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This week we wrapped up our second training module 

on paper independence. As you declutter your work 

space and prepare to move, remember:  

Paper independence does not mean paperless! 

 It’s being conscious of the amount of paper you 
use and store, and striving to minimise this. 
 

 It’s understanding when it’s effective to use paper, 
and when it’s best to use other tools and 
technologies available to you. 
 

 Organise the items on your desk and in your 
drawers into ‘hot’, ‘warm’ and ‘cold’.  
 

 Put all your hot and warm items into a small box. 

  Stuff you'll use soon.  

You might keep it on your desk, in your bag, 

in your locker, in team storage or in a shared 

space (eg. the stapler might be at the printer).  

  Stuff you’re not using.  

Can you dispose of it? If not, can you keep it 

in your bag, locker or team storage? Does it 

belong in an archive? 

  Stuff you're using right now.  

This belongs on your desk or in your bag. HOT 

WARM 

COLD 

Paper Independence 

At the three training modules, it was great to hear how 

some teams are already working on being paper 

independent. Emergency Department (ED) Clerical 

Manger Jenny Hart shared how moving to Electronic 

Medical Records has improved efficiency in her team: 

Others talked about using the software One Note to take 

notes instead of hand writing them. If you still prefer to 

take hand written notes, try scanning and then disposing 

of them so you don’t keep unnecessary paper.  

“It’s easier for medical staff to 

look up patient records because 

most of those records are 

scanned. It’s beneficial to patients 

too because doctors can see them 

quicker. It’s been great for ED 

because we no longer have to rifle 

through and file papers!”  
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Personal tools 

Send and receive instant messages.  

Display your online status, so your team members can 

see if you’re on site, in a meeting or busy right now.  

Schedule meetings in Outlook, and start 

conversations from Word and PowerPoint — Skype 

for Business integrates with Microsoft Office apps.  

Create contacts and groups. If you work with 

different people on different projects, you can set 

up teams to manage files and communication.  

Initiate and join conferences. You can meet and call 

up to 250 people at one time!  

IT tools to support you  

When you move into O3Hub you’ll be supported by IT tools that will help 

you keep organised, be paper independent and work remotely. Teams 

will have access to Skype for Business. This software allows you to: 

IT Training 

On hand and ongoing support will be available as you settle in 

to O3Hub.  IT training will commence the week of 24 July and 

will cover:  

 Outlook: managing mail, toolbars, reading panes and 

categorise email 

 Skype for Business: adding contacts, setting presence, 

location and status, instant messaging and video 

conferencing 

 Audio Visual: room booking panel, room control 

panels, Crestron air media application and video 

conferencing 

Laptops are arriving! 

Laptops will start to be delivered from next week! They will connect to all docking stations so you can work from any 

workpoint in O3Hub. Remember to:   

 Remove all files from your desktop computer. 

 Move your working files to HP Manager or your team share drive. 

Shared tools at workpoints 
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We’re nearly a month away! July is a busy month so please note these dates in your diary. All staff must attend one session 

of training module 3.  

 

 

 

 

 

 

 

Diary Dates 

Where are we up to? 

May July June 

We are here 

Keep up to date 

 
We’re sending weekly newsletters to keep you updated about progress, provide helpful information and a reminder of 
upcoming dates.  
 

Questions? 
 
If you have any questions, concerns or suggestions: 

 For site tours, contact Akansha Gupta, Project Coordinator, at Akansha.Gupta@health.nsw.gov.au 

 For other enquiries, contact Jonathan Darwen, Project Director, at Jonathan.Darwen@health.nsw.gov.au 

 

July  

 Declutter Day 1: Friday, 7 July 

 Training Module 3 (1 of 3): Wednesday  12 July, 9:00am – 11:00am 

 Training Module 3 (2 of 3): Thursday 20 July, 9:00am – 11:00am 

 Declutter Day 2: Friday, 21 July  

 Training Module 3 (3 of 3): Tuesday 25 July, 2:00pm – 4:00pm  

 Staff Orientations & IT Training : Monday, 24 July— Friday, 28 July 

All training modules will be held in Lecture Theatre 4, Westmead Education and 

Conference Centre (WECC), level 2.  

The official move in day is set for Thursday, 3 August. Some teams might move in earlier to 

accommodate for workloads around this time.  

The third training module on Etiquettes and Getting Ready For The Move will explain what move 

in day will look like and demonstrate a typical day in an activity based working environment.  

AUGUST 

3 

Moving Day 
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O3Hub is taking shape!  

Send us 

your 

photos!  


