ESD Flex Space/ Drop-in Space Rules

June 2010
· Flex Space/ Drop-in Users

· Casual visitors who are here for a few hours, 1 day or a few days.

· Participating Guests who are here from time to time, but not on a regular or daily basis.

· Cubicles

· Cubicles are available on a first-come, first-served basis.

· Spaces requests beyond 1 month (with a typical work week of 40 hours/week) for a particular space must be coordinated by the Space Coordinator before final confirmation of the space reservation is given.
· “Clean Desk” policy – desks must be cleaned off at the end of the visit for the next person using the space.  
· No space may be used for a long-term storage.

· Valuable personal items can be stored for multiple days, locked in a storage unit over the desk (if available) – see the Space Coordinator for a key to the unit.

· Services

· Free wireless internet is available throughout the buildings.

· Printing from the wireless connection to various laser printers can be configured (Please contact ESD’s IT point of contact).

· Phones are available in most of the spaces either as a shared or individual unit at the desk; cell phones are suggested – please speak quietly when using your cell phone.

· Division laptops may be checked out for use but arrangements must be made in advance regarding return of the loaner equipment.  See the Space Coordinator to make loaner arrangements.
ESD IT Point of Contact, Bryan Taylor
ESD Space Coordinator, Ronnie Woods

