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PURPOSE

University space is a limited resource that is allocated thoughtfully to support the mission and
strategic goals of the college and the university. This policy outlines the general guidance for use
of all space resources throughout the institution, including those provided for staff and faculty of
various ranks and workloads. The Policy does not create any contractual or legally enforceable
rights or any private rights. The Policy is subject to being modified or terminated by the
University at any time with or without notice or publication.

The scope of this policy is to ensure effective space utilization across the university by
establishing authority and procedures for designating space and making changes to space
utilization. All capital requests, technology change requests, funding requests must follow
relevant established policies and procedures over and above any requests for space utilization
changes.

DEFINITIONS AND ACRONYMS
Staff: University personnel, both full-time and part-time.

Faculty: University personnel, both full-time and part-time, who are engaged in research,
instruction both inside and outside the classroom, service and/or administration of academic
functions.

Flex Space: Unassigned spaces that may be reserved for a wide range of purposes by various
users, including students, community partners, and guests, as well as faculty and staff. Flex
spaces may include conference rooms, study rooms, or multipurpose rooms with movable
furniture to allow for a range of uses.

Hoteling: The elimination of assigned seating in a workspace, thus allowing employees to
reserve office space to meet their needs as they change from day to day.

Shared Office: The assignment of one office space to multiple faculty or staff members with
alternating schedules. A shared office may have one workstation used on alternating days by
multiple faculty or staff and/or several workstations or cubicles that could be used at the same
time.

Private Office: The assignment of one office space to one faculty or staff member. The office
space must have the ability to be closed off from other spaces.



Unit supervisor: The individual who conducts annual review of the faculty member or academic
staff member.

Capital Request: A request that requires capital expense.

POLICY STATEMENT

As with all university resources, space should be deployed in the most efficient and effective
manner to best support the mission and strategic goals of the college. Office space and other
university physical locations are university property that may be designated for use by an
individual, a unit, or as a Flex Space in a manner that best advances the mission and priorities of
the college and university.

Faculty and staff provide valuable contributions to the teaching, scholarship, service, and
outreach missions of the university. To support on-campus activities related to those missions,
faculty and staff are provided access to private office space and larger conference room space in
proportion to their workload and responsibilities.

Remote/Hybrid Faculty and Staff

Employees working on campus fewer than three full days each week should expect to share
workspaces with other employees. This expectation applies regardless of position. Employees on
campus 3 to 5 full days per week may be assigned dedicated workspace.

Office Space Allocations by Office and Position Type
Private offices are provided for the following:
e Executive Leadership
¢ Administration (e.g., Deans, Directors, Assistant/Associate Dean, Chairs, Coordinators)
e Full-Time Faculty, whether non-tenure-track or tenured, who work on campus three or
more days per week.
e Full-Time Staff who work on campus three or more days per week.

Either Private or Shared Offices based on available resources are provided for the following:

e Full-Time Faculty, whether non-tenure-track or tenured, who work on campus fewer than
three days per week.

e Full-Time Staff who work on campus fewer than three days per week.

e Part-Time Faculty

e Part-Time Staff

e Emeritus Faculty with part-time teaching or administrative responsibilities (See Faculty
Manual, Chapter 3 Employment)

e Visiting Faculty, Scholars, Community Members, Consultants

Shared Office, Hoteling Space, or Flex Space, including conference rooms
e Emeritus Faculty (See Faculty Manual, Chapter 3 Employment)

Research Assistant or Post-doctoral Fellow

Student Workers

Consultants, Community Partners, Guests



Faculty and Staff Separations and Retirements
Faculty and staff on their final employment date are expected to vacate their office, turn in their
keys to Facilities, and follow any other relevant Human Resources exit policies and procedures.

Emeritus faculty members with no teaching or administrative responsibilities may request an
extension from the Space Utilization Committee, not to exceed one semester beyond their
retirement date.

PROCEDURES

The unit supervisor shall assign office space as appropriate to the faculty and staff workload at
the time of hire. The unit supervisor will also periodically review space assignments for faculty
and staff and, if necessary, reassign offices to optimize space based on the expected or proposed
contributions of faculty and staff members in the future.

Any adjustments to the assignment of office space should be reported to the Office of Academic
Affairs and a faculty/staff directory update form should be submitted.

Requests for changes to space allocations or utilization may be made to the Space Utilization
Committee.

It is expected that faculty and staff will be assigned no more than one office. Faculty and staff
with senior administrative duties and those with joint appointments may request a secondary
workspace in another building. A secondary office may be shared or private. All decisions
related to requests for multiple offices will be made by the Space Utilization Committee.

Faculty and staff who are allocated office space through hoteling, may reserve office space
and/or conference rooms via the unit’s space calendar administrator and/or 25Live.

RELATED UNIVERSITY, STATE AND FEDERAL POLICIES

ACAF 1.06 Academic Titles for Faculty and Unclassified Academic Staff Positions
HR 1.22 Telecommuting

HR 1.57 Separation from Employment and Break in Service

HR 2.02 Post-Retirement Employment

Faculty Manual Chapter 3: Employment

Retirement Benefits

Separation and Offboarding

Separation Checklist

HISTORY OF REVISIONS
Julyl, 2024 — New policy approval by Executive Leadership Team and USC General Counsel


https://forms.office.com/Pages/ResponsePage.aspx?id=Ynu6jIaexkabGwZQSmHHLb1KTp08YGJGo8GjVsdjFipUN1c1REE1TlhZWlVQRFhPV0w3R0FXVDBMWi4u
https://25live.collegenet.com/pro/scupstate%23!/home/event/form
https://www.sc.edu/policies/ppm/acaf106.pdf
https://www.sc.edu/policies/ppm/hr122.pdf
https://www.sc.edu/policies/ppm/hr157.pdf
https://www.sc.edu/policies/ppm/hr202.pdf
https://uscupstate.edu/about/faculty-governance/faculty-manual/
https://www.sc.edu/about/offices_and_divisions/human_resources/benefits/retirement/index.php
https://emailuscupstateedu.sharepoint.com/sites/Employee-Intranet/SitePages/separation.aspx?xsdata=MDV8MDJ8Q0FHR0FJTk9AdXNjdXBzdGF0ZS5lZHV8MTc2MmU1NjE4MTIwNGRlZWEwYTMwOGRlNmQ4MTJmNzV8OGNiYTdiNjI5ZTg2NDZjNjliMWIwNjUwNGE2MWM3MmR8MHwwfDYzOTA2ODU5ODgxMDY0MjI0MHxVbmtub3dufFRXRnBiR1pzYjNkOGV5SkZiWEIwZVUxaGNHa2lPblJ5ZFdVc0lsWWlPaUl3TGpBdU1EQXdNQ0lzSWxBaU9pSlhhVzR6TWlJc0lrRk9Jam9pVFdGcGJDSXNJbGRVSWpveWZRPT18MHx8fA%3d%3d&sdata=Nm80UElwOVFBdGRBZWpoT3pobFpvK1c1enAzT0EybkxMWUxzbFF6dUV2OD0%3d&clickparams=eyAiWC1BcHBOYW1lIiA6ICJNaWNyb3NvZnQgT3V0bG9vayIsICJYLUFwcFZlcnNpb24iIDogIjE2LjAuMTk2MjguMjAyMDQiLCAiT1MiIDogIldpbmRvd3MiIH0%3D
https://emailuscupstateedu.sharepoint.com/sites/Employee-Intranet/cs-intranet/settings/WidgetContentDocs/separation-checklist.pdf
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