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BUILDING POLICY

I. PURPOSE:
The department is responsible for providing and maintaining safe, clean, healthy, and professional appearing facilities in which its employees work.

II. SCOPE:

Department-wide.

III. POLICY:

A. GENERAL:

1.
Requests for systems furniture changes (enlargements, moves, new cubicles, additional work surfaces, etc.) must be submitted in writing (on a department Work Order DH-61) to the Bureau of General Services (BGS).  Employees must obtain prior written approval from BGS before any changes can be made to any systems furniture cubicles.

2.
The use of personal space heaters or any item with an open flame (e.g., candles, incense, lanterns, etc.) is prohibited.

3.
Microwave ovens and refrigerators are allowed only in coffee bars and break rooms.

4.
Coffee pots and other small electrical appliances are allowed as long as no over usage on the electrical system is indicated (i.e., thrown circuit breaker).

5.
Hallways shall remain free of obstacles that may jeopardize employee safety or impede traffic.

6.
Removal of ceiling tiles must be approved and supervised by the BGS.

B. WORKPLACE SAFETY

1. All facilities where DHSS employees are present shall have a designated Building Safety Officer (BSO) and a BSO alternate.  These individuals will be trained volunteers with authority to assure employees’ safety and protection in accordance with DHSS policy.  
2. BSOs shall coordinate and promote the Department’s safety activities under the direction of General Services.
3. BSOs will work with General Services to assure that severe weather and fire drills are held annually.
4. For offices in which DHSS staff are co-located with other departments, the BSO shall work cooperatively with staff from other department(s) to establish and conduct building safety activities.
C. NOTICES, DISPLAYS AND POSTINGS:

1.
The reception area shall only contain notices of public meetings.

2.
Public meeting notices shall be given to the receptionist in each building for posting.

3.
The BGS shall be responsible for installing office designation signs.
D. DECORATING AND APPEARANCE:

1.
Affixing items to the walls requiring nails or screws shall be kept to a minimum and shall be performed by BGS.  Individuals must submit a properly completed work order to BGS.  (See Section 21.3, “Work Orders and Service Requests” policy.)

2.
Items may only be affixed to the interior area of cubicles and are required to be the same height or under the height of the cubicle walls.  Cabinets placed under exterior windows are required to be the same height or under the height of the bottom of the window.

3.
Employees may place plants in their work areas.  All plants must have water trays.  Hanging planters that do not interfere with building security systems are permitted.  The maximum weight shall be no more than 20 pounds.  Plants must be hung on ceiling grid plant hangers provided by BGS and spaced no closer than five feet apart.

4. Employees are expected to keep their work environment organized, clean, free from clutter, and safe.  Doing so assists co-workers when attempting to locate files or other materials during an employee’s absence, safeguards staff and visitors, and is critical to avoid attracting insects and other pests to department facilities.

a) Food in employee offices and cubicles should be kept to a minimum;

b) Any unsealed food stored in employee offices and cubicles must be kept in an airtight container;

c) The floor should be free of debris (paper, plastic bags, etc.);

d) Aluminum cans should be rinsed with water before placing them in department-designated recyclable materials containers;

e) Cans that an employee chooses to take home should be rinsed with water and must be removed each evening (no accumulation of empty cans aside from those in department-designated recyclable containers is permitted);

f) Employees are responsible for cleaning any mess that they make while using the kitchenettes and break areas (Note:  the Bureau of General Services should be contacted if the mess is extensive so the cleaning service’s day porter can be summoned);

g) Electrical outlets should not be overloaded, and care should be exercised to minimize tripping hazards associated with electrical cords; and

h) If a power strip is used, it must be plugged directly into an outlet (rather than into an extension cord or another power strip).

E. SMOKING AREAS:
1. Use of tobacco products is prohibited in or on all buildings and grounds occupied by DHSS staff except for areas specifically designated as a tobacco use area by the Department Director or the Office of Administration.

F. BUILDING ACCESS:
1.
Permanent after hour’s access to department buildings requires justification and approval by division/center directors.

2.
Temporary access may be granted by division/center directors to employees who have only an occasional need to work after hours.  Division/center directors must submit all approved requests for permanent and temporary after-hours access in buildings accessed with swipe cards in writing to the BGS.

3.
All requests should be submitted on a department Work Order once a division/center approval has been obtained.

G. CONFERENCE ROOMS:

1. Shared conference rooms in the Wildwood Complex are available for use by all divisions and centers on a first-come, first-serve basis.  To reserve conference rooms in specific divisions/offices, please contact the appropriate division/office support staff.  Shared conference rooms can be booked via the outlook email system as the “resource” when scheduling meetings.  If a reserved conference room is no longer needed, reservations must be cancelled within 24 hours of the reserved time (if possible) so the room may be made available to other users.

2.
Conference rooms shall be left clean with all trash placed in receptacles and furniture neatly arranged.

3.
Conference room furniture shall not be moved between conference rooms.

4. Conference rooms may be used by employees for breaks or lunch if the rooms are not scheduled for use and the use does not interfere with planned meetings.

5.
While DHSS divisions may provide input regarding conference room names, authority for assigning names to all DHSS conference rooms shall rest with the Division of Administration-Bureau of General Services.
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