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The NTNU Department of English Guidelines for Faculty Office Space Allocation and Management
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The Guidelines for Faculty Office Space Allocation and Management of the Department
of English (hereafter known as “the Guidelines”) are enacted to promote the efficiency of

teaching, research, service and advising.
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The Guidelines apply to Professors, Associate Professors, Assistant Professors and
Lecturers in the Department, as well as Chair Professors, Visiting Scholars, Contract

Instructors and Project Teachers affiliated with the Department.
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The allocation principle is as follows:
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In principle, a faculty office should be allocated for one person. If there is not
enough number of individual offices, the allocation will be made on the basis of
the credits system. The credits are calculated in the following formula: rank
points x the years of service in the Department. Rank points are distributed as
follows: 2 points for Professors, 1.5 points for Associate Professors, 1 point for
Assistant Professors, and 0.75 points for Lecturers, Contract Instructors and
Project Teachers.

For example, if a faculty member has been working as an Associate Professor for



3 years and an Assistant Professor for 5 years in the Department, then his/her
credits would be (1.5x3)+(1x5)=9.5
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Specific office spaces should be reserved for Chair Professors and Visiting

Scholars as the Department sees fit.
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In accordance with the guidelines passed in the first Faculty Meeting of AY 104
spring semester on March 25™, 2016, the faculty members who had then received

their own offices are not subject to the current Guidelines.
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When the credits between two or more members are the same, the priority will be
determined based on the following criteria, in descending order of importance:
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Academic ranking (Professor, Associate Professor, Assistant Professor, Lecturer,
Contract Instructor, Project Teacher)
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The length of service in the Department
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Date of Birth
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The Department will announce publicly when office spaces become available.
Applications for office spaces must be filed by the faculty and submitted to the
Departmental Office. The Departmental Office will process the application in accordance
with the priority order as stipulated in the Guidelines, and allocate the office space to the

faculty member after the application is approved by the Chair.
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Faculty members are required to obey the following regulations. The Department will
retrieve the offices if any violation is taken.
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The office is for the assigned faculty’s exclusive use only. Unless otherwise
authorized by the Department, faculty members are not allowed to switch offices
on their own. In addition, teachers’ assistants are required to secure the consent of
the concerned teachers before they apply to the Department and use the keys if
they need to enter the faculty offices. Making copies of the keys is not allowed.
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The faculty members should keep the office clean and avoid making loud voices
in the office for fear of any disturbance occurring.
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Any personal belongings and valuables are preserved by faculty members. The
Department takes no responsibilities for the personal property.
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Neither cooking nor staying overnight is allowed in the offices.
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Changing the building structures or the electricity power system, or using high
power electricity appliances, is prohibited.
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In the event that faculty members resign from their post, retire or otherwise
become part-time teachers at the Department, the office, along with all the
facilities and keys, must be returned to the Department within three months after

change of status occurs.
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The use of office space is subject to university regulations and Departmental by-laws. The
present Guidelines must be approved by the Departmental Faculty Meeting. Any revision

to these Guidelines will require the same approval procedure.



