
 
 

 

 

Licensing  

scheme  

information 
 

 

 



 
 

 

Introduction 

Thank you for your interest in The Workstation Office licensing 

scheme. This information booklet sets out the stages, the 

requirements and the factors you will need to consider prior to 

entering into a license with us. 

The aim of this document is to make the process of licensing 

your office to us as smooth and as simple as possible from the 

initial visit to the time we enter into a license with you. 

In completing a license with The Workstation, you are entering 

into a legally binding contract. We will need to ensure your 

office meets our required standard and that you have all the 

necessary approvals and consents to enter into the license. 

 

 



 
 

 

The benefits 

If you decide to license your property 

to us we can offer you: 

 

 

 

 

 

 

 

 

 

 

 

The license fee 

We will need to visit your office to 

assess its value and we will make you 

a rental offer based upon the size, 

location, condition and amenities of the 

office. Any difference between the 

market rent and our offer, this will be 

offset by the benefits of no commission 

or management fees and guaranteed 

monthly rent payments regardless of 

whether the office space is occupied. 

 

 

 

 

 

 

 

 

 

 

 

 

The Office standards 

The Licensed Office Standards 

Booklet sets out the minimum office 

standards for the licensing scheme we 

operate. It should be used by you as 

guide when considering the works 

needed to bring your office up to the 

required minimum standard. You can 

find a copy of our Licensed Office 

Standards Booklet enclosed in your 

information pack. 

If you decide to license your office to 

us, our surveyor will visit the office, 

and working from the office standards, 

they will draw up a schedule of works. 

This schedule of works will list all the 

works you need to complete before we 

can license your office. Our surveyor 

will need to confirm that all identified 

works have all been carried out before 

we can finalise the license. 

 

 

• Increased revenues 
 

• Guaranteed rental payments 
 

• Complete flexibility 
 

• Carefully selected members  
 

•  Guaranteed vacant 
possession at the end of the 
license 

 

• License fees will be paid from 
the first day of the license 
agreement held between The 
Workstation and our member 
 

• Should our member move out 

of your office we will continue 

to pay you rent whilst we 

prepare the office for another 

company on our members list, 

regardless of how long it takes 

 

 

 



 
 

The management services 

Unlike many high street estate agents 

we do not charge a management fee 

or commission for managing the 

licensed office space. We will manage 

the office for you throughout the 

licensed period, ensuring any minor 

problems and day-to-day maintenance 

issues are addressed promptly. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Cost to you 

You might need to budget for some 

expenditure prior to the license starting 

and during the term of the license: 

 

 

 

 

 

 

 

 

 

 

 

• The cost of any works 
necessary to bring your office 
up to the required standard  
 
• Business Insurance to cover 
Public Liability Cover 
 
• Furnishing your office (for 
some schemes)  
 
• Your responsibilities for 
maintaining the office as 
detailed in the license 
 
• Administration fees if we carry 
out maintenance works on your 
behalf  
 
• Fair wear and tear  
 
• End of license dilapidations 

not covered by the terms of the 

license 

• We will make regular visits to 

your property 

• We will take responsibility for 

the collection of rent from our 

members 

• We will complete a thorough 

schedule of condition and 

inventory upfront, listing 

everything both inside and out 

with photographic evidence 

• We will take responsibility for 

the collection and payment of 

the service charge from the date 

of the first license agreement 

• We will take any necessary 

legal action against our 

members and will bear the cost 

of any fees incurred in the 

unlikely event of a problem 

arising 

Continued in next column.. 

 

 

 

• We will ensure that your office 

is regularly inspected by our 

experienced surveyors who will 

ensure that obligations under 

the license are met 

• We will comply with The 

Workstation Service 

Commitment which sets down 

standards for us in dealing with 

our licensor’s 

A copy of The Workstation 

Service Commitment is available 

on request from the Business 

Team. 

 

 

 



 
 

Applying to license your office 

If you wish to license your office to us 

and you have not already had a 

negotiator visit, please give our 

Business Team a call on 01727 260 

177 or e-mail us at 

info@theworkstation.co.uk 

One of our experienced Business 

Team staff will be happy to help with 

your enquiry and will explain the 

licensing process to you. 

If we have already visited your office 

and made you a rental offer you will 

need to complete an application form 

on our website before we can license 

an office from you. 

The process 

The negotiator visit 

If you have not already done so, you 

need to make an appointment for one 

of our negotiators to meet you at the 

office. You can do this by calling our 

Business Team on 01727 260 177 or 

by emailing us at 

info@theworkstation.co.uk 

Our negotiator will inspect your office 

as well as carry out a full assessment 

to confirm if it is suitable. They will 

explain the scheme in detail to you. 

They will be able to answer any 

questions you may have and take you 

through the details of what needs to be 

done. This includes identifying any 

works necessary to bring your office 

up to standard. At this stage they 

should be able to make you a verbal 

rent offer and within five working days 

you will receive a formal rental offer in 

writing and a written copy of the 

schedule of works, if any, which you 

will need to complete. Please note, the 

survey of works is not a full structural 

survey. 

Application form 

If you are happy with the details of our 

scheme and accept the rental offer we 

have made to you then please: 

 

 

 

If you are not going to be resident in 

the UK during the term of the license 

you will need to provide us with details 

of a UK contact that has the authority 

to act on your behalf. 

Ownership 

As part of our service we will check 

with the Land Registry to verify the 

legal owner of the office. This will 

ensure that all persons who own the 

office are party to the license or have 

permission to under license the office 

space. If the office or lease has 

recently been purchased, or the details 

are not recorded by the Land Registry, 

we may require you to provide us with 

ownership or lease details. 

 

 

 Complete and sign the 
application form on 
our website  

 

mailto:info@theworkstation.co.uk


 
 

Drawing up the license 

Once we have confirmation of the 

ownership of the office we can draw up 

the license. The license will be sent to 

you for you to review and sign. If you 

are in any doubt about the license we 

would advise you to seek independent 

legal advice. The license must be 

signed by all the owners of the office, 

witnessed where indicated (unless 

your office is owned by a company) 

and it should be returned to us 

undated. The license we hold (the 

counterpart license) will be signed and 

sealed by us. We will date the license 

after our negotiator has confirmed all 

works have been completed and we 

have received all valid paperwork. You 

will then be provided with a license 

start date and we will send you your 

copy of the signed and dated license 

for your retention. 

Please note: Until you receive a signed 

and dated license from The 

Workstation all negotiations are 

subject to contract. The Workstation 

reserves the right to withdraw at any 

time. 

The final inspection 

If there were any works required, they 

need to be complete before our 

negotiator visits the office to carry out 

a final inspection to ensure that: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

•The office is vacant 
 
• Any works required have been 
completed to the required 
standard 
 
• All necessary furniture is in 
place (where required) 
 
• Gas and electrical supplies are 
live 
  
• We hold a full set of keys to all 

external and internal doors and 

we have a record of all 

passcodes  and keys to all 

window locks 

•All fire safety precautions have 

been adhered to 

• Public Liability Insurance cover 

is valid 



 
 

Essential paperwork 

We cannot complete the license and 

rent your office until we have all of the 

following essential paperwork: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Completing the license 

When your property has been 

approved and have provided all the 

documentation, we can proceed to 

completing and dating the license 

agreement. At this stage we will 

source one of our members for the 

office. 

Licensor’s insurance 

You must provide us with details of 

your building insurance.  

If you have any questions or are 

unsure about anything please contact 

the Business Team on 01727 260 177 

info@theworkstation.co.uk 

The Workstation is committed to 

providing you with peace of mind in the 

knowledge that you are generating 

valuable income from surplus office 

space. If you have any queries or 

problems at any time please contact 

the Licensor Enquiry team on 

01727260177 

The Workstation 

Arquen House 

4-6 Spicer Street 

St Albans 

Herts 

AL3 4PQ 

E: info@theworkstation.co.uk 

www.theworkstation.co.uk 

 A signed and undated 
license agreement 
 

 Details of your building 

insurance cover and 

Public Liability Cover 

 

 

 Company Documents. 

If your office is owned 

by a Limited Company 

we will require a 

certified copy of the 

Memorandum & 

Articles of Association 

and a certified copy of 

the Certificate of 

Incorporation and the 

current address of the 

registered office. 

Please advise us 

whether you sign or 

seal company 

documents 

 

 The application form 
and your bank details 
(BACS)  
 

 

 Written confirmation 
from our surveyor that 
the property is ready 
for occupation 
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Summary and quick guide 

What you need to do 

1. Complete the application form on our website 

2. Send in your insurance and Public Liability Cover  

3. Prepare the office for occupation following our guidance 

4. Sign and return the license agreement 

What we will do 

1. Send you a rent offer following our negotiator’s visit and carry out a technical inspection 

2. Send you a Schedule of Works (if required) 

3. Send you a license agreement for signature 

4. Return to inspect the office after the schedule of works has been completed 

5. Start the license agreement (subject to contract)  

 


