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Space Utilisation 
Workstation environment

Introduction
The concept of adopting ‘New Ways of Working’ in the new Health and Wellbeing Centres is to design a range of working environments that best enable staff to undertake the range of tasks they need to fulfil, in the work place.

Until very recently, even though most Trust offices are seriously overcrowded, the aspiration was still to provide every member of staff with a large desk, that depending upon the staff member’s role, could remain unoccupied for up to 80% of the working day.  This represented an inefficient use of increasingly scarce space.

The increasing support of technology in undertaking elements of previously desk bound activities has made the traditional office even less relevant as a suitable work base.
The Trust wishes to implement new ways of working while providing staff with purpose build work environments that enable them to effectively and efficiently undertake the work place tasks.

The new ways of working offers the Trust the opportunity to provide staff with work bases that have been calculated to standard formula and are consistent across professions.

Given the poor standard of accommodation across most office and clinic bases, work base facilities offered to staff will be improved.
A number of basic assumptions regarding space utilisation in the new centres emanate from, or are consistent with, the following:

a. Service Operational Policies, as agreed by senior managers and Health Estates representatives.

b. The Project Principles – see appendix A.

c. Health Building Note 18 – see appendix B.

d. Space Utilisation Ratios as used by the South & East Belfast Trust prepared from detailed work undertaken at workshops to acquaint staff with ‘New Ways of Working’ concepts and to explore what this can mean in their working environments.
Section 1:
Space Requirements for Staff
This section explains how the work base requirements are built up in terms of square meters.  It contains the functional requirements and design implications for each of the activity spaces allocated to the staff in the proposed health and well being centres.

Work areas will be allocated to each team and customised to accommodate each professions work pattern.  The Trust will aspire to equipping the open plan areas with the latest IT systems, purpose designed office furniture and will have personal lockers.  Staff will have equitable access to interview rooms, small and large meetings rooms’ regular and informal areas at tea/coffee points, within a building that also provides a canteen.

The space allocation per person is based on Health Building note 18.

While the ratio of activities between professions will differ, examination of the working day for both outreach and clinical staff indicates that staff requires a number of different working environments in the work place.

They need:

· Access to quiet areas to write notes/reports (increasingly using computers).
· Access to interview rooms for interviews with service users/supervision in shared OPD.
· Access to informal areas for discussion with colleagues.

· Access to small and large meeting rooms.

· Access to phones.

· Access to IT systems (email, etc).

Health Estates have identified space requirements through working with the South and East Belfast Project.

The space allocation for each service has been built up in the following way:-

1.1 Space Allocation
The basic work base unit for all management and professional staff is the Type 4 office workstation.

A type 4 office workstation is suitable for managers who work at a desk, may use a VDT and hold informal discussions and interviews with one person at the desk position.  Main items of furniture and equipment are an L-shaped desk arrangement, chairs and storage units for files and books.
Ref: Health Building Note 18

Space 5.5sqm
The basic work base until for all clerical and administrative staff is the Type 6 office workstation.

A type 6 office workstation is suitable for typists and clerical staff and has basic office facilities only – a desk, VDT and storage for files.  A type 6 office work station may also be used as a microfilm reader.
Ref: Health Building Note 18

Space 5.5sqm
1.2 
Ratios per Professional Group
The different professional out-reach staff spend differing percentages of their working day in the office.  South and East Belfast Trust and Health Estates established the following workstation ratios based on the time spent in the office by each professional group.

Managers
1:1

Administration
1:1

Social Work

Family and Child Care
1:2

Elderly
1:2

Physical Health and Disability
1:2
Learning Disability
1:2

Mental Health                              1:2

Nursing
Health Visiting
1:2

District Nursing
1:4

Specialist Nurses
1:2

Care Management
1:2

Allied Health Professionals
Speech and Language Therapy
1:2

Occupational Therapy
1:3
Physiotherapy
1:3
Podiatry
1:3
Doctors (if permanent base)
1:2

It is recognised that outreach staff may well be in the office at the same time, despite the ratios, therefore the workstation space is generous and each workstation can accommodate two people seated.

Extended centre opening hours will spread staffs office utilisation and increasing availability of palm held computers and mobile phones will reduce the need for frequent return trips to the office.

The principle is that each team is allocated an equitable space according to their requirements.  The design of that space will be customised to meet the team’s needs.  However it should be highlighted that if the space allocation for a manager is used as an office, it correspondingly reduces the overall space available in the total team space.

It should be noted that S&EBT has established the principle that there will be no single offices in the CCTCs for staff at any level (unless an exceptional case is made).

Complimentary Accommodation
Per 15 per workstation staff

Small meeting room
=
10sqm x 1

Quiet room
=
5.5sqm x 2

Touch down/social space
=
15sqm x 1

Plus 10% sqm circulation

1.3 
Meeting Rooms
The following meeting rooms should be made available where possible:
Interview rooms accommodating up to 4 people

Informal Meeting Areas

Small Meeting Rooms accommodating up to 10 people

Large Meeting Rooms accommodating up to 25 people

(A Conference Room accommodating up to 50 people, available in larger centres)

None of the above meeting areas are dedicated to any one profession and all are booked as needed, with the exception of the informal meeting areas.

All meeting room areas have been calculated using Health Building Notes.

1.4 
Circulation Space
Finally, generous circulation space of 33% has been added to all of the above areas, to arrive at the final floor area for each service area in each of the proposed Health and Wellbeing Centres.
1.5 
The Total Work Environment

The radical ‘new ways of working’ proposals will transform the work environment and culture in which staff operates.  While the culture will move from individual aspiration to “own” a desk, team “ownership” of an open plan office with access to a full range of formal and informal work areas, there will be personal lockers/2 drawer cabinets for each member of staff within their team office.

Staff will find themselves working in buildings that will be major focal points for the local communities.  The buildings will be innovatively designed to provide a welcoming ‘public zone’ on the ground floor providing information, helpdesk, community provision, and possibly a commercial (pharmacy) and café areas.  Floors above this will be dedicated clinical and office areas, calculated, designed and fitted to enhance professional’s capacity to deliver services.  Office accommodation will be customised to meet each professional groups work tasks.
APPENDIX A
PRINCIPLES UNDERPINNING THE DEVELOPMENT OF THE HEALTH AND WELLBEING CENTRES
High level principles which underpin all subsequent planning for the reconfiguration of service delivery and rationalisation of the Trusts estate.

· Integration:  That the project builds on the existing model of integrated health and social care provision to enable professionals to deliver integrated services to the community.
· Accessibility:  That all services are easily accessible to patients and clients, in terms of information about services geographic location, disabled accessibility, and user’s community of origin.

· Needs Led:  That service delivery levels are based on rigorous identification of need.

· Efficiency:  That the most efficient use is made of the Trusts resources and that services are delivered in the most efficient way.

· Person Centred:  That service delivery is always person centred

· Removal of Barriers:  That the implementation of the project would help remove professional and agency barriers as well as those between the Trust and other health and social care agencies.

· Equity:  That services are provided equitably across patient and client groups and that Section 75 requirements are adhered to.

· Community/Area Based:  That services are provided from centres, which are relevant to local communities.

· Continuum of Life That service delivery follows the model of service users need, at a particular pint in their life, and not professional or agency demarcation.

APPENDIX B

EXTRACT FROM HEALTH BUILDING NOTE 18

Type 6 Office Workstation

A type 6 office workstation is suitable for typists and clerical staff and has basic office facilities only – a desk, VDT and storage for files.  A type 6 office work station may also be used as a microfilm reader.

Type 5 Office Workstation
A type 5 office workstation is suitable for personal assistants and secretaries.  An L-shaped desk arrangement provides space for clerical activity and work at an office machine e.g. VDT.  Storage units for files are included.  Consideration will need to be given to the sharing and location of work-processors printers.

Type 4 Office Workstation

A type 4 office workstation is suitable for junior managers who work at a desk, may use a VDT and hold informal discussions and interviews with one person at the desk position.  Main items of furniture and equipment are an L-shaped desk arrangement, chairs and storage units for files and books.
Type 3 Office Workstation
A type 3 office workstation is suitable for middle managers who work at a desk, may use a VDT and hold informal discussions and interviews with one or two other people at the desk position.  Main items of furniture and equipment are an L-shaped desk arrangement, chairs and storage units for files and books.

