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Space and resource allocation Policy

School of Psychology
Space General
Space is allocated to Schools, to be managed strategically by the Head of School. Allocations of individual rooms and laboratory space are made by the Head of School, to whom all requests should initially be made.

It should be noted that space is under pressure so requests cannot always be met. The following guidelines are suggested as a fair means of allocating space.

Members of Academic faculty: Full-time members of teaching faculty will have a single designated office, normally at least 10 sqm. Part-time staff may be required to share. When on leave/sabbatical, colleagues may be required to vacate their rooms, although this will depend on the particular demands at the time.

Furniture: Offices will be normally furnished with a large-corner desk, swivel chair, 2Xfiling cabinet, bookcase/shelving, table and 2 visitor chairs

Telephone: Single extension with 24hr national, international and mobile dialling

Research fellows/post-doctoral staff: These staff will normally be required to share an office with approximately 6sqm each.

Offices will be furnished with small corner-desk/table, swivel chair, filing cabinet, bookcase/shelving.

Telephone: Shared extension with working hours national, international and mobile dialling

Emeritus academic staff: Retired academic staff with emeritus titles cannot unfortunately be guaranteed office accommodation, but may have access to post, telephone and other related facilities on request.

Support staff: Support staff will have single or shared offices, with approximately 8 sqm each. Members of administrative staff who manage others may have their own office where space allows. Part-time staff and job sharers will normally share a desk.

Offices will be normally furnished with large-corner desks, swivel chairs, filing cabinet, table and visitor chairs.

Telephone: single extension with working hours national, international and mobile dialling
Associate tutors: Associate tutors cannot unfortunately be guaranteed office accommodation, but may have access to post, telephone and other related facilities to support their teaching duties.

Research students: PhD students will be allocated a desk in a shared office. Space is re-allocated each autumn term and students may be required to move desks at this time.  Space will be allocated on the basis of research groups and/or year groups close to supervisors/labs.  Part-time PhD students will need to share a desk, but continuation students will have to vacate their former desk space, but they may use and if the 2D17 hot desk space. Once a thesis has been submitted students may be required to vacate their office space before their viva voce.

Students will normally be provided with a small corner-desk/table, swivel chair, 2-drawers in a filing cabinet, shared bookcase/shelving.

Telephone: Shared extension with working hours national dialling
MSc students: MSc students are not entitled to desk space but there are some lockers available outside 2D17.  They may also use the 2D17 hot desk space, but in the summer term and summer vacation only.

Visiting Academics: Visitors to the University approved by the Dean may be allocated an office on request (if available) at a bench fee of £250 per term to cover the cost of the room space charge (light/heat etc), stationery, post, library and computer provision.

Offices will be normally furnished with small corner-desk/table, swivel chair, filing cabinet, bookcase/shelving

Telephone: Shared extension with working hours national, international and mobile dialling
Visiting Scientists/students: Visitors to the University cannot unfortunately be guaranteed office accommodation, but may be allocated space in a shared office on request.

Resources

All academic faculty, visiting faculty, research staff and research students are entitled to the following resources to support teaching and research activities. 

· Printing/copying

· Stationery

· Use of Fax machine

· Use of laminator

Resources to support teaching are paid for by the School and obtained via the Schoolal office.  Resources to support research are covered by the individual or supervisors research code.

Computing

All staff or PhD students allocated office space will be provided with computing and printing facilities.    Members of academic faculty are supplied with a PC or MAC with desktop and networked printing.  Research staff and students are supplied with a PC and access to networked printers.
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