Interdepartmental

Department of Health Services
Office of the Chair

Box 357660

Date: 
September 14, 2009
To:
Health Services Faculty & Staff (HSERVL)
From:
Larry Kessler, ScD


Professor and Chair

RE: 
On-Campus Office Allocation Procedures, effective immediately
PROCESS:
· Faculty / staff will email the Administrator at any time with specific office requests or preferences.

· Decisions will be made by the Chair and Administrator.  

· Faculty / staff will be informed via email when an office becomes available.
· If faculty / staff wish to move to the available office, a request must be made via email to the Administrator within 10 business days of receipt of the initial email regarding the new office availability. 
CRITERIA:  The following criteria will be used to determine allocation of available office(s).  Please consider these criteria as you make your request.
· Rank of faculty (e.g., Professor, Associate Professor, etc.) 
· Number of years in the Department

· Number of days spent in given location (e.g., 2 days HPRC, 3 days H-Wing)
· Ability to share office space (if using office less than full time)
· Proximity to co-workers

· Special considerations 

For those faculty who do not have an office in the H-wing, shared office space will be available for faculty to meet with students during quarters in which they are teaching.  
Off-campus office spaced is under the direction of the Center Manager.  In the event of a dispute, the Chair will assist in the space allocation decision.   

