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WELCOME  
TO MENTA  
GROWING BUSINESS

Thank you for choosing us for the new home of your  
business, we trust you will feel very welcome here.

This information pack has useful information about  
your office and the services we provide our tenants.  
It also includes details and procedures to ensure a  
pleasant working environment for all. 

Please read and complete the forms at the back of  
this pack and return to reception as soon as possible.

If you have any queries, please do not hesitate to  
contact a member of the MENTA team who will be  
happy to assist you.

Follow MENTA on Social Media mentabusiness mentabusiness mentabusiness
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OUR  
SERVICES  
TO YOU

FREE ONE TO ONE  
BUSINESS ADVICE
If you require business advice or  
support, arrange a confidential,  
impartial, free meeting with a qualified 
MENTA business adviser. Speak to 
reception who will organise this for you

SOCIAL MEDIA AND BLOGS
Do you use Twitter, Facebook, Instagram  
or LinkedIn? Follow MENTA and  
receive regular updates on networking  
opportunities, training and business 
events. Our hashtags are at the bottom 
of this form.

Do tell us if you win an award or launch 
a new product or service we’ll be 
pleased to promote via social media.

Do you have any blogs we can share with 
our audience? If so, pass them to us 
and we’ll use them whenever possible.

MEETING ROOMS/FREE  
ALLOCATION
All MENTA tenants are entitled to six 
hours free use of our meeting rooms 
across both of our sites. To ensure 
fairness throughout both centres we 
regret we are unable to allow you to 
carry your free hours over into another 
month or use your hours in advance.

If you exceed your 6 hours allocation within the time frame the costs are as follows:

MEETING ROOM SEATS UP TO 8 PEOPLE (BURY ST EDMUNDS)

PER HOUR PER HALF DAY PER FULL DAY

Tenants £7.50 £12.50 £22.50

External Users £15.00 £25.00 £45.00

MENTA SUITE SEATS UP TO 16 PEOPLE (BURY ST EDMUNDS)

PER HOUR PER HALF DAY PER FULL DAY

Tenants £7.50 £15.00 £25.00

External Users £15.00 £30.00 £50.00

INTERVIEW ROOM SEATS UP TO 4 PEOPLE (HAVERHILL)

PER HOUR PER HALF DAY PER FULL DAY

Tenants £7.50 £10.00 £17.50

External Users £15.00 £20.00 £35.00

MEETING ROOM SEATS UP TO 10 PEOPLE (HAVERHILL)

PER HOUR PER HALF DAY PER FULL DAY

Tenants £7.50 £22.50 £37.50

External Users £15.00 £45.00 £75.00

Follow MENTA on Social Media mentabusiness mentabusiness mentabusiness
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OUR  
SERVICES  
TO YOU
continued...

REFRESHMENTS
Refreshments and catering can be 
provided for your meeting, please give 
at least 24 hours’ notice to allow us  
to prepare.

You must give 24 hours notice if you 
cancel a meeting room otherwise you 
may be charged. 

Teas, coffees and biscuits 
£2.00 per person, per serving  
(minimum £4.50)

Drinking water is provided free  
of charge.

Buffet Lunch  
Includes sandwiches, crisps, cake  
and fruit - £6.50 per head.

Other buffet options available  
upon request.

PHOTOCOPIER
We have a communal photocopier 
which you are welcome to use as and 
when required. The black and white 
copier can print A4 and A3 copies.  
This machine requires a username  
and password which will be allocated 
to you by reception.

If you need colour copies or if you 
would like to have documents scanned 
and emailed please ask reception who 
will be happy to provide this service.  
All photocopies and associated services 
are invoiced to the relevant tenant  
at the end of the month. 

Please see following prices.

ADMINISTRATION SERVICES  
& COSTS

Photocopying/Printing
Black & White Colour 

A4 6p per side 25p per side
A3 12p per side 50p per side

Faxing 
Incoming – 20p per sheet 
Outgoing – 50p per sheet 

Laminating 
A4 – £1.50 per sheet 
A3 – £2.20 per sheet

SECRETARIAL SERVICES
Secretarial services are available 
through bespoke quotation. Prices 
start at £15 per hour plus Vat however, 
whilst we will endeavour to meet your 
needs, please note we may be unable 
to provide this service if a member of 
staff is unavailable.
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YOUR  
PLEDGE  
TO MENTA

COMMUNAL AREAS
MENTA provides our tenants with  
communal toilets and a communal 
kitchen. These areas are for everyone 
based at the building to share along 
with MENTA’s staff and visitors and we 
ask everyone to treat them with respect.

Tenants are welcome to use the fridge 
and the dishwasher in the kitchen (Bury 
St Edmunds only). Please ensure if 
you use the fridge, that your items are 
labelled accordingly and are disposed 
of by their expiry dates.

MENTA has a contractor to clean the 
communal areas on a regular basis 
and it is our responsibility to ensure 
the facilities are in working order. If you 
notice any issues with the communal 
areas, please notify a MENTA staff 
member immediately so the problem 
can be resolved.

We ask you to keep activities and  
noise in the communal areas and  
corridors to a minimum so as not to  
disturb the other tenants in the building.

PARKING
Tenants are entitled to one allocated 
parking space which is highlighted on 
the map which you will find in your  
Tenancy Agreement. Please do not 
park in another tenant’s space or in  
any other prohibited area. Additional  
parking can be found along Eastern 
Way Road at the front of the building  
in Bury St Edmunds or at the rear of  
the building in Haverhill.

A £25.00 + Vat charge will be added 
to a tenant’s invoice every time a car is 
parked in someone else’s space or in 
a prohibited area. All prohibited areas 
are clearly marked by signage and 
include visitor parking spaces.

VISITORS
All visitors to the building are to report 
to reception, sign the visitors’ book and 
sign out when they leave without  
exception. This is to ensure, in the 
event of a fire we are aware of who is in 
the building and can account for them.

As a MENTA tenant, we ask you to 
ensure your visitors treat the property 
with respect and keep any activity and 
noise to a minimum so as not to disturb 
the other tenants in the building.

Your visitors are your responsibility and 
if they damage your office or any part 
of the building including the car park, 
you as tenant will be responsible for 
the cost of repairs.

Visitors are welcome to park their 
vehicles in the visitors’ parking spaces 
at the front of the building for one hour 
in Bury St Edmunds. If they are visiting 
for longer or if there are no available 
spaces, additional parking can be 
found along Eastern Way Road at  
the front of the building. At Haverhill  
visitors may park in any of the spaces 
to the rear of building.

POST/DELIVERIES
Royal Mail delivers the post every 
morning which is then sorted and 
brought directly to you by the  
administration assistant (or in your 
pigeonhole in Haverhill). If there  
isn’t anyone present in the office the 
post will be placed in a convenient 
place or will be kept safe in reception 
depending on your preference.

We provide tenants with a franking 
service and we will frank your outward 
going post which will be collected 
by Royal Mail before 4.00pm. Please 
ensure all post is with reception by 

3.30pm at the latest. If you require 
the post being sent to be signed for 
or sent Special Delivery please have 
it with reception by 3.15pm to give us 
time to process it for you before Royal 
Mail arrives. Unfortunately, any postage 
brought to reception after these times 
will not be processed until the following  
working day. 

All post franked is invoiced to the  
relevant tenant at the end of the month.

All prices quoted are subject to Vat.

OFFICE INTERIORS
As tenant, you are responsible for  
ensuring that the interior of your office 
is kept to a high standard. All repair/ 
replacement work to the interiors such 
as blinds, carpets and bulbs is at the 
cost of the tenant. If, however, a bulb 
goes in your office within three months 
of your move in date, MENTA will  
replace this at no cost to you. If after 
this three month period a bulb goes, 
please notify MENTA immediately and 
we will arrange a replacement and 
invoice you for the costs. 

KEYS/KEY FOBS
MENTA issue tenants with ‘key fobs’ in 
Bury St Edmunds and keys in Haverhill 
which enable tenants to access the 
relevant offices 24/7. Each tenant can 
have as many keys/fobs as needed at 
the cost of £15.00 per fob plus Vat. 

We ask that a key / key fob request 
form is completed for each key / key 
fob and if the owner of that key / key 
fob was to leave, the key or fob must 
be returned. If you plan to give a key 
/ key fob to another user, another 
key / key fob request form must be 
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YOUR  
PLEDGE  
TO MENTA
continued...

completed. If a tenant were to vacate 
the building, all keys or fobs are to be 
returned. You will receive an additional 
£15.00 plus Vat charge for every key / 
key fob unaccounted for.

INTRUDER ALARM
Each unit is individually alarmed which 
is activated/de-activated by a key fob 
which we provide for you. Please see 
instructions below for how to use them.

The alarm is MENTA’s responsibility to 
maintain so please notify a member 
of our staff of any issues as soon as 
possible so they can be resolved. If the 
alarm is broken because of negligence 
from a tenant or visitor, the tenant will 
be responsible for the cost of repairs.

Outside of business hours the alarm  
is monitored by Morse Security Ltd.  
If the alarm is set off they notify a  
member of the MENTA team to  
investigate. If you or a member of your 
staff set the alarm off and it is not a  
fault with the alarm, we will charge  
you £50.00 plus Vat. This is to cover 
the cost Morse charge us and for a  
member of staff to investigate.

HOW TO ACTIVATE/DE-ACTIVATE 
THE OFFICE ALARM

The doors are locked all the time but 
for them to be alarmed you will need  
to activate this yourself. The alarm 
works off motion sensors located in 
your office which are activated and  
de-activated by your key / key fob.  
To ensure the security of your office 
and the building we encourage you  
to ensure your office is alarmed when 
not occupied.

Outside your office door, in the top 
right corner, you will see an orange 
light. If the light is lit your office is 
alarmed and if it is not lit the office is 
not alarmed.

• To de-activate the alarm present 
your key fob to the black box on the 
right-hand side of your office door. 
Hold the fob there until ALL the 
lights turn green. You may now enter 
your office. In Haverhill de-activation 
is by unlocking the door with your key.

• To activate the alarm, present your 
key fob to the small black box on the 
right-hand side of your office door. 
Hold fob there until ALL the lights 
turn red. The alarm is now activated. 
In Haverhill activation is triggered  
by locking your door with the key.

• Once the alarm is de-activated you 
can come and go as you please, but 
you will always need your key fob to 
get back in as the door will lock as 
soon as its closes. To get back in just 
flash the key fob at the small black 
box on the right-hand side of your 
office door and it will unlock.

• DO NOT activate the alarm if  
someone is still inside as this will  
set the alarm off.

• Please note you will always be able 
to exit the doors from the inside but 
will need the key fob to get back in.

IF THE ALARM IS ACTIVATED

If the alarm is activated it will go 
through to our alarm monitoring  
company, Morse Security Ltd who will 
then contact a member of the MENTA 
team. If it is a false alarm it will be re-set 
and monitored for any issues. If there 
is a problem, MENTA will notify you on 
the emergency contact number you 
have provided.

If the alarm is activated due to an  
error on your part, you will be charged 
£50.00 plus Vat for each activation. 
This will be invoiced to the relevant 
tenant at the end of the month.

It is the responsibility of MENTA to 
maintain the alarm so if it keeps  
activating because there is an issue, 
MENTA will resolve this.

IN THE EVENT OF  
AN EMERGENCY
In the event of an emergency please 
follow the relevant procedure and  
contact MENTA CEO, Alex Till on 
07807 547876. Please ensure you save 
Alex’s number on your phone if possible  
so that you are able to contact him in 
any eventuality.

HEALTH AND SAFETY
It is MENTA’s responsibility to keep  
the building safe and maintained. We 
ask all tenants to be considerate by  
ensuring areas are kept clean and tidy 
and free from clutter. It is forbidden to 
store items outside in the corridor or to 
store items externally within MENTA’s 
grounds. If you are aware of any issues, 
please notify a member of the MENTA 
team immediately.

We ask all tenants to keep their offices 
tidy and free from clutter to reduce the 
risk of fire and trip hazards. If you do 
use flammable items because of your 
business, please notify MENTA and 
provide the necessary paperwork to 
meet government requirements for the 
safe storage of flammable items.
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YOUR  
PLEDGE  
TO MENTA
continued...

Tenants are responsible for their office, 
staff and the items within their office.  
Fire instructions for the business centre  
are provided in this pack. Please display  
on the back of your office door and 
ensure all staff are aware of it. Please 
also complete the attached Emergency 
Contact Details form so that we are 
able to contact you in an emergency.

MENTA reserve the right to terminate 
your agreement if we think your actions 
are deemed dangerous and pose a risk 
to others.

WASTE REFUSE AND  
RECYCLING
MENTA provides tenants the facilities 
for disposing of waste and recycling. 
Please recycle items where possible 
and dispose of any waste using the 
bins provided. These bins are located 
in the car parks.

Please do not dispose of prohibited  
or illegal items in the bins. Anyone 
caught using our refuse to dispose of 
prohibited or illegal items will be asked 
to remove the item immediately or will 
be charged the cost to be removed  
by specialists.

Please do not put waste next to the 
bins as this poses a health and safety 
risk. If the bins are full please notify a 
member of MENTA staff.

INVOICING
RENT

An invoice for the rent and service 
charge will be raised on the 1st of  
the month and is to be paid by  
standing order.

UTILITY/ADMIN CHARGES

Each office is individually metered  
for electricity you only pay for what  
you use. Meter readings are taken  
and invoiced on the last working day  
of the month. We will also invoice you 
for other administration services on  
the last day of the month including  
photocopier usage and postage.

LATE PAYMENT CHARGE

Our invoice payment terms are 14 days 
from the date of the invoice. A charge 
of £10.00 per invoice will be added to 
your bill if a payment isn’t received  
before the 14th day. £10.00 per invoice 
will continue to be added every month  
until the invoice is paid in full.

LONG STAY PREMIUM

MENTA is an enterprise agency who 
supports small start-up businesses  
and provides a base in order for these 
businesses to develop and expand.  
To encourage small and start-up  
businesses to progress and move  
on we implement a long stay premium. 
Once your business is established  
we encourage you to move on to other 
premises to make way for other small 
start-up businesses. If you choose  
to stay the additional charges are  
as follows:-

Business in situ for 3+ years   
5% of rent added per month

Business in situ for 4+ years  
7.5% of rent added per month

Business in situ for 5+ years  
10% of rent added per month

ADVERTISING
MENTA provide tenants with signage for 
the office door and tenants directory near 
reception. If the name of the business is 
changed or if you move offices within the 
building, MENTA will re-charge the cost of 
the replacement signage to the business.

To be fair to all businesses within our 
building we are unable to allow advertising 
of any sort, anywhere within the MENTA 
grounds. All signage is uniform throughout 
the building and must remain unaltered.

OFFICE INSPECTIONS
MENTA will protect the privacy of all  
tenants but reserves the right to complete  
unannounced inspections of the offices 
to ensure the health and safety of the 
building. Where possible we will  
endeavour to give 24 hours’ notice.

Any issues that are found as a result of 
the inspection will be formally raised 
with the relevant tenant to be rectified 
within a reasonable timescale and will 
not be discussed with any other party. 
If any illegal issues are discovered 
upon inspection MENTA reserve the 
right to take necessary action.

UPON DEPARTURE
If you decide to move on we ask you 
to comply to the terms stated in your 
Tenancy Agreement.

Before the end of the tenancy you must 
decorate the interior of your unit in  
accordance with our requirements and 
make good any damage to your unit  
howsoever caused. We also ask you to 
ensure all interiors are in working order and 
that all carpets are professionally cleaned 
to MENTA’s standards. Otherwise your 
deposit may be withheld to pay for this.
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DECLARATION 

I/We confirm that we have read through the MENTA Welcome Pack and confirm that I/We have understood the information 
outlined and hereby agree to adhere to the above terms.

BY THE TENANT  BY MENTA STAFF

Signed   Signed  

Print   Print  

Date   Date  
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MENTA  
BUSINESS CENTRE  
FIRE INSTRUCTION

IF YOU DISCOVER A FIRE
1 Raise the alarm by breaking the glass 

on the nearest fire alarm call point 
located in the corridors. Dial 999 and 
tell the Fire Service that the fire is at 
MENTA, The Vision Centre,  
5 Eastern Way, Bury St Edmunds. 
Telephone 01284 760206.

2 Do not attempt to fight the fire with  
an extinguisher unless you feel  
competent to do so and you are  
sure your escape route will not be  
cut off by smoke or fire. Do not tackle 
the fire if you are alone.

3 The following safety precautions 
when tackling a fire should be  
observed:

 a) Take up position so that you are 
between the fire and the door

 b) Keep the door in sight, checking 
every few seconds; if smoke is  
preventing you from seeing leave  
immediately, closing the door  
behind you

 c) Leave as soon as you see the fire is 
growing in spite of your efforts

ON HEARING THE FIRE 
ALARM BELL
4 Leave the building immediately and 

report to the ASSEMBLY POINT on 
the grass verge to the FRONT OF 
THE BUILDING. 

5 SWITCH OFF ANY MACHINERY AND 
CLOSE ALL DOORS AND WINDOWS 
IF THERE IS TIME AS YOU LEAVE.

6 DO NOT STOP to collect personal 
belongings.

7 DO NOT under any circumstances 
RE-ENTER THE BUILDING.

RESPONSIBLE PERSONS
The administrator on hearing the alarm 
will also call the Fire Brigade immediately 
by dialling 999. 

8 THE ADMINISTRATOR will take a 
roll-call at the assembly point. Orders 
given by the above staff must be 
obeyed without question.

9 Staff must be individually responsible 
for removing themselves, their visitors 
and persons attending their meetings 
from the premises in the event of an 
evacuation, and must be accountable 
for their inclusion at roll call.

THIS INSTRUCTION WILL BE  
BROUGHT TO THE NOTICE  
OF ALL PERSONNEL ON  
RECRUITMENT AND CIRCULATED  
AT 6 MONTHLY INTERVALS.

ALL ATTENDEES AT TRAINING  
WORKSHOPS AND/OR SEMINARS 
MUST BE ADVISED AS TO  
EVACUATION PROCEDURES  
IN THE EVENT OF A FIRE OR  
OTHER EMERGENCY.
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IN CASE  
OF EMERGENCY 
CONTACT DETAILS

If you are a lone worker please provide emergency contact details for us to contact should there be an emergency  
involving you. If these details change please notify MENTA immediately. 

YOUR EMERGENCY CONTACT DETAILS
Company Name  

Unit No.  

Date  

Staff Name  

Home Address  

  

  

  

Main Contact No.  

Additional Contact No.  

YOUR EMERGENCY CONTACT DETAILS
Contact Name  

Relationship  

Home Address  

  

  

  

Main Contact No.  

Additional Contact No.  

Signed by   Date  

Signed by MENTA   Date  
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TENANTS  
INFORMATION  
QUESTIONNAIRE

COMPANY DETAILS
Company Name  

Unit No.  

Completed by  

POST
DELIVERY OF POST IF IN OFFICE 
Take to office, knock and wait for response ☐
Take to office, knock and enter ☐
Other (please specify)  ☐
DELIVERY OF POST IF NOT IN OFFICE 
Take to office, knock and if no response in leave on desk ☐
Take to office, knock and if no response keep safe in reception ☐
Other (please specify)  ☐

PARCELS
DELIVERY OF PARCELS IF IN OFFICE
Sign for in reception and notify me to collect ☐
Send delivery courier straight to office unless specified otherwise ☐
Sign for in reception and bring to office for me ☐
Other (please specify)  ☐
DELIVERY OF PARCELS IF NOT IN OFFICE
Sign for in reception and keep safe until I return ☐
Sign for in reception and take to office for me ☐
Delivery Courier to take to office so long as you supervise ☐
Other (please specify)  ☐

VISITORS
Please call me to notify me of their arrival and I will collect from reception ☐
Telephone number  
Leave visitor in reception and come to office to notify me ☐
Escort visitor to office on my behalf unless otherwise specified ☐
Visitor can come straight to office unless otherwise specified ☐
Other (please specify):  ☐

STAFF MEMBERS
Please call me to notify me of their arrival and I will collect from reception ☐
Telephone number  
Leave staff member in reception and come to office to notify me ☐
Escort staff member to office on my behalf unless otherwise specified ☐
Staff member can come straight to office unless otherwise specified ☐
Other (please specify):  ☐
Any additional comments:   

  



Our aim is to help our clients start and grow  
their businesses, improve their performance  
and encourage them to realise their potential

CALL NOW 
BURY ST EDMUNDS 01284 760206
HAVERHILL 01440 714912 www.menta.org.uk

Follow MENTA on Social Media mentabusiness mentabusiness mentabusiness

MENTA Bury St Edmunds 
The Vision Centre, 5 Eastern Way, BURY ST EDMUNDS, IP32 7AB 

MENTA Haverhill 
21-27 Hollands Road, HAVERHILL , CB9 8PU


