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Space Planning and Management Policy

Faculty of Health Sciences
1.0
Preamble

1.1
Vision – The FHS is one of the more complex faculties within the University of Ottawa. With the increasingly diverse nature of health research and the need for multidisciplinary approaches to research, the Faculty would like to assist researchers and enhance their competitiveness through the development of interdisciplinary research groups, and where it is advantageous, to offer group members an opportunity to work in multi-user “wet” or “dry” research spaces. The increase in health research and funding brings to the FHS many new opportunities for research collaborations that transcend traditional school boundaries. However, with the new and exciting opportunities in health research come added pressures on our most scarce and limited resource: space. As a result, the FHS will increasingly be required to make tough decisions on space allocation. This document outlines the principles whereby space is to be managed, and is intended to serve as a guide to the whole Faculty as we struggle with the legacy of our research successes--the ever increasing pressures on this finite space resource.
1.2
Policy 95 – According to Policy 95 of the University of Ottawa, the University assigns blocks of space or entire buildings to the Faculty of Health Sciences (FHS) for its use and proper management; however, the University, at its discretion, can reclaim and reallocate space as deemed necessary to meet changing needs and priorities. The FHS has a responsibility to manage its space allocation in a manner that responds to the changing needs and demands of its various disciplines and units and in a manner that complies with the University policies and guidelines. The FHS is required to have in place a Space Planning and Management Committee (SPMC). 

1.3
Final Authority – Within the FHS, the SPMC is advisory to the Dean. On an ongoing basis the SPMC reviews all research space allocations as well as all space-related requests. The SPMC then makes recommendations to the Dean for final decision and action.


2.0 Responsibilities of the 
SPMC
The SPMC is responsible for:
· Ensuring compliance with University space policies and for establishing and revising, when necessary, a faculty-specific space policy for the management of space;
· Addressing reductions in space allocations where so requested by the University Administrative Committee;
· Planning, reviewing and, when necessary, making recommendations for the allocation of assigned space between disciplines and between uses other than classroom, based on changing faculty needs and priorities;
· Recommending space allocations and re-allocations in accordance with the present policy;
· Considering and making recommendations with regards to requests for alterations and/or renovations of existing space;

· Considering and making recommendations with regards to requests for additional space;

· Monitoring and evaluating space utilization on a yearly basis;

· Reporting annually on the FHS space utilization, using standard forms.

3.0
Priorities and Principles
Underlying Space Allocation

3.1
Ownership – As a principle, all space is the property of the University. Space allocated to the FHS is designated in trust to the Faculty through the Dean of the FHS who bears direct responsibility for its allocation, use and subsequent re-allocation. As a result of this principle, research space (including offices not allocated to full-time or part-time professors or professional staff) is for the FHS use and, as such, cannot be reserved or designated for a unit, an individual or a group’s exclusive and permanent use.
3.2
Allocation – As a principle, the allocation of research space within the FHS is under the auspices of the Dean, who takes under advisement the recommendations provided by the SPMC.
3.3
Allocation Criteria – As a principle, recommendations for space allocations are based on the criteria set out in Section 5.4, and space utilization is assessed, on an ongoing basis, based on these criteria. The criteria have been selected on the principle that in allocating space for research purposes, evidence of “spin-off” benefits to the FHS be considered.
3.4
Multi-User Facilities and Equipment– As a principle, the FHS favors the development and operation of multi-users facilities as well as it favors the use of common (shared) equipment and/or special technique facilities. The expectation is that researchers working in groups in contiguous or shared space will require less space because of substantial savings that can be achieved through sharing of facilities and resources. The following two principles apply here:
1) Multi-User Facilities: annually, the SPMC will give individuals permission to use the research space. Those individuals will agree on a schedule posted on the door of the research space or available through the internet. In case of schedule conflict, individuals doing funded research will have priority in the use of the research space. In the case of schedule conflicts between funded researchers, the matter will be resolved by the unit Director or the Vice-Dean research when more than one unit is concerned.
2) Multi-User Equipment: in teaching laboratories equipment purchased by the unit will be used and not equipment bought by individual researchers. When not used for teaching, teaching equipment (i.e., purchased by the school or department) may be used by individual researchers who then become responsible for it and for reimbursing the costs associated to that equipment being stolen or damaged (i.e., they will be responsible for the costs of repair or replacement). In the case of equipment bought by an individual researcher, it is the property of the Faculty of Health Sciences but the responsibility of the researcher, whose research funding must assume the costs of its maintenance and repair. The researcher is encouraged to share his or her equipment but has no obligation to do so unless specified by the Dean.
3.5
Priorities – For the allocation of space (other than that specified under Policy 95 of the University of Ottawa), the priority shall be, from highest to lowest:
1) Space for research activities, including space for research centers and institutes;

2) Work space for graduate and postdoctoral students;

3) Space for meetings and ad hoc seminars;

4) Space for extraneous teaching activities or service-oriented activities.


4.0
Guidelines for General
Space Allocation 
Planning, allocating and managing space in the FHS shall be done in such a way that professors, support staff, hired research assistants/associates, and graduate/postdoctoral students be able to accomplish their activities of teaching, research and/or service while at the University of Ottawa.
4.1
Guidelines for Space within Each of the FHS Units: the Dean of the FHS temporarily delegates responsibility for the management of the following spaces to individual schools:
· Offices for Regular Professors: Each of the FHS academic units shall assign one office for each regular professor and shall allocate privileges (e.g., windows, larger office) according to its own priorities.
· Office Space for Part-time Professors: Each of the FHS units shall reserve shared office space for part-time professors to meet with students and to work.
· Office Space for Professional Visitors: Each of the FHS units shall attempt to reserve office space or shared office space for visiting scholars, visiting professors, professional research assistants, and other professional visitors whose stay at the FHS enhances its teaching and research endeavours. Such allocation should be done according to each of the unit’s own priorities.
· Work Space for Support Staff: Each of the FHS units shall reserve office or work space for support staff who work full-time.
· Work Space for Graduate and Postdoctoral Students: Each of the FHS units shall reserve shared space for graduate and postdoctoral students to meet, read, and collect their mail. In addition, graduate and postdoctoral students shall have access to work areas, computer stations, and meeting rooms. Each graduate or postdoctoral student involved in a research program shall have access to a workstation (a table and writing space) and access to a computer.
· Work Space for Hired Professional Assistants/Associates: Researchers who hire full-time research assistants or associates shall be responsible for ensuring that they have the proper work space within the researchers’ own research space. In addition, each of the FHS units shall ensure that these hired professionals have access to computer stations and meeting rooms.
· Seminar Rooms: the FHS shall allocate space for meetings, thesis defences, and ad hoc seminars taking place in Guindon Hall. The School of Human Kinetics shall allocate space for meetings, thesis defences, and ad hoc seminars taking place in Montpetit Hall.
4.2
Guidelines for Space Allocated to Third Parties – According to Policy 95, Space allocated to the FHS for its activities cannot be allocated to third parties (e.g., associations, individuals, commercial activities, spin-off companies, etc.) without prior approval from the Administrative Committee regardless of whether or not a rent is to be charged. When the FHS is interested in allocating space to a third party, it must first get approval in principle from the Administrative Committee for the amount of space to be allocated and the rent to be charged. Because space is at such a premium, the faculty or service must clearly demonstrate the value added to the University by having the third party on our campus. Notwithstanding the value added, it is generally required that third parties pay market rent as established by MMS for the quality of space provided. Once approval in principle has been granted, the FHS must include MMS in the discussions and in the drafting of the agreement.

5.0
Guidelines for Allocation of
Research Space

5.1
Laboratory Space Designated for Courses – Sufficient research space shall be available for the research needs of regular professors. Laboratory space designated for courses shall be available for research on an ad hoc basis, by request and subject to course schedule. The request shall be made to the unit’s Laboratory Committee or Executive Committee, whose recommendation shall be forwarded to the SPMC for consideration.
5.2
Designated Research Space – For designated research space, it shall be requested by one or a group of professors. The request shall be made to the unit’s Executive Committee or School Council, whose recommendation shall be forwarded to the SPMC for consideration.
5.3
Initial Space Allocation – Initial space allocations to new faculty members who require research space (shared or dedicated) will be negotiated directly with the Dean. At a minimum, new faculty members who require research space shall obtain shared research space. The initial space allocation period is two years (the first two years of appointment to the FHS). After the initial space allocation period, faculty members’ space allocation will be reviewed using the criteria listed in Section 5.4.
5.4
Allocation and Re-Allocation Criteria – The SPMC shall recommend allocating the research space to one or a group of FHS professors according to the following three criteria:

· 1st criterion: External research funding – In evaluating the priority of the type of external funding, priority shall be given to professors who have, from highest to lowest: (1) grants from a national or international peer-reviewed granting agency such as NSERC, SSHRC, CIHR, Heart and Stroke Foundation, National Cancer Institute, etc., and administered in sum or in part through the University of Ottawa, as well as contracts administered through the University of Ottawa; and (2) intramural grants.

· 2nd criterion: Current academic productivity – Priority shall be given to professors who demonstrate current (preceding 3 years) academic productivity, as evidenced by peer-reviewed publications.
· 3rd criterion: Current involvement of graduate students in their research – Priority shall be given to professors currently (preceding 3 years) involving graduate or postdoctoral students in their research space.
5.5 Allocation and Re-allocation Costs – The SPMC shall, in its consideration of specific space allocations or re-allocations, consider the cost of refurbishing and/or re-equipping the space to accommodate change and/or new use.
5.6 Allocation Period – The allocation of existing space is not permanent and is dependent on the criteria listed in Section 5.4. Occupancy of the research space will be reviewed on a yearly basis (in June/July) by the SPMC, following the consideration of the researchers’ annual reports. In the case of contracts/grants where research space has been negotiated with, and agreed to by the Dean, the use of the space will be guaranteed for the duration of the contract/grant.
6.0
Procedures for Requesting
Additional Space
6.1
FHS Procedures – Space requirements for new activities within the FHS are managed by the FHS from within its current space allocation; only requests for significant additions of space are considered by the University Space Planning and Management Committee. In both cases (request for additional space or request for significant additional space), individuals, groups or FHS units seeking additional space must: (a) fill out the Space Request Form; (b) obtain the approval of their Executive Committee; and (c) forward their duly signed Space Request Form to the SPMC. The SPMC reviews the requests and makes recommendations to the Dean.
6.2
University Procedures – If approved by the Dean, requests for significant additional space are forwarded to the University Space Planner by the Dean. A summary of the analysis made by the SPMC accompanies the request. It is important to note that, according to Policy 95: (a) the FHS has to demonstrate why a reallocation of space is not possible; and (b) the allocation of space by the University does not imply the approval of (central administration) funds to carry out alterations or renovations.

7.0
Procedures for Requesting
Space Alterations or

Renovations

7.1
FHS Procedures – Space alterations or renovations are managed by the FHS. Individuals or FHS units seeking space alterations and/or renovations must: (a) fill out the Space Request Form; (b) obtain the approval of their Executive Committee or School Council; and (c) forward their duly signed Space Request Form to the SPMC. The SPMC will review the requests and make recommendations to the Dean.
7.2 University Procedures – If approved in principle by the Dean (i.e., the Dean may decide to agree but only at the condition that the estimated costs of the alterations or renovations are below a set number of dollars), requests for space alterations and/or renovations are submitted by means of a letter to the Director of the University of Ottawa Physical Resources Service (PRS). According to Policy 113, the PRS studies the request in close cooperation with the SPMC and the school concerned. A summary estimate is then given free of charge by the PRS to the Dean. If the Dean then decides to go ahead with the project, the Dean will receive a detailed estimate (including functional technical programs where applicable, plans and preliminary specifications where needed, along with a preliminary work schedule). The funds encumbered for this detailed estimate will be charged to the project even if the project does not go ahead. The PRS will then wait for written approval from the Dean and for agreement in principle from the Vice-Rector, Resources or the Vice-Rector’s delegate; the PRS will also wait for the Vice-Rector to authorize the work itself before preparing final documents and conducting a call for tenders. Once the tenders have been opened and before a contract is awarded, the forms for the authorization and approval of the project and the forms for the transfer of funds to the PRS must be approved by the Dean of the FHS. For individuals or FHS units seeking space alterations and/or renovations, it is important to note that: (a) to be completed and invoiced during the current fiscal year, projects valued at more than $10,000 must be submitted by the SPMC to the PRS before the end of December; those valued at less than $10,000 must be submitted before mid-February; and (b) to be completed before September 1 of the current year, projects valued at more than $10,000 must be submitted by the SPMC to the PRS before mid-May, subject to an assessment of their scope and complexity.


8.0
Space Allocation Review
Process
8.1 Annual Review – The SPMC collects information annually from the professors’ annual report. Considering the criteria listed in Section 5.4 and taking into consideration the various requests for space as well as the costs involved, the SPMC reviews all space allocations and makes recommendations for continued occupancy, space reduction or space increase.
8.2 Continued Occupancy – Continued occupancy is reviewed by the SPMC using the criteria listed in Section 5.4 of this document and taking competing needs (if any) into consideration. If continued occupancy is recommended by the SPMC, the Dean will be asked to approve it and forward his final decision to the individuals concerned to inform them of the status of their space allocation for the next academic year.
8.3 Space Changes or Increases – Using the criteria listed in Section 5.4 of this document and the needs of the FHS, the SPMC considers requests for space alterations/renovations and requests for space increases and makes recommendations to the Dean. Requests are evaluated by the SPMC taking costs and competing needs (if any) into consideration. Following the various steps outlined in Sections 7.0 and 8.0 of this document, the Dean takes a final decision and forwards it to the individuals concerned to inform them of the status of their space allocation for the next academic year.
8.4
Space Reduction – Using the criteria listed in Section 5.4 of this document, the SPMC reviews the professors’ annual report and considers competing needs (if any) into consideration. In the event of a significant decrease in external operating grant support, productivity and/or number of graduate students involved in the research space, and when no applications have been made to replace lost funding at the earliest possible opportunity, the SPMC may recommend to the Dean a reduction in assigned research space. The Dean will take a final decision and write formally to the individuals concerned to inform them of the status of their space allocation for the next academic year.

8.5
Grace Period – In the event of a significant decrease in external operating grant support, productivity and/or number of graduate students involved in the research space, but when applications have been made to extend the funding period or to replace lost funding and continue the research program, then the SPMC will recommend that the researcher retain his or her dedicated laboratory space for up to one year, granted that student space not used by this researcher be made available to students working with other researchers. The Dean will take a final decision on all matters and write formally to the individual concerned to inform him or her of the status of his or her space allocation for the next academic year.
9.0
Implementation of the
Policy 
The SPMC shall implement the present policy. All litigious questions regarding the application of the present policy must be brought, in writing, to the chair of the SPMC. When the SPMC is unable to reach a decision, the SPMC is responsible for presenting the issue to the Dean and for requesting a final decision from the Dean.
10.0
Appeals
Appeals to decisions taken by the Dean must be done in writing within 30 days of receipt of the Dean’s letter concerning the research space allocation. The appeal will be considered appropriate only if it focuses on new information to support the appeal (i.e., information not already part of the researcher’s annual report and/or Space Request Form). The Dean and the Chair of the SPMC will meet to consider appropriate appeals. The Chair of the SPMC will communicate with the researcher once the appeal process has been completed and the final allocation decision made.
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