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Managers’ TW3 monthly team briefing (April 2018 edition) 

Place 

• Parking: We have secured 300 spaces in Colindale and the surrounding areas - and we are in the 

process of looking for further sites. We are aiming for 500 spaces, more than double our original 

estimate, but it is still a reduction from our current combined sites (600) and our staff will need to have 

realistic expectations around parking allocations.  Staff who need a car to do their job will be prioritised.  

 

As much as possible we want staff to use public transport. Colindale is far better connected with the 

tube station 5 mins walk away, and the extension of the 125 bus route from east to west (which will be 

formally announced after Purdah by TfL).  

 

• The building’s working environment: The Colindale building will be modern, fit for purpose and will 

provide what you’d expect in a modern working environment: 

 

o Book meeting rooms online, with a touch screen pad attached to the rooms to show when 

they are available, and confirm your booking 

o Free tea, coffee and milk available 

o One, contactless card to touch on secure barriers to get access into and throughout the 

building  

o Microwaves on each floor’s kitchenette 

o A shared, mezzanine terrace above the 3rd floor 

They are just a few examples of the little ways that Colindale will make a big difference in how we’ll 

enjoy our new working environment.  

The accommodation will contain different types of furniture to enable different types of working and 

better collaboration across organisations and teams. This exact configuration between desk and 

other types of work stations and how home locations will work is being currently confirmed by the 

Heads of Service and the Programme Board. 

Change Champions will be working with you and your teams to input into the building environment 

and how to best utilise our new, purpose built office environment. 

• Colindale building update: Window Installations (Glazing) on levels 2-4 is now complete. Glazing is the 

last piece of work to be completed to make the building watertight. The Monoflex cover (the plastic 

wrapped around the building) is scheduled to be taken down in June. The Tower crane is due for 

extraction mid-May. 

 

Mechanical and Electrical (M&E) ‘First fix’  from ground to the 7th floor is 80% complete - First 

fix includes constructing walls, floors and ceilings, and inserting cables for electrical 

supply and pipes for water supply within walls. 

 

Action:   Please cascade the above information to your teams on ‘Place’ including the parking update. 
 

https://en.wikipedia.org/wiki/Floor
https://en.wikipedia.org/wiki/Ceiling
https://en.wikipedia.org/wiki/Electrical_cable
https://en.wikipedia.org/wiki/Mains_electricity
https://en.wikipedia.org/wiki/Mains_electricity
https://en.wikipedia.org/wiki/Water_pipe
https://en.wikipedia.org/wiki/Water_supply
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People 

• Policies and all staff training update: We recognise that many of our teams are already working flexibly 

and apply modern working practices. We are therefore updating our policy framework to further 

support you as managers and our staff in working in this way. We have developed four policies that 

cover:  

o Modern working  

o Remote working  

o Hot desking and  

o Flexible working  

 

Our policies need to reflect and support those already managing remote working teams, and enable 

those teams for which this will be a bigger change in their ways of working.  The policies will form the 

foundation of the training to be rolled out for all managers and staff at the RAF Museum in Colindale 

from mid-May.  

 

These policies are currently being consulted on with our unions. Once all comments and feedback have 

been considered and the consultation has concluded, we will be back in touch with more details on the 

policies.  

• Working with your Change Champions: Change Champions (CC) provide a wealth of additional support 

for you as managers when guiding your teams and helping embed the changes associated with TW3. As 
well as receiving tactical information about the programme, CCs also attend local monthly meetings 
where they share experiences, pose questions and feedback to the programme team members -  so 
they're a great link between the TW3 Programme and your service.  
 
Champions also specialise in key areas of the programme, such a Technology or Bin Scan Store so they 
can provide additional hands on support and help co-ordinate activities.  

 

 
Action:  • Speak to your CC and see how you can work together in delivering change, it might be your 

CCs provide updates at team meetings, attend your SMTs, or could even facilitate short 
sessions on specific TW3 topics (depending on their role). If you've not already done so, 
please link up with them to see how you can best support each other and your area.  If you 
need more information, contact Sara Braithwaite (Sara.Braithwaite@capita.co.uk) 

 

 

Technology  

• Bin it, Scan it, Store it: Scanning The ‘Scan it’ part of the project involves procuring the scanning 

bureau to back scan information we have on-site and use regularly such as case files, invoices, or 

planning applications. We are currently in the process of writing up the requirements for this to 

inform the procurement process.  

 

mailto:Sara.Braithwaite@capita.co.uk


 
 

Page 3 of 4 
 

If your team has not already been contacted by Suzy Lorton or Jess Harris, and you think you could 

benefit from scanning, please fill in the requirements form to help the team understand what you 

need, including the volume and format of the scanning required. 

 

Please remind your staff that:  

o For small quantities use the MDF printer scanners on site, then bin the paper document 
using the confidential bins if applicable, or the recycling bins once you’ve checked the scans 
are correct, readable and complete 

o Floorwalkers on ‘Bin Scan Store Days’ are not there to do scanning for you 
o When ‘binning’ in cages, please use black sacks for general waste, clear sacks for recycling, 

and confidential waste bags when the bins are full, also ensure that confidential waste bags 
are always closed with black zip ties 

 
Contact recordsmanagement@barnet.gov.uk for further advice and information. 
 

• Email migration to Office 365: We have nearly completed moving email to Office 365 cloud, one of 
the largest IT updates we’ve delivered in years. We have successfully migrated 4,000 mailboxes over 
the Easter break. For majority of staff, personal mailboxes went well and they are now enjoying a 
vastly larger mailbox and new functionality. We are working through the issues users flagged to us. If 
any of your staff is affected by the migration please click here for troubleshooting. We appreciate 
your support and patience with this process.  
 

• Skype for Business telephony: We now have over 800 users on Skype telephony. Once you receive 
your email about moving to Skype telephony, please urge your staff to attend the training.  
 
We’ve had excellent feedback from the training so far, with 94% of attendees rating the training as 
good or very good. It’s also increased their confidence in using skype, with beginners rating their 
competency 4/10 at the beginning of the course, to an 8/10 at the end of the session.  
 

• Technology Floorwalkers and IT surgeries: Due to demand, we are continuing the IT surgeries and in 
NLBP and BH. Please encourage your staff to drop by one of the surgeries or speak to a floorwalker: 
 

Type of support Location Date and times 

Office 365 drop-ins (purpose: myth busting, 
FAQ about TW3 (focus on tech), promote new 
ways of working using new tech) 
 

The Atrium, NLBP 
 
Room 1.1 BH  
 

Every Wednesday 1-3pm  
 
First Tuesday of the 9am-
12pm month 
 

Regular IT Surgeries (purpose: technical fix 
issues) 

Oak Room, Bld 4, 
NLBP   
 
BH, Floor 6  
 

Mon/Wed/Fri (8:30am-
12pm)  
 
Tue/Thu (9am-12pm) 

 
 
 

Actions:  Skype telephony: There are two levels of training -  Skype 101 or Advanced training, depending 
on their user experience – they can learn more on the microsite. Remind your team to read their 
email carefully so they can enrol in the training and know how to collect their headsets.   
 

http://lbbcommunicationsinternal.cmail20.com/t/d-l-ohydjlk-glhuizjt-d/
mailto:recordsmanagement@barnet.gov.uk?subject=Scanning%20enquiry%20
http://waywe.work/tw3/change/mail-migration-troubleshooting/
http://waywe.work/tw3/skype-for-business/
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 Mailbox issues: If you or your team are experiencing mailbox issues, read the troubleshooting 
article or attend a drop-in session.   
 

 

 

http://waywe.work/tw3/change/mail-migration-troubleshooting/
http://waywe.work/tw3/change/mail-migration-troubleshooting/

