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Crawford House – 1st floor – Room 1.12
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Crawford House – 1st floor











Timescale
• Move date has now been agreed as 2 March 2026.
• Please can each team nominate a Move Champion to work with myself and Maria Whalley as soon as possible. Their 

immediate priorities will be to review equipment requirements (including DASS chairs) and identify what storage needs to be 
moved across to Crawford House.  (Move champion for us is Chris Mason)

• All desks will be set with new IT equipment with standard set up 1 screen, dock, keyboard and mouse.
• We will be transferring all IT equipment back to Crawford House, this will allow for additional monitors where staff require 2, 

and leave a supply to refresh screens for use working from home. Staff may take their office chair home if needed for 
homeworking, but we will need to record any chairs that are removed.

• Move Champions will also be responsible for ensuring that all old files, unwanted items and rubbish are disposed of 
appropriately. They may delegate tasks within their teams, but they will remain accountable for confirming what needs to 
be moved or disposed of. Please note that all spaces must be fully cleared by 6 March at the latest.

• Most desks and any remaining chairs will be sent to Furniture Reuse store for recycling.
• I will arrange for large waste bins to be delivered, along with a supply of Shred-it bags. Please continue to use the existing 

Shred-it bins wherever possible.
• If staff wish to walk over to view the 2nd floor, they are welcome to do so. However, please be aware that minor electrical 

work is still being completed.
Please do not access the 1st floor, as it is still classed as a construction area. I have attached floor plans should you wish 
to share them with your teams.



Crawford House – 2nd floor
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Crawford House – 2nd floor


