
Frequently asked questions 
from our clients

If you have any questions about how to organise a meeting during Covid then please contact our team who would 
be happy to help with any concerns. Check our website www.roffeyparkvenue.com for more information.  

    01293 854042   enquiries@roffeypark.ac.uk

After months working apart, many organisations are recognising that projects require face-to-face 
collaboration to succeed.  Organising a meeting can seem daunting. We’ve been welcoming clients back to 
our Horsham location since September, and they have asked many questions about the process pre, during 
and post their attendance with us. Here we’d like to share the key questions and answers with you.

SPACE

SAFETY

SERVICE

Before you come to Roffey Park Institute in Horsham

Does the Rule of Six apply to my meeting?
•  Education and training venues, such as Roffey Park, are still exempt from the Rule of Six, and can continue to 

operate as long as they have a Covid-secure plan in place and risk assessments have been carried out. Roffey Park 
venue has a Covid-secure plan and has fulfilled the necessary risk assessment.  We’ve also had a number of clients 
rebook after their first experience. 

Can I come for a “show round” at the venue?
• Like many venues we have a virtual tour on our website along with a Covid-19 protocol brochure.

• Roffey Park is also able to arrange to take you on a “live virtual” show round with a member of our staff.

• We can organise an in-person show round for you – these are subject to availability as we can only offer this when 
our zonal “bubbles” are vacant, keeping attendees Covid safe.

Does Roffey Park have the technology to enhance my meetings, and invite other colleagues who maybe 
self-isolating or remote working?
• Enhanced onsite technology enables you to “dial in” other remote team members enabling a hybrid meeting, with 

a small team meeting face to face, using our telepresence robots and super speed Wi-Fi in order to collaborate 
and hold richer conversations.

Do I need to do anything before I arrive at Roffey Park?
•  Everyone is sent a link to a pre-visit registration form to complete before arrival.  This is a health questionnaire to 

check for any symptoms – this is the government required track and trace system and all details are destroyed 
after 28 days.  You will be required to complete this.



When you arrive at Roffey Park Institute

What can I expect when I arrive?
•  Meetings are held in a zonal “bubble”.  Each has its own meeting, breakout 

and dining areas. If you are staying overnight at the venue, breakfast will be 
preordered   

•  Each zone has a single host who is the point of contact throughout a visit - 
minimising contact with others.

•  Everyone will have a temperature check on arrival.

•  A one-way system is in operation throughout the building.

•  Masks are required in communal areas. Our staff wear masks and maintain 
regular personal handwashing and sanitisation procedures. There are hand 
sanitiser stations throughout the building. 

•  Within the meeting zones, the meeting rooms and catering spaces are set 
with the appropriate spacing between tables/chairs to meet social distancing 
requirements. 

What happens if I don’t feel well during my visit?
• We have dedicated isolation rooms where the onsite manager would take the 

client.  Here we would carry out a temperature and symptom check, identify 
who you have had contact with and then advise accordingly.   Again, if there are 
any symptoms pre-visit you should stay away from the venue.

Will we be sharing our breaks with clients from other meeting rooms?
• All meeting zones have their own allocated refreshment areas and breakout 

rooms.  Ensuring minimal contact with others onsite.  A dedicated host will bring 
refreshments directly to your meeting zone.

Are the leisure facilities available for use?
• Our swimming pool and gym are now open for use with limitations in place, 

so you can now enjoy this extra benefit when visiting . We also have acres of 
outdoor space available for walks and fresh air.  We provide free bikes for client 
use and there are trails in the neighbouring St Leonard’s Forest.

If I contract Covid after I have left Roffey Park what should I do?
• We would ask you to contact your Event Client Manager and advise them of 

your diagnosis.  Roffey Park will then enact its track and trace processes to 
advise those who have been in contact with you.

If you have any questions about how to organise a meeting during Covid then please contact our team who would 
be happy to help with any concerns. Check our website www.roffeyparkvenue.com for more information.  

    01293 854042   enquiries@roffeypark.ac.uk
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A huge thank you to you for your meticulous detail in 
keeping our team COVID safe.

The food was lovely, and the process worked really well.


