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Managers’ TW3 Briefing May   

This briefing is for managers to cascade to your teams to keep them updated about the TW3 

programme and help embed the new ways of working.  

Staff members are also invited to ask the TW3 Team a question on Yammer in the all things TW3 

group using #AskTW3 or via email at TheWayWeWork@Barnet.gov.uk. The TW3 microsite is also 

kept updated with current information.  

Previous Programme Board: Tuesday 14 May  

Next Programme Board: Tuesday 11 June 
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Place  

Move schedule  
Last week, teams in CSG, HR and Finance successfully moved to Colindale and are occupying the 8th, 

6th and ground floors. The following table outlines the move dates for the remaining teams working 

across the Council.  

  Service Area / Partner   Move Date (last day at current location) 

  Growth and Corporate Services   31 May 

  Public Health   31 May 

  Environment   31 May 

  Adults and Health   07 June and 21 June 

  Cambridge Education   14 June 

  Re   21 June, 28 June and 12 July 

  Assurance   28 June 

  The Barnet Group   5 July and 12 July 

  Family Services   16 September 

 

Move process 
The TW3 team has developed a 5-week programme of activity to ensure minimal disruption as 

teams move to the new office. The chart below provides a timeframe for managers, and members of 

the TW3 team are in the process of briefing SMTs of each directorate or service to start the move 

process.  

 

TW3 Move Passport 
The TW3 Passport has been designed in three phases to help make the move to Colindale as smooth 
and stress free as possible. By now both managers and employees should have worked through the 
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Pre-Move Passport getting to grips with and switching over to Skype, agreeing your team principles 
and practicing agile working and hot desking.    
 
We have now released the Move phase of the TW3 Passport. The Move Passport provides the next 
steps to help you along the process of moving to Colindale providing a list of actions for both 
managers and employees to complete before leaving their current building.  

 
Teams will also be issued with a welcome pack just before their move date to help with settling in to 
the new office the first 30-days passport will be sent to you on your first day in Colindale.  
 

Visiting Colindale  
As the move is happening as part of a phased process there is still some work taking place on floors 

to fit furniture ready for teams to move across. So, we are asking that staff do not work or visit 

Colindale unless they have a meeting with a team that has already moved in. We will be arranging 

visits for teams ahead of their move in the coming weeks.  

Bin, Scan, Store   
Teams should now be well underway to Bin, Scan, Store their office paper and other items. Tonnes 

of paper has already been recycled and old IT equipment collected.  

The allocation of storage has been agreed and the final Bin, Scan, Store days put in to everyone’s 

diaries with a reminder of teams’ allocated storage.  

Building principles 

Clean desk policy  
It was agreed at board that personal belongings, including your laptop and accessories should be 

stored in personal lockers at the end of the day or taken home. It is up to individuals to leave the 

desk they have been working at clear and tidy, ready for another colleague to use. Personal 

possessions (e.g. laptops, mugs etc.) should also be cleared when leaving a desk for a long period of 

time (over three hours). Any items left on desks at the end of the day will be removed as part of the 

daily cleaning schedule.  

Marketing and communications 
There will be fixed poster sites and digital screens placed throughout the Colindale building. Staff are 

asked not to put posters and leaflets up on any walls or communal areas. They will also be removed 

as part of the daily cleaning schedule. Instead please contact Maureen.McDermott@Barnet.gov.uk 

to discuss internal communications and use of the site.  

Action: Visit the TW3 microsite if you need a refresh of guidance for Bin, Scan, Store and make 

sure everything is clear before your move day – it may take longer than you think. Once teams 

move anything left over will be removed.  

Action: Preparation is the key to a successful move. The Move Passport outlines the key 

responsibilities and actions for both managers and staff members should work through during 

the move. Please ensure these are complete prior the move date. They can be found here: 

• TW3 Passport: Move (PDF) 
• TW3 Passport: Move (Word) 

mailto:Maureen.McDermott@Barnet.gov.uk
http://waywe.work/tw3/prepare-for-the-move/
http://waywe.work/tw3/wp-content/uploads/TW3-Move-Passport.pdf
http://waywe.work/tw3/wp-content/uploads/TW3-Move-Passport.docx
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Catering facilities 

Costa Coffee and onsite catering 
A Costa Coffee café is being installed on the ground floor. This is estimated to be completed by 

August. It will be open seven days a week for both staff and members of the public. Staff will be 

entitled to a 5% discount on all products.  

Tea points and kitchens are stocked with free tea and coffee for staff to use as well as UHT milk and 

sugar. Premium coffee machines are also operating on each floor as well as a vending machine on 

the fourth floor.    

Local businesses 
There are a range of cafes and restaurants in the local area where discounts are being negotiated. 

Please click here to see a map of our closest facilities.  

Transport and parking  

Public transport and sustainable travel 
We are encouraging everyone to use public transport to travel to Colindale unless they need their 

car to carry out their day-to-day duties. Colindale is well connected by public transport including 

Colindale Underground Station on the Northern Line.  

We are introducing car pool options and pool bikes to help people travel between offices. Bike 

storage, shower and changing facilities are also available for those people who run or cycle to work. 

Following a consultation with TfL the 125 bus route has now been extended. There are also many 

bus routes serving the area that stop directly outside of Colindale. 

Or why not visit the Colindale Car Sharers Group  on Yammer to find someone to car share with?  

Controlled Parking Zone (CPZ) 
A controlled parking zone has been agreed and will be in place from 10 June. However, we are 

encouraging staff to be mindful of residents in the area and make use of the commuter car parks or 

take public transport from day one of their moves. View more details about the CPZ including a map 

of the area can be found here.  

Business use parking  
The allocation of business use parking permits has now been agreed with Directors for staff that 

need a car to carry out their day-to-day duties. Instructions on how to access the business user 

parking will be issued as part of the move process.  

Commuter parking  
Several local car parks have been identified for commuter parking. Details of price and location to 

the office can be found on the TW3 microsite. 

Morrisons car parking permits 
50 permits have been made available at Morrisons car park for staff. These have now been allocated 
at random following an opportunity for staff to make an expression of interest. Permits will be 
reallocated next year.   

http://waywe.work/tw3/wp-content/uploads/Business-Flyer.pdf
https://www.yammer.com/barnet.gov.uk/#/threads/inGroup?type=in_group&feedId=2988785664
file:///C:/Users/lorna.gott/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/Z1I1HOII/barnet.gov.uk/colindale-cpz
http://waywe.work/tw3/commuter-parking-locations/
mailto:-%09https://www.google.co.uk/maps/place/Morrisons/@51.5936993,-0.2621662,17z/data=!3m1!4b1!4m5!3m4!1s0x4876113600f8d517:0xaf92a5cec20d21eb!8m2!3d51.593696!4d-0.2599775
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People 

Team Principles  
All teams should have completed the first version of their team principles to embed in their working 

practices.  As a living document, we recommend that you revisit it every three months to review 

how you’re working as a team. With the move to Colindale now confirmed why not revisit your team 

principles as part of your move to the new building. Visit the Team Principles pages on the TW3 

microsite for a refresh of the tools and guidance available to you.   

Modern working policies  
To support the implementation of our new Team Principles we have developed a Modern Working 

Policy and guidance on flexible working. They can be used to inform conversations between 

managers and teams and can be found here. 

Model Office 
Since the Model Office launched in mid-March over 600 people have dropped in to speak to the TW3 
team about the move to Colindale. The Model Office will remain open until the end of May providing 
staff with the opportunity to visit, see the office furniture that will be available in the new office and 
find out more about the area. The space will no longer be regularly staffed by members of the TW3 
team, instead it can be also used for team briefings and TW3 team can be present on request. You 
can book this through mailto:Pauline.Nwawudu@capita.co.uk 

 

IT Accessories  
Rucksacks, laptop sleeves and wheeled trolleys are all being made available to Barnet staff to make 

it more comfortable to carry laptop and IT equipment and work more flexibly. The new staff 

accessories are available on request by filling out a form here. 

Privacy screens are also available for staff that handle sensitive data. If you require a privacy screen 

please request one from your manager. 

Meeting rooms 
The system for booking meeting rooms in Colindale will be live in the coming days and a ‘how to’ 
guide circulated. Meeting rooms will remain bookable in buildings until teams move. The rooms in 
NLBP building 4 are available until 10 June but no longer have wi-fi and network access.  
 

Action: To plan your journey to Colindale and explore the transport and parking options 

available visit the public transport section on the microsite. 

http://waywe.work/tw3/news/staff-development-programme-changing-the-way-we-work/
http://waywe.work/tw3/news/staff-development-programme-changing-the-way-we-work/
http://waywe.work/tw3/policies-2/
mailto:Pauline.Nwawudu@capita.co.uk
http://waywe.work/tw3/accessories/
http://waywe.work/tw3/public-transport-2/

