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	SPACE UTILIZATION GUIDELINES
This FYI provides the Department with consistency in the utilization of space and employee workstations and assists Property Management in evaluating the DCFS Space Plan.  Bureau Liaisons will provide updated space data to Property Management monthly.  Property Management will follow up and conduct a physical walkthrough of all facilities quarterly.  Recommendations on the use of all DCFS space will be developed by Property Management in consultation with the Regional Administrator or Program Manager and the final decision will be made by the Executive Team.  Below are key points to consider when determining whether or not a workstation is vacant:
1. Employees, including non-DCFS staff, may only occupy one workstation.
2. Mobile Workers may use hoteling space (unassigned work space that has been assigned for mobile workers or other visiting employees) or vacant workstations (no permanent workstations will be assigned).
3. If no employee is assigned to a workstation, the workstation is considered vacant.
4. Workstations for incoming employees can only be held if an approved DCFS 68 has been submitted to HR for processing or an approved start date from the staffing committee (workstations will not be held for staff arriving months in the future).
5. Immediate space needs supersede “holding” vacant workstations.
6. Vacant workstations will not be used to store boxes, supplies, food or other materials.
7. DCFS will align recommendations and decisions with the, “Department Staff Space Standards” published by the CEO, which stipulates that section heads and supervisors requiring an office be at the level of Human Services Administrator III, Administrative Services Manager III, Children Services Administrator III, and other equivalent levels as approved by Property Management.
8. As a general rule, employees whose workstations are temporarily vacant because they are telecommuting, on vacation, jury duty or sick, may be used by any employees on an as-needed basis.  Some exceptions apply and Property Management should be consulted in these cases.
9. Contracted staff, temporary staff, interns, volunteers, or employees who spend the majority of their workday supervising or transporting children, interpreting languages, (i.e., Group Supervisor, Transportation Worker, Human Services Aide, Parents In Partnership, Permanency Partner’s Program) may share workstations.
10. Workstations assigned to employees who are on a leave of absence for more than six months will be reassigned.  The immediate supervisor or manager will be responsible for inventorying, packing, and securing the employee’s possessions until their return.  When available, a Union Steward may witness the inventorying process.  A copy of the inventory will be kept with the employee’s belongings.  The Health and Safety, Long Term Leave Coordinator, should be consulted on a case-by-case basis.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |
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