CCEE Assigned Space Allocation, Access and Management

 Policies and Guidelines

Adopted October 4, 2018
Policies and guidelines for the allocation of, access to and management of space assigned to the Department of Civil, Construction and Environmental Engineering (CCEE) at ISU are presented in this document.  The CCEE Department Chair and the standing CCEE Safety, Health and Space Committee are responsible for the ongoing maintenance of this document and its appendices.  
0.0 Purpose

These policies and guidelines endeavor to improve the management of CCEE-assigned, and CCEE-developed research, instructional, office and support spaces in an impartial manner that is equitable and assures efficient use of this limited and expensive resource.  CCEE space access and allocation decisions will consider the guiding principles, guidelines and policy formulations herein and in the supporting appendices, and will be formally documented as described to promote transparency in the decision-making process.  
1.0 Guiding Principles

1.1 The CCEE Department Chair is charged with allocating all space assigned to CCEE in order to meet the needs of CCEE. Any disagreements arising over space allocations or space access will be brought to the CCEE Department Chair for mediation. Final decisions about CCEE space allocation will be made by the chair and/or his/her designees.  
1.2 CCEE space is viewed as a shared resource.
1.3 Space administration will be conducted in a fair, consistent and transparent manner, and decisions will be made within a reasonable time frame.  Communication of space needs by individual requestors will help move the process of evaluating requests along more quickly.
1.4 Provisions will be made for all faculty and staff to have a suitable working environment for the work they perform. Insofar as possible, the needs of CCEE faculty, staff and students will be prioritized over the use of space for equipment and storage.  
1.5 Space allocations are based on operational requirements and demonstrated need rather than on historical precedent or a requestor’s position or title.  The overriding principle will be to maximize the use of space for greatest need.
1.6 Collegial professionals are expected to work together to share space and equipment in ways that maximize the success of all.  The Department Chair will intervene when efforts to achieve that goal have failed.
1.7 CCEE space usage will comply with College and University policies.   This includes all applicable health and safety standards, ISU policies and other facility regulations.

1.8 Provisions will be made to protect individuals, property, confidential files, data access, intellectual property, etc. in CCEE spaces. 

1.9 Space allocations are not permanent and can change as necessary to meet CCEE’s mission and strategic commitments. Frequent reassignment of space will be avoided in order to promote continuity in operations.
1.10 The Chair and/or his/her designees will regularly evaluate and analyze the adequacy of the CCEE space allocation based upon criteria associated with each type of space in the CCEE allocated space inventory as described in Appendix A.  Vacant or under-utilized space will be reviewed to assess how it may be reallocated or repurposed to maintain the health of existing focus area programs and to support new focus area programs and faculty.
1.11 The Chair and/or his/her designees will audit the full CCEE space inventory biennially in the off years of the routine ISU biennial space survey, and they will report space allocations to CCEE electronically and discuss the report at faculty and staff meetings. Space occupancy, utilization and performance metrics; names of contact persons; and summarization of costs associated with each space assigned to CCEE will be included along with other information in the reports.
2.0 Space Access and Allocation Process
2.1 With reference to the flowchart in Appendix B, all allocation requests for new or existing allocated laboratory, storage and office space within CCEE or access to a CCEE space will follow this process:
2.1.1 All applicable sections of the CCEE space request and access justification workbook will be completed.
2.1.1.1 A separate workbook generally described in Appendix C will be filled out for each space allocation and/or space access request by the requester.
2.1.1.2 Sections of the workbook identified for completion by CCEE will be used to document justification considerations in the assignment of CCEE allocated space and/or the approval of CCEE space access requests.
2.1.1.3 Completed workbooks will be kept on file electronically by CCEE.
2.1.1.4 Documentation of justification considerations in the assignment of CCEE allocated space and/or the approval of CCEE space access requests will be included in the CCEE space request and access justification workbook. 

2.1.2 The completed workbook will be routed through the CCEE Operations staff, a lab manager, a Focus Area Coordinator, and/or the CCEE Chair.

2.2 Routine office space or office storage allocation and/or access requests are coordinated by the CCEE Operations Manager and/or Operations Assistant as shown in the flowchart in Appendix B.   

2.3 Routine laboratory space or laboratory storage space access requests are coordinated by the cognizant CCEE Laboratory Manager(s) for the lab space(s) as shown in the flowchart in Appendix B.   

2.4 Significant space allocation and/or space access requests are coordinated by the CCEE Department Chair and/or his/her designees as shown in the flowchart in Appendix B.   

2.4.1 Proposal submissions that will require new space or significant changes to existing spaces shall be submitted to the CCEE Department Chair and/or his/her designees in advance of the proposal submission deadline to determine the likelihood of space being made available to meet the research requirements if the proposal is funded.  The complete process that will be followed to consider proposal space requirements is developed by the CCEE Safety, Health and Space Committee, and  described in Appendix D.  If CCEE is unable to commit space resources to meet the planned needs of the proposal, the CCEE Department Chair will discuss the proposed needs with the CoE Dean’s office.  If an additional allocation of space to CCEE is required, Dean’s office approval will be required before proposal submission is allowed.  
2.4.2 Significant space allocation and/or space access requests coordinated by the CCEE Department Chair and/or his/her designees may be assigned to a committee at the Chair’s discretion.
2.5 Factors to aid space-allocation decision-making are described in Appendix A, and will be considered when deciding requests for dedicated space allocations. These space allocation factors will also be considered for  space reallocation decision-making. 
2.6 Access to CCEE laboratory spaces is granted to individuals (students, postdoctoral associates, staff, visiting scientists, faculty, and others) once they: have met the access-specific, training needs defined by the CCEE Safety and Health Committee; their request for access has been reviewed and approved in accordance with 2.1; and they have received a laboratory-specific orientation from the responsible person(s) managing the space(s) requested. This applies to both research and teaching lab spaces. 
2.6.1 The CCEE Operations Manager and/or Operations Assistant in coordination with the cognizant lab manager(s) will ensure that all safety training requirements are met for granting of access. 
2.7 Upon approval of access requests, the CCEE Operations Manager and/or Operations Assistant will program swipe card access and/or request keys to CCEE spaces in accordance with ISU policy.  They will also regularly review space access reports to control access only to individuals granted access using the process described at 2.1 and 2.6.
2.8 Continued access to laboratory space is contingent upon adherence to all CCEE laboratory policies and guidelines. 
The Department Chair and/or his/her designees will ask individuals who no longer demonstrate need for access to CCEE laboratory spaces to relinquish their access, and follow the applicable check-out requirements detailed at Section 3.0 of the CCEE Research and Instructional Laboratories and Field Work Safety Policies and Guidelines document.
3.0 Specific CCEE Space Allocation and Management Guidelines
3.1 Research and Teaching Laboratories and Laboratory Support Spaces
3.1.1 Individual rooms and areas within CCEE lab spaces will be designated as common or dedicated to faculty programs to support specific research, outreach or teaching objectives.  

3.1.2 In general, one or more faculty and the cognizant laboratory manager(s) will be named as the primary contacts for each laboratory space. The points of contact are charged with assisting with the response to emergencies in the spaces and bringing problems and solutions applicable to the space to the attention of the users of the space and the Department Chair and/or his/her designees. Assignment as a primary contact does not imply ownership of space or confer broad decision-making authority for management of the space.
3.1.3 CCEE laboratory space usage will comply with the CCEE Research and Instructional Laboratories and Field Work Safety Policies and Guidelines, which describe the work and safety practices expected of any individual entering and using CCEE laboratory spaces.  
3.1.3.1 Students using instructional lab spaces as part of a CCEE course they are enrolled in for credit, and individuals working in a CCEE lab on behalf of student organizations will follow the applicable work and safety practices identified for their work as described in the CCEE Safety and Health Committee-Mandated

Training for CCEE Laboratory Access and at Completion of Lab Work document.   
3.1.4 In teaching labs, teaching and other instructional activities have priority over all other activities. Laboratory classes should have a dedicated space during the scheduled lab time.

3.1.5 Dedicated space within CCEE labs may be assigned for extended periods of time to enable individual faculty or groups of faculty to maximize their productivity. Dedicated space is an allocation of space for exclusive use to meet specific objectives defined when the allocation is made or later adjusted to meet revised or additional objectives. Dedicated spaces can be shared or single occupancy.
3.1.6 Some dedicated or common space may be assigned for specific projects or periods and then reassigned upon completion of the project or at the end of the assigned period. 

3.1.7 The department will endeavor to supply adequate space for all active research projects/programs. Funded projects/programs may have priority over long-term unfunded projects/programs.

3.1.8 Whenever possible, research groups with compatible interests and/or shared laboratories or equipment will be placed in contiguous spaces.

3.1.9 Shared space and facilities shall be prioritized over space and equipment used by individual faculty members. All lab space, including dedicated space, fume hoods and other equipment will be shared to the greatest extent possible. Lab managers will assist faculty who have been allocated space and/or access to space in making arrangements for sharing space and facilities.
3.1.9.1 Research laboratory space allocations and granting of space access requests will consider the research programs in CCEE, physical layout of CCEE laboratory spaces, sustainability potential for CCEE lab space layouts, research productivity of investigators in CCEE laboratory spaces (which will include, but not be limited to, peer review publication activity and indirect cost recovery of past, current and proposed research), theme of research work in adjacent spaces, and previous assignments of space to various research program themes as generally described at Appendix A. Organization of research themes and proximity of spaces with allied or complementary research themes will be given high priority during allocation and assignment of research lab space.  
3.1.9.2 Research lab space needs of individual investigators will be considered in the context of overall laboratory space needs within CCEE and the need to cover all expenses associated with CCEE labs. Moreover, allocation of laboratory space for investigators will consider research funding, research productivity and their overall contributions to CCEE. Individual faculty members should not expect an exact proportional match between research dollars generated by their work and space allocated to their research programs.
3.1.9.3 Programming of activities within CCEE lab spaces that are not well-aligned with each other will be avoided. Particular attention will be given to minimizing the potentials for particulate matter and other contaminants generated from specific research activities to adversely affect collateral research activities when locating research activities within CCEE lab spaces.
3.1.10 Large equipment items and other specialized equipment needs require extra consideration when allocating space, which may include a life cycle analysis.

3.1.11 If applicable and feasible, a research project shall be assigned dedicated space. In the event of substantial increases in space needs for new projects, space arrangements must be made and vetted through the Department Chair and/or his/her designee prior to proposal submittal in accordance with Section 2.4. Project- or center-specific space will have a time-limited assignment and an MOU on the space assignment or granting of access will be drafted. 
3.1.12 Adequate space should be provided for new faculty members, and to the extent possible, should be agreed upon prior to and be ready for use at the beginning of their appointments. Shared laboratories and equipment are encouraged and shall be prioritized for new faculty.
3.1.13 Lab space is expensive and shall not be used as office space or for long-term storage. The Department Chair and/or his/her designee may grant an exception to this policy requirement if the exception can be justified.

3.1.14 Faculty who employ or supervise staff, graduate research assistants or other student workers and/or others who utilize CCEE spaces are responsible for the behavior of their employees while in CCEE spaces and the coordination of their work with the cognizant lab manager(s) in the space(s) within which their research group(s) work.
3.1.15 Duplication of space and equipment within CCEE labs will be avoided in order to develop core capabilities of sufficient scale and scope to meet the needs of faculty and external clients.
3.1.16 Allocation of research space within CCEE will recognize the various space requirements of different research programs, and lab and support spaces will be allocated/assigned in proportion to these program requirements.
3.1.17 Requests for access to and use of ancillary spaces, facilities and equipment outside the Town Engineering building, such as, but not limited to, the Institute for Transportation Geotechnical Mobile Lab and Environmental Chambers located outside the West side of Town Engineering, will follow the applicable CCEE space access policies described herein in addition to the CCEE Research and Instructional Laboratories and Field Work Safety Policies.  

3.2 Storage
3.2.1 Common spaces for storage include assigned Town Engineering Building interior storage rooms and the exterior storage area outside the west portion of Town Engineering Building.  The CCEE Operations Manager and/or Operations Assistant in coordination with the cognizant lab manager(s) will ensure that all policies for storage of items in these areas are followed.  
3.2.1.1 Stored materials will be managed in accordance with the CCEE storage management plan for short, intermediate, and long term storage needs described in Appendix E.  

3.2.2 Stored material in these areas must be labeled with contents, name of owner, and date placed in storage. Users are expected to be considerate of others and periodically assess whether stored material may be purged, recycled or relocated to on-campus and/or off-campus locations dedicated to longer-term storage.  
3.3 Offices
Office space includes offices and office service rooms (file rooms, break rooms, kitchenettes, copy and fax rooms, mail rooms, records rooms, office supply rooms, closets, open and private circulation areas) assigned in support of CCEE instructional, research, service and administrative activities.   

3.3.1 Office space will be provided from the CCEE space allocation to support CCEE core missions and functional needs. CCEE will manage its office space needs to fit within the space that has been allocated to it at any given time. Office space will be arranged and used for maximum functionality and efficiency. CCEE will ensure that all office spaces are occupied.  When offices are left unoccupied for long periods of time, e.g., during sabbaticals or other leaves of absence, CCEE may use these spaces to alleviate pressing space needs. Shared office, open office and cubicle arrangements will be employed wherever possible to promote efficient use of allocated office space.

3.3.2 Assignment of multiple offices for faculty and staff is not permitted unless a need is demonstrated.  In such circumstances, a shared office may be assigned in a building other than the individual’s primary office.
3.3.3 Offices will be assigned based on need, availability and suitability for the intended use.  Single-occupant offices will be assigned to faculty with CCEE appointments equal to or greater than 0.5 FTE (unless otherwise noted), in order of priority:
3.3.3.1 tenured/tenure track faculty;
3.3.3.2 full time term faculty or full time staff whose job description requires privacy for working on confidential matters or meetings with students, staff and others;
3.3.3.3 others on a temporary, space-available basis including: 
3.3.3.3.1 other full time staff 
3.3.3.3.2 faculty or staff members with less than 0.5 FTE appointment

3.3.3.3.3 adjunct and affiliate faculty
3.3.3.3.4 visiting professorial faculty who are actively working with CCEE faculty.
3.3.3.3.5 tenure-track and research faculty (all ranks) with primary appointments in other units, or who have an office in another building/location (office space will be assigned on a case-by-case basis)
3.3.4 Multiple-occupant offices that may be private, shared, open, or in cubicles as appropriate and available, will be assigned to professional faculty with short-term assignments, faculty research assistants, research associates, staff, postdoctoral researchers, visiting faculty and others as determined by the Department Chair and/or his/her designee.
3.3.5 Desk/cubicle space in graduate student offices will be assigned to CCEE graduate students with the highest priority given to graduate research assistants (GRA) or graduate teaching assistants (GTA). Assigned space will be reassigned if it is not utilized. Trainees, student workers and others may be assigned desks in graduate student offices, if available, and if their need is justified.
3.3.6 Emeritus faculty may be assigned office space, typically shared space, by the Department Chair and/or his/her designee based on their continued active participation in teaching, extramural-funded research, scholarship and service, and their potential for future contributions to the mission of the Department and the College.  
3.3.7 The tables in Appendix F will guide office space allocations.
3.4 Conference Rooms
3.4.1 The process to be followed within CCEE for allocation, scheduling and use of conference room space is detailed in Appendix G.

3.5 Teaching Spaces

3.5.1 CCEE will endeavor to provide space appropriate to the needs of undergraduate and graduate students in support of pedagogical learning and teaching methods, research activities, and group/social learning activities.  
3.5.2 Requests for new teaching spaces will also go through the same justification and where applicable space planning processes as other space requests described generally at Section 2.   
3.5.3 For other than course instruction, reservation of department-controlled classrooms should follow the conference room scheduling process described in Appendix G.
3.6 Student Spaces
3.6.1 CCEE will endeavor to provide space appropriate to the needs of student groups.  The proposed Safety, Health and Space Committee in conjunction with CCEE Operations staff will review the needs of student groups on an annual basis, for allocation/reallocation purposes. 
3.7 Off-campus Space and Facilities
3.7.1 Access to and use of off-campus space and facilities will follow the applicable CCEE space access policies described herein in addition to the CCEE Research and Instructional Laboratories and Field Work Safety Policies.  
4.0 Vacating Space
When vacating a CCEE space, it is the responsibility of the occupant to arrange and pay the associated costs for the removal of all personal effects, wastes, confidential documentation, equipment items, etc. associated with their use of the space.  Requests for support in this effort should be directed to the CCEE Operations Manager. The CCEE Health and Safety Committee policies document describes procedures in Section 3.0 of that document for individuals to follow when they leave ISU. 
5.0 Space Planning
5.1 Target occupancy and utilization metrics for various CCEE spaces are presented in Table F2 in Appendix F. Granting of space allocation and space access requests will endeavor to meet and as appropriate exceed these metrics while also accounting for the normal fluctuations in levels of space utilization in the course of a typical academic year.

5.2 An outline of the process for scoping, proposing, planning and delivery of CCEE renovation projects and new capital projects for on-campus and off-campus facilities is presented in Appendix H and will comply with various ISU policies and guidelines presented in Appendices I and J.  Development of a business plan for renovation projects and new capital project proposals will be expected.
5.3 FP&M has a separate process for evaluating facilities impact by activities programmed for existing spaces detailed in Appendix K.   Where an exception to established space conditioning will be requested for any ISU space(s), the Environmental Exception Request in Appendix L must be completed and submitted.
6.0 Cost Recovery in Teaching and Research Laboratory Spaces
6.1 Internal (CCEE and other ISU entities) and external (e.g., industry) use of research and teaching lab spaces, equipment, materials and supplies for research projects will be billed on a monthly basis in accordance with the fee schedules established by CCEE for the various lab spaces within CCEE.  

6.2 Cost recovery rates for research project use of research and teaching lab spaces will be set on an annual basis, or more regularly as necessary, in accordance with the ISU Financial Accounting & Reporting guidelines (see section 8. and 9. at Appendix I).
6.2.1 Development of the rate schedule will follow ISU Financial Accounting & Reporting guidance.  Laboratory support and administrative personnel salary and benefits, consumable supplies, anticipated repair costs, equipment service contracts, shipping costs, telephone/IT/software costs, administrative costs, allowable equipment depreciation costs, and allowable capital improvements can comprise the major expense categories considered when developing the rate schedule. 
6.2.1.1 All investigators working in individual laboratory spaces or groupings of laboratory spaces for which rate schedules are developed will be invited and encouraged to participate in the development of the rate schedules.

6.2.1.2 All assumptions and calculations associated with development of the rate schedules will be clearly articulated in the spreadsheets used for rate development purposes and shared with the investigators working in the laboratory space or groupings of laboratory spaces for which the rates are applicable.
6.2.2 All internal users will be charged the same rates for the same services provided.  Allowable in-kind support and/or subsidies from research investigators, the department or other entities will be credited when accounting expenses.
6.3 Lab managers/coordinators will coordinate scheduling, logging of research and laboratory space, equipment and materials usage for billing purposes.
6.3.1 Individuals requesting access to or use of CCEE laboratory spaces with established fee schedules will detail how fees will be paid in their request workbook(s).
6.3.2 Equipment logs, laboratory door swipe card access records and doorway cameras, where applicable, will be used to support billing operations.

6.4 Cost recovery will be sought from the cognizant PI(s) and/or the accountable individual(s) for damage to spaces and equipment arising from their misuse, reckless conduct and/or willful negligence when using these resources.
Page 10 | 11
Version 10.4.18

Page 1 of 11

