can expect from us: 

Accurate Licence Fee Invoice
Sent to you monthly by your centre team at least two weeks prior to the
payment due date, to comply with the Direct Debit Guarantee Scheme.

Transparent Service Invoice
This will clearly outline any service used in addition to your inclusive allocation. 

If the numbers don’t add up
For any billing enquiry, you can expect to receive a response from your Centre Manager 
within four working hours. If necessary, this will be escalated to our Accounts 
department within 24 hours. You will have an answer within 48 hours. 

“ Very useful knowing the costs each month, without surprises!”  
 
Jonathan Margrave, Contractor Payment Solutions



A Polished Performance
We believe cleanliness is key to maintaining a professional environment. But we’re 
pretty sure that vacuuming is not top of your priorities list during the working day 
(unless you’re James Dyson). No need to worry, we have a professional cleaning 
team attend to your centre every day, to polish away the cobwebs. 

Your Suite
• Carpets and skirting vacuumed
• Desks wiped – clear desk policy
• Bins emptied 
• Glass panel doors cleaned 
• Phones sanitised (monthly)
• High level dusting (monthly) 

Common Areas
• Surfaces disinfected, wiped and tidied
• Carpets vacuumed, floors mopped 
• High level dusting
• Ledges, skirting, shelving damp-wiped 
• Dishwashers emptied and loaded 
• Fridges and microwaves cleared
• Sinks and taps de-scaled 
• Quarterly deep-clean 

Windows
• Cleaned every six months

A transparent service offer; a reflection of our high standards.

“ The team really take pride in keeping the 
building clean, tidy and impressive” 
 
Toni Dare, Pulse Cash Flow



Lets Talk Toilets
We want clean flushes and no blushes when it comes to our washroom 
facilities, so we promise the following:
 
Cleaning twice daily
• Toilet paper and soap dispensers restocked daily 
• Air freshener canisters refilled and serviced quarterly 
• Toilet brush and sanitary bins provided for your convenience
• Hot tap water, hand dryers or hand-towels provided as standard

Hand-dryers
If a hand dryer fails, a contractor will be on site within four working hours.  
If a replacement dryer is required, this will be fitted within five working days. 
During this down time period, we will ensure you have biodegradable hand 
towels provided. This is true for any washroom facility. 
 
You will be relieved to hear you will have access to a clean and well stocked 
toilet facility no matter what. This is a promise. 
 



Voice of the Client
Launched in 2007, our monthly Voice of the Client survey gives our clients the 
opportunity to tell us what we are doing right and identify areas for development. 

We guarantee you will receive an answer to every question or suggestion. We will  
also respect any wish to speak in confidence and to manage enquiries discreetly. 

Listening to you makes good commercial sense for us. 

We want to continue to set benchmarks for the serviced office industry; we cannot 
do this without you (well we could try, but it wouldn’t be nearly as good).

“ B.E’s decision to listen to their clients is outstanding. I really  
appreciate the opportunity to express my opinion and know  
my comments are taken seriously”  
 
Justin Thomas, Appian



Awards

Follow our achievements and updates on:

 Twitter: @BEOFFICES

 LinkedIn: BEoffices 

 Facebook: Search ‘Business Environment’

“ “Everyone has been extremely helpful,  
best serviced offices we’ve used”  

 
NDL



Contact us
Business Environment is partner to a number of affiliated businesses to ensure  
we can provide you with the very best customer service. We are here to help. 

Award Winning Offices, Shared Offices and Virtual Offices

Online: www.beoffices.com
Sales Enquiries: enquiries@beoffices.com (open 9am-5pm)
Enquiries: 0800 917 4444
I.T. Help Line: 07885 890131
Client Liaison: clientliaison@beoffices.com
Client Liaison DDI: 020 7959 6032

 
Meeting Rooms, Video Conferencing Studios, Hot Desks and Event Space

Online: www.andmeetings.com
Sales Enquiries: enquiries@andmeetings.com
Sales Line: 0800 073 0499 

 
Managing Onsite Cleaning

Online: www.auroraproclean.com
Sales Enquiries: enquiries@auroraproclean.com
Enquiries Line: 0800 923 0012

 
Managing Onsite Security

Online: www.stormoperativesecurity.com
Sales Enquiries: info@stormoperativesecurity.com
Enquiries Line: 0800 953 0023 Storm

Operative security



Business Environment proudly supports

0800 917 4444    www.beoffices.com

BUILDING THE BUSINESS LIFESTYLE EVERYONE WANTS


