
 
1st 30 DAYS PASSPORT – SETTLING INTO THE NEW OFFICE  

 

 

 

Service/team responsibilities   - We’ve….  

 Reviewed our Team Principles about how we will work together now the service is in the new office. Liaised with other 

teams in our service and other services about sharing the space (e.g. co-ordinating when we have team meetings to make 

best use the space). 

 Maintained hot desking practice and clear desk at the end of each day.  

 Checked that all contact information has been updated to reflect new address and customers are clear how to contact us. 

 Embedded skype meetings into our meeting culture so people working remotely can feel included.  

 Put in place new arrangements required for working in new building e.g. Business Continuity. 

 
Service/team specific actions (add your own)  

 …… 

Everyone’s responsibilities "I"  

 Have read the Welcome Pack. 

 Have familiarised myself with the fire exits and the two phased fire evacuation. 

procedure and assembly points outside the building. 

 Know where key facilities are (e.g. kitchen, toilets, post points, first aid room etc). 

 Have set up my laptop and connected to the internet at a workstation (we have 

simplified the cabling, isn’t it great?!).  

 Know how to adjust the new chairs and screen(s) so I can work safely and 

effectively. 

 Set up my print account. 

 Have found my allocated locker. 

 Have updated my email signature. 

 Clear the desk I have used at the end of the day and if I am away for more than 3 

hours, I clear my stuff away so the next person can use it. 

Being in a new office provides a great opportunity to develop new habits that can 

have a positive impact on your health and wellbeing: The following are things you 

can try:  

 Be more active – cycle or walk part or all the way to work, exercise at 

lunchtime or use the stairs more in the office   - download the step-jockey app 

to log my steps.  

 Chat to someone you haven’t met before, set up a lunch club with colleagues 

to find time for a chat each day. Bring a packed lunch, reusable water bottle 

and try out the terrace etc. 

 Join a social activity group on Yammer: from exercise, to German club or 

singing groups. 

As a manager ‘I’ 

 Have ensured all my team 

have completed the 

necessary actions in the 1st 30 

Days Passport Checklist. 

 Have made arrangements or 

adjustments for staff with 

additional needs. 

 Have made sure my team is 

familiar with the new fire 

evacuation procedure. 

 Model modern ways of 

working and I’m an advocate 

for change (hold the team to 

account for what is in our 

team principles and ensure 

clear desk is adhered to every 

day as per building 

principles). 

 Practice different meeting 

arrangements  

(room, project tables, 

standing meetings, 4th floor 

breakout area, walking 1:1s, 

skype only meetings etc).  

http://waywe.work/tw3/wp-content/uploads/Welcome-to-Colindale.pdf
http://waywe.work/tw3/wp-content/uploads/Colindale-Fire-Evacuation-Procedure.pdf
http://waywe.work/tw3/wp-content/uploads/Colindale-Welcome-Standard-Desk-Set-Up.pdf
http://waywe.work/tw3/wp-content/uploads/Barnet-Task-Chair-instructions.pdf
https://employeeportal.lbbarnet.local/home/departments-and-services/central-services/communications/corporate-templates-and-letterheads/email-signatures.html

