FRANK PORTER GRAHAM STUDENT UNION

WORK SPACE 
GUIDELINES
USING YOUR SPACE SAFELY AND EFFECTIVELY
QUICK REFERENCE: 

TELEPHONE NUMBERS & E-MAIL ADDRESSES FOR ASSISTANCE
EMERGENCY AND SAFETY

UNIVERSITY POLICE………………………………………………………………911
GENERAL INFORMATION: KEYS, MAINTENANCE, FURNISHINGS, AND REPAIRS
Scott Hudson, Senior Associate Director for Operations…………………….…962-1555………...dhudson@email.unc.edu
HOUSEKEEPING AND RECYCLING

Juan Chavez, Housekeeping Manager……………………………………………962-9703…………jchavez@email.unc.edu

OTHER CONTACTS

Information Services (Union Desk) ………………………………………………..962-2286
Jon Curtis (back-up to Scott)………………………………………………………962-1555…….….jon@email.unc.edu
Don Luse, Director…………………………………………………………….……..966-3120…………lused@email.unc.edu

Special Arrangements, University Recycling Office……………………………..962-1442

University Police, ROUTINE………………………………………………………..962-8100

QUICK REFERENCE: OTHER HELPFUL INFORMATION

· IN AN EMERGENCY SITUATION, YOU WILL BE REQUIRED TO LEAVE THE BUILDING, NO EXCEPTIONS.
· BE AWARE OF YOUR PERSONAL SAFETY AT ALL TIMES!  

· DO NOT EVER KEEP PAINT IN YOUR WORK SPACE.

· DO NOT EVER KEEP MONEY IN YOUR WORK SPACE.

· Energy efficiency and conservation are expected.  Please turn off all machines and lights when you leave your work space.

· Recycling efforts are supported to the best of our abilities.  For further information, talk with Juan.

· Housekeeping should occur on a daily basis.  If there are problems, talk with Juan.

· Work spaces are re-painted every five (5) years in rotation with the rest of the building.  NEVER PAINT YOUR WORK SPACE WITHOUT THE APPROVAL OF FULL-TIME UNION STAFF.

· Work spaces are equipped with a desk and a chair; additional furniture is available (and if available) from Surplus upon request. 
· Bulletin Boards can be installed in your work spaces free of charge.  

· Additional keys are $5.00/key and replacement keys are $10.00/key.  NOTE: THIS CHARGE IS SUBJECT TO CHANGE.
· Re-keying Locks: $100.00 (including one key, $10.00 each additional key).  NOTE: THIS CHARGE IS SUBJECT TO CHANGE.
· All special requests are reviewed in light of the overall workload of Union staff and the appropriate fairness such action may have for other areas of Union operation.

· If you lose your work space and the Union Staff has to move your belongings, you will be charged for their labor.  The Union is not responsible for items left by your organization even when we have to move them and secure them for you.

PERSONAL SAFETY

We’re very happy to provide twenty-four (24) hour access to the vast majority of the Union.  However, in order to keep the building open 24 hours a day, you MUST be constantly aware of your personal safety at all times.  Practice “Safe Work Space.” 

· Be aware of your surroundings by paying attention to anything that is out of the ordinary.

· You should report any suspicious persons or behavior to the University Police IMMEDIATELY regardless of the time of day (911 or 962-8100).

· Make notes of problems you observe (locks which don’t work, lights that are burned out, etc., even when they are not in your immediate work space) and e-mail jon@email.unc.edu. 
· Stay up to date on hours of operation and special notices provided to you about renovation and/or cleaning projects.

· There are many occupants who utilize the facility overnight however, you should never be in the building or your work space by yourself.

· It is extremely critical when using the facility after hours that you secure each door behind you as you enter and exit.

· Double check that the door is locked and latched; pull or push on the handle to ensure that it is secure.

· For obvious reasons, NEVER prop any door to the building open.  In particular, never stuff a can or newspaper in a doorway since this can damage the hinges.  This creates more work for the Housekeeping and Maintenance staffs.

· Be sure that you have adequate lighting about you both inside and around the building’s perimeter.  Please assist us with energy conservation (it cuts pollution and resource depletion drastically) and lowered utility costs (it saves student fees) by turning off all appropriate lights and equipment when you leave.

PROPERTY SAFETY

This building is particularly vulnerable to theft in that there are always a lot of people in and about places where they may or may not need to be.  Keys get lost and found, or never turned in.  It cannot be stressed enough that everything you do with everything you have should be done in a way that makes it impossible for theft to happen.

· Personal items of value (personal stereos, etc.) should not be placed in work spaces.
· Personal items of value (wallets, purses, etc.) should not be left unattended in work spaces.

· Business items of values (computer equipment and other goods related to the function of the work space) should be engraved with identification numbers, registered with the University Police, and securely mounted onto tables, desks, or other surfaces.

· Money and tickets or other cash-related items should NEVER be stored in work spaces unless they are in a lock box, safe, and/or work space with a burglar alarm.  The best way to handle cash is to do a daily deposit of your moneys with a bank.  Outside of banking hours, you can deposit money through Information Services; contact them at 962-2285 to make arrangements.

· Transactions, deposits, accounting, and other cash actions should be done privately and should vary so as to avoid establishing pattern.

· Work spaces should never be left unattended or unlocked.

· When working after hours, you should lock your work space door behind you.

· As in personal safety, never prop open any door to the building or your work space.

· You should audit the keys you have received for your work space(s) on a regular basis.  Lost keys should be treated as potential danger and locks should be re-keyed.

A last word here, a pet peeve.  When something is stolen, call University Police immediately.  Don’t wait for the Union Staff to arrive and then accuse the Housekeeping/Maintenance staff.  It is extremely insulting to all of us and causes a lot of hurt and anger with this staff.  It is NOT your place to establish suspicion of guilt.

CAROLINA UNION RULES AND REGULATIONS

We have only a few rules and regulations and these are designed to help stretch our resources and to avoid problems for your successors.  It is a privilege to have work space in this building, one that can change from year to year.  Please remember that the space you use now should be maintained respectfully and properly for the organizations and the students who follow you.

· Do not attach any type of object to a painted or finished surface, i.e. doors and walls.  Do not use tape of any kind, or thumbtacks, push pins, Velcro pads or anything else.  These items damage the surface and create more work for the Housekeeping and Maintenance Staffs and further are costly to repair: a poor use of student fees.
· Do not store open food or leave open food containers lying about.  This is unsanitary and attracts rodents and vermin.

· Do not move heavy objects through your work space or the building.  This can cause damage to carpeting and/or tile and you will be responsible for the cost of the repair.  We’ll be happy to move it just as soon as we can.

· Do not pile up refuse on the floor.  Additionally, do not allow inordinate amounts of old records, files, etc. to accumulate in your work space.  If you are unable to remove these items yourself, alert our staff and we will handle it.  The Union does not permit storage of your records and/or files, props and costumes or any other items.  Please do not over-inundate your work space with these items; it is ultimately unsafe.

· Be energy conscious!  Turn off lights and equipment when you leave your work space.  Over the past five years, the biggest increases that hit our budget each year is in the rate we are charged for utilities (yes, your student fees pay for that); we have seen annual increases as high as 17 percent in one year.  

· If you notice a problem with a leaky faucet or some other kind of mechanical failure, alert the Housekeeping Staff or Information Services (Union Desk) Staff.  

Be respectful of the staffs that work here; they will always try to do their best, and how you treat them will be reflected back on you.  Be communicative about difficulties you encounter so that we can work to make this Union the best experience it can be for everyone.

HEALTH AND SAFETY

There are not a lot of rules and regulations from the Union regarding much of anything, whether work space related or not.  However, the following are a few rules from the University Health and Safety Office.  They are not difficult and many of you will probably never need to worry about them, but you must be aware of them and follow them when applicable.

· PAINT CANNOT BE STORED IN WORK SPACES WITHOUT BEING STORED IN A FIRE-PROOF, PAINT STORAGE CABINET.  If you plan to store paint, you cannot do so until you have purchased a cabinet.  (This cabinet must be kept in your work space.)  For further information on how to purchase a cabinet, please talk with Scott Hudson.  Because of our limited amount of storage space, the Union is unable to store paint or the cabinet for you.

· HELIUM TANKS CANNOT BE STORED IN WORK SPACES WITHOUT A HOOK TO WHICH THE TANK IS STRAPPED.  If you expect to utilize a helium tank or tanks, you must make arrangements with Scott about installing a hook.  Please note that it may not be possible in some work spaces to install a hook.  If you are planning to have helium in the building, you must inform, in writing, either Scott Hudson or Jon Curtis.  Please note that you must arrange a delivery date, a storage space, and a pick-up date for the helium and that information must be included in your correspondence.

· PERSONAL UPHOLSTERED FURNITURE MAY NOT BE BROUGHT INTO THE UNION.  It is not likely that this furniture has been treated with or upholstered with flame-retardants.

· AREA RUGS ARE NOT PERMITTED IN PLACES OF PUBLIC ASSEMBLY (THE ENTIRE BUILDING IS CONSIDERED SO), AND ALL FLOOR COVERINGS (EXCEPT ENTRANCE/EXIT MATS) MUST BE SECURED TO THE FLOOR.
Because this is a public building, we are required to comply with these regulations established by Health and Safety without any exceptions.  Failure to comply will result in immediate loss of work space.

WORK SPACE MAINTENANCE

So you’re now in a work space with at minimum a desk and a chair.  What do you do when you’ve got a broken chair, burned out light, faulty lock or similar?  Follow these steps:

When you have some type of repair that you need to have done to your work space, please complete e-mail jon@email.unc.edu (note: if you get a message that he is out, e-mail dhudson@email.unc.edu).  This enables the Building Management staff to act more quickly on a repair.  Our goal is to complete a repair request within three (3) working days.  Sometimes, it is necessary for us to utilize the University’s Physical Plant department for some repairs beyond our abilities or that we are prohibited from doing.  

When there is a critical problem, prior to 2:00 p.m. page Union Maintenance 969-0623.  After that time, contact the Information Desk (962-2285) and ask for the Building Supervisor on duty.  After hours, you should locate one of the third shift Building Management staff.  Please do not contact the Physical Plant or the University Police unless ABSOLUTELY no one from the Union Staff is available AND IT IS A TRUE EMERGENCY (flooding restroom, electrical problem, etc).  If you contact either of these agencies without first checking with Union staff, you will be liable for the charge.

If you need to have something removed from your work space, again, just e-mail dhudson@email.unc.edu.  Every effort will be made to move the item(s) as soon as possible.

HOUSEKEEPING
Your work space is your home.  The only difference is that you don’t have to worry about keeping your work space clean, relatively speaking, although it would be very well received it appears neat, tidy, and organized.  The Carolina Union Housekeeping Staff will do the cleaning for you, provided you show a modicum of respect for your work space and for them – by keeping it neat, tidy, and organized.

· First, learn the names of and be courteous and friendly to the Housekeeping Staff; they are extremely dedicated, hard working, and terrific individuals to know.

· Second, you can expect to have your trash pulled on a daily basis.

· Third, you can expect to have your floors cleaned on a daily basis.

· Fourth, you can expect to have window ledges and most other areas of your work space dusted and/or wiped down at least every other day.

It is our policy that no desk is to be touched by a member of the Housekeeping Staff.  Some work space occupants are concerned for the location of papers and have a particular order to their desks.  If you would like to have your desk dusted and polished, e-mail jchavez@email.unc.edu and be sure to state what day you will have the desk cleared for cleaning.

If you are expecting new work space equipment or planning a big project that generates additional trash (requiring containers for appropriate recycling and/or large rolling trashcans), you will need to arrange this with Housekeeping.  This is your responsibility and failure to meet this obligation will result in a charge and/or loss of work space.  For cardboard recycling, call the University Recycling Office at 962-1442 to make arrangements for pick-up.  Juan Chavez is the Union’s Recycling Coordinator; he can also be of assistance.  If you are interested in increasing your recycling efforts, the Union can provide some assistance.  For further information, contact Juan (jchavez@email.unc.edu).

Again, please be respectful of the Housekeeping Staff.  They have an enormous job to do in keeping this building clean, sanitary, and pleasant.  They may not always be able to drop what they are doing for you; it’s not that they are disrespectful, but rather they are juggling a large number of tasks and unless yours is a huge emergency, they will handle your request at the earliest possible moment.

Speaking of huge emergencies, if you spill a drink or make any other large mess on your floor (or walls, chairs, etc.), contact Housekeeping immediately through Juan or Information Services (Union Desk: 962-2285).  Unless you are doing something stupid (like painting a banner in your work space), there won’t be any charge for the service of cleaning up your mess.
SPECIAL REQUESTS

We get an awful lot of these; when possible, it is our wish to accommodate them (you).  Given our limited resources, this is not always possible.  It’s difficult to prioritize the various requests and their demands on resources, and even more difficult to spend money on one organization’s work space and not spend it on all the work spaces.  So, please work with us in understanding that no disrespect is meant if you forward a request to have your work space painted, furniture recovered or new filing cabinets and the response is “We’re sorry, no.”  As mentioned in the first section of this handbook, there is a pattern to managing this facility.  Help us help you.  Thank you for your understanding.

LAST STUFF...

· REMEMBER THAT WORK SPACE ALLOCATION IS A PRIVILEGE AND NOT A RIGHT.
· REMEMBER THAT WORK SPACE IS TO BE USED DAILY FOR THE DAY-TO-DAY FUNCTIONS OF THE GROUP.

· REMEMBER SAFETY AT ALL TIMES.

· REMEMBER PAINT STORAGE IS STRICTLY PROHIBITED.

· REMEMBER TO BE CONSIDERATE OF OTHERS AROUND YOU, INCLUDING THE HOUSEKEEPERS.

· REMEMBER TO KEEP YOUR OFFICE NEAT AND ORGANIZED AT ALL TIMES.

· REMEMBER THAT WORK SPACE MUST BE APPLIED FOR ANNUALY; APPLICATION MATERIALS ARE SENT BY THE END OF JANUARY TO THE ADDRESS THAT YOU HAVE PROVIDED FOR YOUR ORGANIZATION.
