
 

TW3 PASSPORT - GETTING THE BUSINESS READY: PRE-MOVE   

 

 Everyone’s responsibilities "I"  
 

 am confident using Skype for Business 
telephony 

 understand how Skype for Business can 
help me work remotely (IM 
functionality, screen sharing, 
conference calls)  

 have attended the TW3 Development 
Programme for Staff  

 have practiced what the team has 
agreed via our Team Principles (hot 
desking, keeping desks clear etc.) prior 
to the move to the new office   

 have cleared up my personal storage 
and I’m ready to pack for the move  

 have planned my new journey to work 
and started to think about alternative 
arrangements eg childcare 

 am clear on my individual 
responsibilities for H&S and DSE and 
have notified my manager of any 
special requirements 

As a manager ‘I’ 
 

 keep my team up to date with TW3 news sent via 
Manager’s Update (working with my Change Champion) 
and engage with them regularly about the move  

 informed the TW3 Programme team of any staff with 
disabilities/additional needs and taken any action 
required to ensure they can work effectively in the new 
building/part of TW3 

 have attended the TW3 Development Programme for 
Managers  

 have attended the management conference (October 
2018) 

 understand the new ‘Modern Working Policy’ and 
Guidance and how to apply this  

 have contacted my H&S team if unsure about any 
DSE/H&S matters  

 model modern ways of working and I’m an advocate for 
change (and hold the team to account for what is in our 
team principles) 

 have ensured my team have completed all the 
necessary pre-moving actions  

 

Service/team responsibilities   - We’ve….  
 

 switched over to Skype telephony and have this working to meet the team's needs  

 tested out the various features of Skype to confidently host using virtual meetings 

 agreed our Team Principles about how we will work together  

 liaised with other teams in our services about sharing the space (eg co-ordinating when we have team 
meetings to make best use the space) 

 initiated hot desking and clear our desk at the end of the day  

 cleared out our team clutter as part of the Bin Scan Store days 

 identified all the scanning we need to do and have a plan in place for doing this 

 engaged with the TW3 Programme Team and identified where we’ll store our materials/equipment (be it an 
off-site storage facility or other Barnet location)   

 revised any internal processes that we’ll need to adapt or amend in preparation for the move  

 planned how we will engage with our customers about our new location and how they will access services (if 
necessary) 

 passed on any additional requirements about our services and flagged any dependencies which could impact 
on moving  

  

Service/team specific actions (add your own) 

 

 … 

 ... 

 


