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If you are coming to the office to collect your personal possessions, and you have not yet booked your slot, please do so today using the link on page 2 of the attached PDF document.


HAPPY PRIDE!
[image: cid:image001.jpg@01D640AE.EE77E3D0]
It’s Pride Month 2020, and the Diversity and Inclusion Committee would like to share a series of blog posts with you that Careers in Ideas, as part of IP Inclusive, are creating this month.  Their aim – and ours – is to show that LGBT+ people can be free to be themselves in a profession that wants to be inclusive and welcoming for all. Nobody should have to hide aspects of their identity either to get a job in, or when they start work in, the IP sector. 
The Careers in Ideas series begins with B’s story. B works in Internal Communication at the IPO and reflects on personal experience of coming out to colleagues. You can read B’s story here. Please check out other posts in this series too, as they are being posted each Monday in June and, for future posts, visit the News page of the Careers in Ideas website. 
Also, IP Inclusive have a brilliant, thought-provoking piece about the role of “allies” and how that’s likely to change as we emerge from the coronavirus lockdown. You can read this story here.
For other articles on the LGBT+ community, please also check out these links about Section 28, the Government-led ruling that has now thankfully been abolished and other changes coming in to affect in the near future, and a curated reference guide, both written during LGBT+ History Month back in February 2020. 
Home office set up

Sarah D has provided the useful link below from a friend (and now a client ) who is a physio and runs Octopus Clinic in Blackfriars and Holborn. She has created the YouTube video below about how to set up a comfortable work station at home.  Sarah found the video helpful and thought it might be useful to others.
https://youtu.be/-U05kDQgd1Y
Competition time

Another special guest appearance this week in the “Spot the Sarah Gibson?” competition – can you guess who the special guest is?  No, guessing the special guest is not the competition.  Just make your mark where you think Sarah was standing before the attached photo of the empty office was taken.  Answers by Monday at 10am please.  Nikesh, are you going back to your “usual” guess or going off-piste again?

Rachel has donated her winnings from last week to Battersea Dogs and Cats Home.  She declined the suggestion that we donate to a snake-related charity like the Amphibian and Reptile Trust -  https://www.arc-trust.org/snakes-in-gardens.  However the strong support for a snake in the next office has been noted!



Gill Household

As the lockdown eases, step by step, we are hoping for the best but planning for the worst.  We had a family chat the other day to discuss whether there was anything we should stockpile in case there is a second wave and we agreed on Heinz Baked Beans – nothing else – just “real” baked beans!  What is on your list of essentials?
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	COVID-19 - At AA Thornton we are well equipped to proceed with business as usual, and to provide uninterrupted, high-quality service to our clients. Please click here for our latest update.
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If you are coming to the office to collect your personal possessions, and you have not yet booked your slot, please do so today using the link on page 2 of the attached PDF document.


HAPPY PRIDE!
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It’s Pride Month 2020, and the Diversity and Inclusion Committee would like to share a series of blog posts with you that Careers in Ideas, as part of IP Inclusive, are creating this month.  Their aim – and ours – is to show that LGBT+ people can be free to be themselves in a profession that wants to be inclusive and welcoming for all. Nobody should have to hide aspects of their identity either to get a job in, or when they start work in, the IP sector. 


The Careers in Ideas series begins with B’s story. B works in Internal Communication at the IPO and reflects on personal experience of coming out to colleagues. You can read B’s story here. Please check out other posts in this series too, as they are being posted each Monday in June and, for future posts, visit the News page of the Careers in Ideas website. 


Also, IP Inclusive have a brilliant, thought-provoking piece about the role of “allies” and how that’s likely to change as we emerge from the coronavirus lockdown. You can read this story here.


For other articles on the LGBT+ community, please also check out these links about Section 28, the Government-led ruling that has now thankfully been abolished and other changes coming in to affect in the near future, and a curated reference guide, both written during LGBT+ History Month back in February 2020. 


Home office set up


 


Sarah D has provided the useful link below from a friend (and now a client J) who is a physio and runs Octopus Clinic in Blackfriars and Holborn. She has created the YouTube video below about how to set up a comfortable work station at home.  Sarah found the video helpful and thought it might be useful to others.


https://youtu.be/-U05kDQgd1Y


Competition time


 


Another special guest appearance this week in the “Spot the Sarah Gibson?” competition – can you guess who the special guest is?  No, guessing the special guest is not the competition.  Just make your mark where you think Sarah was standing before the attached photo of the empty office was taken.  Answers by Monday at 10am please.  Nikesh, are you going back to your “usual” guess or going off-piste again?


 


Rachel has donated her winnings from last week to Battersea Dogs and Cats Home.  She declined the suggestion that we donate to a snake-related charity like the Amphibian and Reptile Trust -  https://www.arc-trust.org/snakes-in-gardens.  However the strong support for a snake in the next office has been noted!


 


Gill Household


 


As the lockdown eases, step by step, we are hoping for the best but planning for the worst.  We had a family chat the other day to discuss whether there was anything we should stockpile in case there is a second wave and we agreed on Heinz Baked Beans – nothing else – just “real” baked beans!  What is on your list of essentials?
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Instructions for Office Visits 
during June 2020 



Instructions 



Here are all the instructions you need for your visit to the office or to remotely co-ordinate the 
organisation of your desk.  Please ensure you have read all of the information and don’t 
hesitate to ask the BC team if you have any questions.  The email address you can use for 



questions is office.services@aathornton.com, and the current BC team contact numbers are: 



BC Contacts 
 Alex Hughes         07748 857114 



 Karen Genuardi    07801 523186 



 Ian Gill                   07782 248216 



 Vince Bixby           07725 900367 



 Claire Pitman        07956 862824 



 Craig Turner          07946 629052 



 Adrian Bennett      07817 894781 



 Alok Suthar           07877 350839 



 



Essentials to note before coming into the office 
1. Please book your visit to the office on the spreadsheet appointment system HERE.   



There is an allocation of 2 hours slots.  If you need to book more than one 2 hours 
slot then please book more, but limit it to what you need. Don’t stay and “work” – just 
clear your desk and go. 
 



2. Please DO NOT attend the office if you have an underlying health condition and have 
been advised to self-isolate at home or are experiencing any COVID-19 symptoms 
(even if mild) or have had any symptoms in the past 14 days and/or a family member 
has or is displaying symptoms – email office.services@aathornton.com and we will 
make arrangements to sort out your desk etc. 
 



3. If you are travelling by car there are a few car parks to choose from – here are a couple:  
- Smithfield:https://www.cityoflondon.gov.uk/services/transport-and-



streets/parking/Pages/smithfield-car-park.aspx 
- NCP: https://www.ncp.co.uk/find-a-car-park/car-parks/london-barbican/  



 
4. Please ensure that you bring your staff access pass with you to the office – you will 



need it to access the 4th floor via the lift and there may not be anyone on the 4 th floor 
when you arrive to let you in.  
 



5. If you arrive and the alarm activation sign is displayed on 4th floor reception – for those 
of you who don’t have an alarm fob, please speak to the ground floor reception who 
will be able to deactivate the alarm for you and let you in. 
 



6. Please note there are NO DRINKING WATER facilities on the 4th floor as the 
watercoolers and kitchen taps are switched off (although the bathroom taps are 
functioning to enable hand washing), and the kitchen and drink making equipment are 
out of use.  Please bring a drink with you if you would like to (and the really good news 
is that PRET is open ) 
 





mailto:office.services@aathornton.com


iwl:dms=DMS&&lib=DMSINTERNAL&&num=337073&&ver=1&&latest=1


mailto:office.services@aathornton.com


https://www.cityoflondon.gov.uk/services/transport-and-streets/parking/Pages/smithfield-car-park.aspx


https://www.cityoflondon.gov.uk/services/transport-and-streets/parking/Pages/smithfield-car-park.aspx


https://www.ncp.co.uk/find-a-car-park/car-parks/london-barbican/
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Instructions for Office Visits 
during June 2020 



7. Please DO NOT USE THE KITCHEN facilities whilst you are in the office due to health 
and safety and power sources having been disabled. 
 



8. If you are last to leave the 4th floor at the end of the day, please ask the ground floor 
reception/security to alarm the floor on your way out of the building. 



In advance of your visit, here is a short video showing the social distancing signage and 
measures that have been put in place so far at 10 Old Bailey; 



https://colliers-
my.sharepoint.com/personal/rachel_mcmahon_colliers_com/_layouts/15/guestaccess.aspx?
docid=0b0d1dc9e8d4d41668019057632b01e86&authkey=AZXAChspJzwQiuHOFE2YqqE&
expiration=2020-08-26T23%3A00%3A00.000Z&e=A5cSsW 



 



HEALTH AND SAFETY 



Social Distancing and Safety Measures 
As you enter the 4th floor reception and office areas, you will see a number of posters 



displaying the social distancing measures in place: 



 
 
 
  
 
 



 



 



 Please use the sanitiser provided and 



wash your hands when entering the floor 



from outside and after completing your 



task 



 Please wear a mask whilst you are 



clearing your desk 



 Avoid touching other desks and items 



around you that are not necessary to your 



task 



 Avoid touching your face and then the 



desk area 



 Please stay 2m apart and be respectful of 



others around you 



 





https://colliers-my.sharepoint.com/personal/rachel_mcmahon_colliers_com/_layouts/15/guestaccess.aspx?docid=0b0d1dc9e8d4d41668019057632b01e86&authkey=AZXAChspJzwQiuHOFE2YqqE&expiration=2020-08-26T23%3A00%3A00.000Z&e=A5cSsW


https://colliers-my.sharepoint.com/personal/rachel_mcmahon_colliers_com/_layouts/15/guestaccess.aspx?docid=0b0d1dc9e8d4d41668019057632b01e86&authkey=AZXAChspJzwQiuHOFE2YqqE&expiration=2020-08-26T23%3A00%3A00.000Z&e=A5cSsW


https://colliers-my.sharepoint.com/personal/rachel_mcmahon_colliers_com/_layouts/15/guestaccess.aspx?docid=0b0d1dc9e8d4d41668019057632b01e86&authkey=AZXAChspJzwQiuHOFE2YqqE&expiration=2020-08-26T23%3A00%3A00.000Z&e=A5cSsW


https://colliers-my.sharepoint.com/personal/rachel_mcmahon_colliers_com/_layouts/15/guestaccess.aspx?docid=0b0d1dc9e8d4d41668019057632b01e86&authkey=AZXAChspJzwQiuHOFE2YqqE&expiration=2020-08-26T23%3A00%3A00.000Z&e=A5cSsW
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Instructions for Office Visits 
during June 2020 



Some face masks will be left in a box on the front reception desk for you to use whilst you are 
clearing your desk – this is not mandatory but we would encourage you to use a mask or other 
face covering as a preventative measure.  Please only take one for your own personal use so 



that there is enough for everyone visiting the office. 



 



Fire Evacuation 



 



The usual fire alarm test will take place each Thursday morning at 11am. No fire drills are 
planned and therefore if the fire alarm sounds you will need to evacuate.  



If you suspect or discover a fire: 



 Raise the fire alarm by using the nearest available fire alarm call point 



 Ensure one person informs the building reception that there is a fire and provide the 



location and any firefighting with extinguishers taking place. This information should 



also be relayed to the fire service. If possible, tackle the fire with the correct fire 



extinguisher – but only if it is safe to do so and fire extinguisher training has been 



undertaken 



 Shut the door to room where the fire is located 



 Do not use lifts 



 Report to the assembly point outside 20 Old Bailey – secondary meeting point if 20 



Old Bailey not available is in front of St. Pauls Cathedral  



 



If the fire alarm sounds during your visit: 



It is possible that no fire wardens will be present in the office during your visit.  Therefore in 
the event of a fire alarm sounding, please walk around the floor to check everyone has left the 
floor, and then follow the usual evacuation procedure to leave the building (do not use the lifts) 
and report to the building security officer, who will be located by Warwick Passage whilst the 
building evacuates, and then wait at the assembly point outside 20 Old Bailey or if 
compromised, at the secondary meeting point in front of St. Pauls Cathedral. Please let the 
building security know what areas of the floor you have checked (and remain unchecked).  





https://www.google.co.uk/url?sa=i&url=https://signsforsafety.co.uk/product/in-case-of-fire/&psig=AOvVaw3hLG74MeqZ1uDpAwvGeSzc&ust=1591872813153000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCOD27rmK9-kCFQAAAAAdAAAAABAL
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Instructions for Office Visits 
during June 2020 



 



 



First Aid Arrangements 



 



Please do not take risks that may injure you or anyone else during your visit, e.g. climbing on 



ladders, chairs or attempting to remove items that could fall and injure you.   



As we do not expect a first aider from 4th floor to be on site, for minor injuries, e.g. requiring a 



small plaster, First Aid boxes are located in: 



 Storeroom/first aid room situated adjacent to the Mechanical / Electrical Department 
area (next to Hot Office ‘Rosalind Franklin’)  



 Post room  



Please make a note on the supplies card in each box if you remove something, so that it can 
be replaced.  Please ensure the first aid boxes are put back in their correct position after use. 



Should you require a medical assistance, please call another partner/employee for help, 
and/or call for the assistance of 10 Old Bailey ground floor reception/security (ring 020 7248 



2151). 



Should a serious emergency take place, dial 999 for an ambulance if required. 



Please report any accidents to officeservices@aathronton.com 



 



Kitchen and Drinking Water Facilities 



 



The 4th floor kitchen is currently out of action and should not be used (this includes kettles and 
the Nespresso machines).  The Water Coolers are also out of use.  Therefore please arrange 



to bring your own drinks into the office, as needed. 



 





mailto:officeservices@aathronton.com


https://www.google.co.uk/url?sa=i&url=https://www.safetyfirstaid.co.uk/signs/first-aid-sign-150x150/&psig=AOvVaw3nN1CZIbBl73htlZNtvKqG&ust=1591875482106000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCNirtbKU9-kCFQAAAAAdAAAAABAU
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Instructions for Office Visits 
during June 2020 



Manual Handling 



 



Some of you have received manual handling training within the firm and will be aware of best 
practice in moving, lifting and carrying.  If you have not received manual handling training then 
please ensure that you do not lift items that are too heavy for you / may cause you injury or 
carry / attempt to move or carry bulky or heavy equipment or furniture.  If there are items that 
need lifting or carrying or moving, but which are heavy or awkward please leave them and 
contact a member of the BC team.  If you require items to be sent home, please see the 
instructions below/contact a member of the BC team or email officeservices@aathornton.com 
so that delivery can be arranged (see below).  There is some additional guidance here on safe 



practice in lifting/manual handling which you can view by clicking on this link. 



 



Trip Hazards 
When you are clearing out, tidying and sorting out your desk, please do not leave items on the 



floor that may be a trip hazard to yourself or others. 



 



POST AND STATIONERY 



Post 
To avoid post being mislaid and so that it can be scanned and processed in line with the usual 
process, please do not take any post from the building or 4th floor reception, as this will be 



dealt with weekly by Ian or a designated person.   



Stationery 
Please seek permission from a member of the BC team before removing any items of 
stationery from the 4th floor stationary/post room by emailing officeservices@aathornton.com. 



 



DECLUTTERING YOUR DESK/DEPARTMENT / DATA 
PROTECTION 



Office equipment and unwanted stationery 
To avoid storing broken or unwanted equipment or documentation unnecessarily, when you 
are in the office please discard any office equipment and stationery that you no longer use. 
Anything that you would not reuse yourself should be thrown away. If any items are reusable 
or recyclable please place them in the post room.  If there are any larger items that will not fit 
in the office bins, please take an extra black bin bag from the post room sideboard, and leave 



the items in the bag(s) next to the bins. The cleaner will then dispose of them. 





mailto:officeservices@aathornton.com


http://intranet.aat.local/hr/Policy%20%20Procedure%20Documents/Health%20and%20Safety/HSE%20Manual%20Handling%20Guidance.pdf


mailto:officeservices@aathornton.com


https://www.google.co.uk/url?sa=i&url=https://www.fivevalleylabels.co.uk/product-page/heavy-do-not-lift-p015&psig=AOvVaw1iay4sDxPF_l0Hu2k437qf&ust=1591874045237000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCPCNoIWP9-kCFQAAAAAdAAAAABAE
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Instructions for Office Visits 
during June 2020 



Paperwork 
Please go through paperwork on and around your desk, in your pedestal and local working 
area, and throw away any paper that is no longer required. If any paperwork is case-related 
and you are in doubt as to whether it should be retained, please speak to you line manager or 
a Partner before disposing of it.  Please use the confidential bins and recycling bins to dispose 
of any unwanted paperwork. Please remember that if any paperwork is marked as 
“confidential” or has relates to AAT-sensitive material it should be placed in the confidential 
waste bin.  Spare confidential waste bags and recycling bags etc can be found in the kitchen 



on the worktops. 



Digital and Marketing data 
Business Cards  
 



 Do you have a pile of old business cards on your desk that you have collected from an 
event? 



 Have you had them for over 6 months, have done nothing with them, and don’t 
anticipate a need to contact these people in the foreseeable future?  



 



If the answer is yes to both questions, please bin them. Also bin any copies you may 



have made of those cards. 



However if you are holding onto these cards because they are personal contacts of yours with 
whom you have an ongoing relationship, or you need their details for a specific reason (e.g. 
they gave you their card specifically to receive some information that you have not sent yet, 
or to keep in touch), then it is fine to keep them. We will need to review this process regularly 
to ensure that we do not hold onto business cards for ever for no valid reason.  If in doubt 
please speak to Alex. 



HR/People Related Documents  
Please ensure that you: 



 Return hard copies of interview notes/tests to Jill and Karen if they are under one year 
old (these should be sealed in an envelope and placed on Jill’s desk) as these need 
to be retained.  If they are older than one year, please dispose of them in confidential 
waste bins. 



 



The rule of thumb for keeping personal data for someone should be: if we aren’t using 
their contact details, and/or they haven’t given their consent for us to contact them, we 
shouldn’t keep hold of their details. This includes all physical and electronic forms of 
data.   Put yourselves in the shoes of the person for whom you hold personal data and ask 



yourself if you would be comfortable with your own personal data being stored and/or 
processed by the firm in the same way.  If you would not, then it is very likely that the data in 
question should not be retained and you should consider the most appropriate way to dispose 



of it. 



If you have any questions, please do not hesitate to contact one of the relevant GDPR team 
(Lawrence: for business related / fee earning queries, Alex for Marketing related queries, 



Karen and Jill for HR related queries, Alex for office related queries). 
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Instructions for Office Visits 
during June 2020 



PACKING UP YOUR DESK 



The majority of the office contents are going to be packed up and sent away to a secure site 
by a team of professional movers. All items that are not removed by staff personally on a visit 



to the office, or identified through option 4 below, will be handled by the removal team and 



taken to storage. 



The above has been organised into a two pronged approach as follows: 



1. Organising things that are going home with / to people (Monday 15th – Friday 19th) 
2. Packing up everything else that is going into storage (from Monday 22nd) 



Each workspace (and therefore individual) has been allocated a number for later ease of 
storage retrieval. 



Archive boxes will be available at the office from Monday. Please only pack the items that 
you wish to be sent home into these boxes (excluding IT items). These boxes should not 



be used for anything else to avoid confusion / misdirection of items. You should not use these 
archive boxes to take home your own personal effects. Once you have filled the box, please 
put on the lid, label the box on the lid and on the side with your allocated number and leave 
the box in plain sight either on your desk or under it.  Items which are to be sent to storage will 



be packed by the professionals.  



PLEASE BEAR IN MIND THAT ANY ITEMS SENT TO STORAGE MAY NOT BE EASILY 
ACCESSED FOR SOME TIME. Please consider this when packing or requesting the packing 
up of your desk and pedestal. 



If you have requested any items in the recent survey (chair, screens etc), these will be 
packed independently of the below exercise but will be sent in tandem to the address 
we have for you in Cezanne (if you need to identify a different address please let us 
know).  



Option 1: 
I am not coming into the office, and do not require anything from my desk to be sent home to 



me. 



- The professionals will box and label everything on or under your desk and will send 
this to storage. Simples!  



 



Option 2: 
I am coming to remove my own personal effects. Everything else can go into storage. 



- Please remove only your personal effects or agreed work items to take home. This 
should not include any IT items or furniture. These items should have been 
identified on the recent survey and will be organised separately for you. 



- All other items that relate to you destined for storage should be left on / under your 
desk unboxed. Your workspace will be packed for you by the professional 
movers. 
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Instructions for Office Visits 
during June 2020 



 



 



Option 3: 
I am coming to remove my own personal effects and require some items to be sent home. 



- Please take home on the same day any items that you are able to. 
- For the rest of the items, please use the boxes provided to pack up the personal & 



agreed work related items that you wish to be sent home into the boxes provided. This 
should not include any IT items or furniture. These items should have been 
identified on the recent survey and will be organised separately for you.  



- Do not over pack the boxes. Lids should close securely. 



- Label your box (lid and side) with your allocated number.  
- Leave the box on your desk top, or directly underneath your desk in easy view.  
- Please email office.services@aathornton.com letting us know how many boxes you 



have packed ready for delivery to your address.  



Option 4: 
I am not coming into the office but require some personal / work items to be sent home to me. 



- We will organise someone to video call you to organise the packing of your personal 
or work effects that need to be sent to your address. This should not include any IT 
items or furniture. These items should have been identified on the recent survey 
and will be organised separately for you. 



- The packer will let us / you know how many boxes that are packed ready for delivery 
to your address. Please email office.services@aathornton.com letting us know how 
many boxes you have packed ready for delivery to your address. 



Allocated numbers 
‘0’ indicates an empty desk. 



Desk 
Number Business Area Name 



1 IT Sham 



2 IT Michael 



3 IT Vince 



4 IT Consultant 



5 Records Darrell 



6 Records Claire 



7 0 0 



8 Records Anne 



9 Records Nicola 



10 Records Lucy 



11 Finance Wendy 



12 Finance Marie 



13 Finance Angela 



14 Finance  Hayat 



15 Finance Alok 



16 Finance Pola 





mailto:office.services@aathornton.com


mailto:office.services@aathornton.com
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Instructions for Office Visits 
during June 2020 



17 Marketing Soizic 



18 Marketing Alex H 



19 People Karen 



20 People Jill 



21 Chemical Leonita 



22 Chemical Marianne 



23 Chemical Craig 



24 Chemical Lawrence 



25 Litigation Geoff 



26 Chemical Lucy 



27 Chemical David 



28 Litigation Dan 



29 Litigation Simon 



30 0 0 



31 0 0 



32 0 0 



33 0 0 



34 Electrical Shamil 



35 Electrical Owen 



36 Mechanical Victoria 



37 0 0 



38 Litigation Varuni 



39 Electrical Lloyd 



40 Mechanical Adrian 



41 Electrical Mike 



42  Stuart 



43 0 0 



44 0 0 



45 Mechanical Alex B 



46 Electrical Nick 



47 Electrical Nikesh 



48 0 0 



49 0 0 



50 Grant Becky 



51 Grant Lauren 



52 Grant Pam 



53 People Tracy 



54 0 0 



55 0 0 



56 0 0 



57 0 0 



58 0 0 



59 Secretarial Holly 
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Instructions for Office Visits 
during June 2020 



60 Secretarial Rosie 



61 Secretarial Vicky 



62 Secretarial Becca 



63 Secretarial Mandy 



64 Secretarial Natasha 



65 Secretarial Lizzie 



66 Secretarial Sarah S 



67 Secretarial Emma 



68 0 0 



69 0 0 



70 Secretarial Hannah 



71 Secretarial Naomi 



72 0 0 



73 Secretarial Lindsey 



74 Secretarial Kirsty 



75 0 0 



76 0 0 



77 0 0 



78 Secretarial Malika 



79 Secretarial Caitlan 



80 Secretarial Haleigh 



81 Secretarial Sarah G 



82 0 0 



83 TM Bex 



84 0 0 



85 Secretarial Tracy B 



86 0 0 



87 0 0 



88 TM Rachel 



89 TM Sarah D 



90 TM Anastasia 



91 TM Louise 



92 TM Sarah N 



93 TM Susie 



94 TM Ian 



95 0 0 



96 0 0 



97 Reception Rebecca L 



98 0 0 
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