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There are many reasons for needing a change in your offices. 

Your lease may have reached its end or you have outgrown

your space and you are looking for new premises. You may

be downsizing or merging a group of companies, or,  you may

just want to upgrade your offices to better reflect your company

image and retain your valuable staff members. Whatever the 

reason, it is a great opportunity to improve your staff morale,

and in turn increase the engagement of your staff.  When

staff are engaged, your company can only soar to greater

heights. 

But where do you start with an office renovation or office 

move?  Let’s start with your new offices premise. 

What to consider? 
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Completing a demographics test goes a long way to keeping those much valued staff 

members. Also consider where the majority of your client’s workplaces are.  

Check that your potential new office has enough parking for staff and guests.  

Consider being near to public transport. Are there places to eat at, shops, 

crèches and gyms near the building?  These are all attractive for staff.  

 

Ensure that  your company organogram is up-to-date. This will help with your space 

planning.  A trick is to use your inter-company phone list  but don’t forget those who may

not have a permanent  desk due to being out on the road. 

Apply for new phone numbers/installation as this can sometimes take weeks or months

in South Africa and could extend the project timeline. You could apply to more than one 

service provider and even install lines from both. 
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Things to consider when choosing a 
new office 
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  So you’ve decided to move… 
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Chat to your IT department or company that handles your 

IT to find out what size server room is required in the new 

space. Is there any special cooling or security requirements? 

When can the server units be moved? How long will the

installation take?  Will the new server room require a raised

floor or ceiling rack or both ?

Perhaps you’d like to have green building solutions in your new

office space?  There is a lot of planning that goes into providing

spaces that are environmentally friendly. Make sure that your

project has enough time to implement your ideals. If you are 

going to recycle, find out where the nearest recycling depots are. 

There is no point in sorting waste if it gets thrown into one big bin

at the end of the day. Paragon Interiors can advise you on best

practices.
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Things to consider when choosing a 
new office

Does your company have a Health and Safety document? This is 

a legal requirement detailed in the Construction Regulations 

section of the Occupational Health and Safety Act.Paragon Interiors’ 

construction team can help you with this. 
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Consider long lead times for things like imported 

carpets or the making of bespoke furniture

These can take 12 – 16 weeks to receive. 
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Communicating the move with your staff is essential. 

It is great to get their buy-in and support early on in

the project. They could also have valuable ideas to

share. Change Management is a must - have when

it comes to a sizeable change like this, as it gives 

staff a voice and makes them feel part of the process. 

Paragon Interiors offers a free Change Management

service for our clients to ensure employees are on 

board with the change.

This is a great time to start culling redundant files and

perhaps working towards a universal filing system within

the company. If all systems are the same, storage is much

easier. 

Do you need help
with your office
interiors project?

Contact Paragon 
Interiors, because
great design is 
good for business.

+27 11 7065123 
info@paragon-interiors.co.za

contact us
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