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Space is a resource that should be allocated to faculty members in accordance with realistic and
equitable guidelines. To assist in the allocation of space and to represent the faculty in requests
for space, the School shall maintain a Space Committee.

The duties of the Committee will be:

To conduct an annual review each summer of research, academic office/support, and
administrative/classroom space utilization and need

2. To meet at least once a term to evaluate the appropriateness of School space
utilization and to review requests for changes in assigned space with additional
meetings held as need arises

3 To identify space required for new faculty members and for expanded needs of
existing faculty

4. To evaluate extra-institutional space requests as the need arises
5. To advise the Dean on the allocation of space for specific projects

6. To advise the Dean and the faculty regarding space management policy
recommendations and future space needs

The Committee’s business will be conducted in accordance with the following operating rules:

1 Meetings will be scheduled so that the Executive Associate Dean for Academic
Affairs, Division Directors, and faculty representatives can attend; should a conflict
arise, these individuals will designate an alternate who will represent them.

2 Any faculty member whose space is being considered for reallocation shall have an
opportunity to appear before the Committee for discussion prior to a recommendation
for allocation or reallocation, after discussion with appropriate unit administration.

3. Any Committee member involved in a request for space will absent her/himself from
the decision.

This policy provides principles and guidelines that will allow a flexible, efficient use of space in
the School of Nursing to accommodate changing needs of the faculty and staff.



I. Assignment of Academic Office and Support Space

A

Definition of Academic Office & Support Space:
Academic office and support spaces are those offices (faculty and staff) and common
meeting spaces that accommodate individuals assigned to each of three Divisions within
the School. Current Divisions include: the Division of Acute Critical and Long-Term
Care Programs; the Division of Health Promotion and Risk Reduction Programs; and the
Division of Nursing Business and Health System Programs.
General Principles

Space for each of the three Divisions will be allocated under Division Director
supervision.

2. Full-time faculty with the rank of Assistant Professor or Research Assistant Professor
through Professor are to be assigned to individual offices.

3. Lecturers serving as course coordinators are to be assigned to individual offices as
space permits.

4. Part-time professorial, lecturer, adjunct, and emeritus will be expected to share
offices as space limits require.

5. Graduate students supported on training grants, funded research projects, or teaching
assistants will share office space.

6. Graduate students without any support will be accommodated with shared office
space, if it is available.

7. If faculty, staff, or students have primary office space at some other site and use
School of Nursing space infrequently,, additional sharing of space may be
appropriate.

8. Associate Deans, Division Directors, and Program Directors will be given priority
for larger offices.

9. Faculty will be clustered by Division.
10. Support staff will be located as close as possible to their Division/Program office.
1. Faculty on retirement furlough will be allowed to occupy their former office.

12. No Division will have more than 2 conference rooms.




II. Assignment of Administrative Unit Space
A. Definition of Administrative Units:

Administrative units are those offices other than the Office of Academic Affairs
and The Grants and Research Office that provide common support services to the
School and its faculty, staff, and students and are designated on the
Organizational Chart for the School. Current administrative units include: the
Dean’s Office; the Office for Community Partnerships; the Office of Business
and Financial Affairs; the Alumni Welcome Center and Development Office; the
Office of Multicultural Affairs, and the Office of International Affairs. Other
special groups include Sigma Theta Tau Rho Chapter and the Nursing History
Society.

B. General Principles

1. Space will be allocated under the Director, Budget and Planning and Assistant
to the Dean to adequately house the unit Administrator, total number of unit
support staff, equipment and documents that are central to the unit’s function.

a. If significant additional continuing functions are assigned to a
unit, additional space will be allocated according to need.

b. If organizational structure changes in the School are
implemented, the corresponding space allocation will be revised
as appropriate.

2. Since accountability for maintaining appropriate documentation is a central
administrative function, designation of responsibility for core documents will
be determined and a single unit designated for specific files.

a. The designated unit will maintain hard copies of significant
documents. At the time of replacement with updated copies, storage
of the historical documents will be explored with the Bentley
Museum.

b. Files of materials should be culled annually on Green Day
c. Every effort should be made to explore more space efficient storage

of critical documents, e.g., personnel records, student records via
either electronic or microfiche modalities.



III. Assignment of Academic Affairs and Classroom Space
A. Definition:

Those offices other than the Administrative Unit space and Grants and Research
Office that provide common support services to the School and its faculty, staff,
and students and are designated on the Organizational Chart for the School.
Current Academic Affairs units include: the Office of Academic Affairs
including the Office of Student Affairs, the Office of Doctoral and Postdoctoral
Programs, the Undergraduate and Non-Traditional Programs; classrooms, the
Simulation Lab, the auditorium, and students study space are managed by
Academic Affairs.

B. General Principles

Space allocation will be supervised by the Executive Associate Dean for
Academic Affairs, supervision to adequately house the Administrator, total
number of unit support staff, equipment and documents that are central to the
unit’s function.

a.

b.

C.

If significant additional continuing functions are assigned to a

unit, additional space will be allocated according to need.

If organizational structure changes in the School are
implemented, the corresponding space allocation will be revised
as appropriate.

If temporary functions based on external funding, e.g., training grants,
academic grants are obtained by the unit, space to meet the needs of
the project will be allocated for the duration project funding.

2. Since accountability for maintaining appropriate documentation is a central
administrative function, designation of responsibility for core documents will
be determined and a single unit designated for specific files.

a.

The designated unit will maintain hard copies of significant
documents. At the time of replacement with updated copies, storage
of the historical documents will be explored with the Bentley
Museum.

Files of materials should be culled annually on Green Day/
Every effort should be made to explore more space efficient storage

of critical documents, e.g., personnel records, student records via
either electronic or microfiche modalities.

3. Classroom and student study space will be scheduled centrally with
classroom activity taking priority.

4. Space for student activities will be monitored through the Office of
Student Affairs




Iv.

Assignment of Research Space

Definition of Research Space:
Research space includes the Grants and Research Office space and offices,
laboratories, and clinics that directly support the research mission of the school.

General Principles

1. The allocation of research space assigned to a faculty member shall be specified
by the nature of the research and resources necessary to carry it out (“Function
drives Allocation™).

2. Research space is negotiated at the grant submission phase.
3. *Priorities for research space allocation in order are:
a. Centers of Excellence
b. Faculty and staff on externally funded projects with full NIH indirect cost
rate, space budget line items, or cost sharing agreements to cover cost of
space
c. Faculty and staff on recently funded projects needing bridging support for
no more than three review cycles (i.e., up to one year after project funding

has been expended). Space may be consolidated, depending on current
activities of the bridged project.

o

. Faculty and staff on externally funded projects with less than full indirect
cost rates

[¢]

. Space basic to supporting the ongoing mission of research training, not
necessarily limited to research training grants.

1.  Administrative space for T-32s is typically housed in a Center of
Excellence Office

2. Postdoctoral fellows supported by T-32 or other funding will
typically be housed in the research mentor’s space

™

Faculty and staff on externally funded projects with no indirect costs, space
budget line item, or cost sharing agreements to cover cost of space

g. Tenure track faculty new to the School needing research space to launch or
re-establish programs of research

*Rationale:

— Highest priority must be given to projects whose sponsors are paying the full
indirect cost rate of the University (or have space budget line items or cost sharing
agreements), and therefore have legitimate expectations that projects will be
guaranteed space. Projects whose sponsors are providing less than the full or no
indirect costs must be given lower priority for space, or lesser space allocations,
and in some instances no additional space.




6. In order to maximize efficient use of space, sharing of space,
equipment, or special facilities, whenever possible is standard
practice.

7. While resources within the School are limited, all efforts will be made
to accommodate the research program’s space needs. Thus, research
space needs may be accommodated outside of the School.




