
 

6th Floor Research Space Policy – July 2007 
 

Phil Lawrence 6th July 2007 

 
Scope of this Document 

This policy document covers the allocation and usage of physical resources (Space) of the 
Proteomics-Biosciences laboratories of level 6 building 4. The policy is aimed at providing a 
defined and equitable system for the allocation and use of space for people, their personal and 
shared equipment. The policy is also intended to maximize the efficiency of general laboratory 
operations and readily allow for future expansion and re-allocation to support the research 
goals of the faculty. The Proteomics Technology Centre of Expertise implements these policies 
once they have been agreed to by the faculty and senior stakeholders. 

Notes 

Space can only be allocated to people whom we are aware of and who have a genuine need 
to do lab work on level 6. It is the responsibility of researchers to ensure that the Operations 
Manager is informed of the arrival and pending arrival of all students, staff and visiting 
collaborators. This way we can ensure that we can reserve the physical resources required 
and insure that our induction records are complete.  

Division of Space 

The bench space, cupboard space and storage racking space in all laboratories, specialty 
rooms and store rooms are divided up in a numerical system as per the map appendix 1a and 
associated allocation table 1b. 

There are a number of different types of allocations: 

o Habitable allocations- normally allocated to a research staff or student often 
allocated to a specialist item of equipment or activity 

o Shared area allocations- normally allocated to a shared usage piece of equipment 
or dedicated to a specific activity 

o Storage allocations- normally allocated to research groups or specific storage 
purposes 

The habitable allocation divisions are based on a minimum bench allocation of 2 linear meters 
of open bench space per active bench researcher. All benches are divided to provide the 
maximum number of such allocations. Significantly large pieces of equipment or groups of 
smaller equipment may be given their own allocation in either a habitable or shared area. It is 
expected that equipment located in shared areas will normally be openly available for use with 
other lab users. Additionally, large numbers of bench allocations for equipment is only 
supported where there is a genuine need for that equipment among a significant number of 
active researchers in the area. 



 
Specialised Laboratory Suites 

In terms of shared space for equipment and specific activities, individual geographical areas 
are generally set up for particular disciplines of research. Much of the shared space allocations 
in these areas will be allocated to relevant shared equipment. This may not always be the case 
as there are a number of large equipment that are less frequently used and may not be 
specifically linked to any particular research area. The PTCE reserves the right to allocate 
these items on a case-by-case basis. Hence, geographically specialised areas will not 
necessarily be free of such items. 

Special Allowances for Senior and Long-Term Group Leaders 

The Faculty recognizes that a number of long-term, senior researchers will have research 
groups that fluctuate in numbers over the medium term. In these cases we will try to allocate a 
conveniently co-located section of allocations such as a bench or bay. 

In these cases the larger specialized items of equipment that are specific to that group would 
normally be located in allocations in this section. As the group takes on new people they would 
also be allocated a position in this section. Additional space outside this area will only be 
allocated once all allocations in the section are justifiably occupied. 

Geographical Custodians 

Each laboratory area has an allocated geographical “custodian”. This custodian is the first port 
of call for the people working in that area. 

The custodian will check their allocated area on a regular basis for safety, manage local issues 
and report hazards and issues with wider scope to the operations manager. 

The custodian will also manage the capacity of cold storage for his or her own area. 

This “custodian” based work is additional to the person’s normal duties. 

Your Space, Shared Space and Unallocated Spaces 

Researchers are expected to keep the bulk of their personal bench work and accessories in 
their allocated space. This will prevent items being inadvertently moved or lost. 

Researchers are also expected to keep their space and shared space reasonably tidy and free 
of spills and clutter. Researchers are expected to ensure that storage and labeling of their 
chemicals, items and samples in all of these areas must comply to faculty Environment, Health 
and Safety policies. 

If you have a chemical storage area in your bench allocation area or allocated storage space, 
you will need to keep an updated inventory of contents and ensure that you have an MSDS for 
each chemical and a risk assessment for the use of each hazardous material. The inventory 
list should be kept at the storage location. MSDS and chemical risk assessments may be kept 
close to the location or in the EHS folders displayed prominently in your lab area. Please see 
the document “EHS Instructions for Researchers” for further information. 

At any one time there may be a number of bench positions that have not yet been allocated to 
any person or purpose. It is accepted that people use these areas transiently and non-
exclusively until allocations have been made. However, long-term use of these areas does not 



 
imply future allocation or temporary ownership. We may need to clear these areas with 
minimal or no notification. Do not leave important work unlabelled in these areas. 

Storage Space Reserved for Operations Materials 

A proportion of storage space in each lab will be allocated for items used by the whole Lab that 
are provided by operations. This includes items such as waste bags, roll towel and personal 
protective equipment (gloves etc). 

Cold Rooms 

Bench space in cold rooms is useable for active experiments only. 

In the interests of space efficiency and safety, equipment that is not being used on a regular 
basis is not to be kept on benches in cold rooms. 

Access to and usage of the cold room is not heavily regulated. It is expected that active 
cooperation between researchers who use the facility will allow for the fair usage rights of all 
interested parties. 

Issues of excessive storage by individuals on a case-by-case basis 

There is a separate policy document for cold storage covering allocation of space in and for 
cold storage equipment. 

 
Authority of Allocation 

The Centre Operations Manager will allocate space and coordinate re-allocation of space in 
consultation with senior and local stakeholders and the Centre Director. The Centre Director 
has final authority on all Level 6 research facilities.  

Individual lab suites will also be allocated a support staff member as a geographical 
“custodian”. 

This custodian is the first port of call for the people working in that area. This custodianship is 
only a small part of the staff’s workload and they are not accountable to researchers on any 
direct instructions. The custodian will check their allocated area on a regular basis, manage 
local issues such as cold storage. They will report issues with wider scope to the operations 
manager. 

Area custodians will conduct internal audits of facilities to ensure that lab users follow 
EHS guidelines. The custodian will let you know what you may need to do and will 
provide help and guidance where required. 

When conflicts arise PTCE staff will facilitate talks with researchers, supervisors and senior 
stakeholders. PTCE staff will not take on additional responsibilities to compensate for any 
researchers refusal to cooperate. 

 



 
Relocation and Reallocation 

From time to time we may need to re allocate space and relocate some researchers to allow 
for expansion and change in the level 6 research portfolio. We will organize this in consultation 
with all interested parties where practicable. Operations staff will organize for the relocation of 
larger items e.g. bench and floor equipment. However, it is normally expected that researchers 
will move the smaller items of their personal lab effects to avoid mistakes of ownership and 
things getting lost.  

 


