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Canberra Health Services (CHS) is committed to allocating contemporary office and workstation accommodation in a manner that is safe, flexible and supports changing work practices. CHS recognises the importance of providing office and workstation accommodation that supports the demands of delivering healthcare services.
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[bookmark: _Hlk40859885]The purpose of this policy is to ensure that CHS:
provides a consistent approach to the planning, design, allocation and management of office and workstation accommodation
provides space and facilities to support the delivery of healthcare services based on CHS’ values and organisational objectives
provides suitable and flexible office and workstation accommodation that supports changing work practices and enables compliance with work health safety and security requirements
allocates office and workstation accommodation that supports effective health care services
promotes collaboration with and between health professionals, with a focus on multi-disciplinary teams and assures the optimal utilisation of space.
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This policy applies to all of the CHS Network:
employees, contractors, and consultants 
facilities, occupied or managed by CHS
contractors and staff of external organisations occupying accommodation provided by CHS.

The policy will be used for the allocation of clinical and non-clinical workspaces to reflect  Australasian Health Facilities Guidelines (AusHFG) and contemporary guidelines from other jurisdictions.

The CHS Network includes inpatient facilities at Canberra Hospital, Clare Holland House, North Canberra Hospital and University of Canberra Hospital and all community facilities.
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Strategic Accommodation Team
The Strategic Accommodation (SA) Team, within Infrastructure and Health Support Services, is responsible for the coordination and management of Workspace Variation Requests (WVRs) – forms are available on SharePoint Strategic Accommodation Sharepoint.

Regular building occupancy audits of CHS facilities will be undertaken by the SA Team to assist and facilitate future workspace requirements and accommodation planning.

The SA Team will operate on advice from Work Health Safety (WHS) in relation to any work health safety needs for office and workstation allocation, furniture and/or equipment and refer to the Work Health and Safety Policy on the CHS Policy Register as required. Work Health Safety requirements will be adhered to, noting that some office spaces cannot be re-sized to allow for specific size requirements, and not all areas will require height-adjustable desks due to the nature of the work environment (such as spaces with laboratory /work benches). 

Strategic Accommodation Committee
The Strategic Accommodation Committee (SAC) is responsible for oversight of CHS accommodation allocation and endorsement of priorities for accommodation requests across CHS facilities. The SAC is the decision making forum for all CHS accommodation requests to ensure priorities are aligned with strategic organisational objectives, risk management principles, and accommodation policies/procedures. The SAC is focussed on ensuring accommodation allocation priorities are consistent with delivering patient-centric solutions that provide clients with safe and timely access to healthcare services.  

NCH Infrastructure & Equipment Committee (IEC)
The NCH Infrastructure & Equipment Committee (IEC) is responsible for oversight of NCH accommodation allocation and endorsement of priorities for accommodation requests across NCH facilities. The IEC provides a gateway for review of NCH accommodation requests to ensure priorities are aligned with strategic organisational objectives and risk management principles. The IEC is focussed on ensuring accommodation allocation priorities are consistent with delivering patient-centric solutions that provide clients with safe and timely access to healthcare services.  
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[bookmark: _Hlk40859929]The following key principles underpin the provision of office accommodation (clinical and non-clinical) in CHS facilities:
Comply with legislative and industrial requirements.  This includes ensuring safety is a key consideration in the design and provision of office and workspaces to reduce the risk of injury.
Enable and facilitate the ability to perform duties safely and effectively. This includes the allocation of offices or other enclosed space on a demonstrated needs basis with shared offices or workspaces encouraged to increase space utilisation. Staff with multiple roles or working at multiple locations are not to be allocated more than one dedicated office or workspace. This also involves avoiding allocating spaces that risk impacting a building classification or compromising safety systems. 
Encourage collaboration.  This includes adoption of open plan work environments and contemporary office designs to ensure work settings are positioned within zones of amenity that have appropriate acoustic levels and meet workplace privacy and patient confidentiality requirements.
Flexible and adaptable to meet changing needs.  This includes ensuring future flexibility to accommodate changing requirements.  This may include minimising built-in furniture and equipment that is fixed to floors, ceilings, core walls and external walls.
Patient Centric. This includes the application of accommodation policies and procedures across the CHS organisation through a patient centric care focus.

To assist CHS accommodate growing demands for space within CHS facilities, Home-Based Work (HBW) arrangements can be implemented. HBW may be initiated by the employee or CHS. Refer to Home Based Work procedure Home Based Work.docx (sharepoint.com) for further information. 

[bookmark: _Hlk134094567]CHS will also apply the Canberra Health Services Accommodation Principles (see below) to guide the application of this policy, including for infrastructure projects:
· that require staging and decanting of services where existing buildings/office space will become unavailable due to proposed building refurbishment or demolition; and
· to inform allocation of workspaces in new developments at the Canberra Hospital campus.

 
[bookmark: _Hlk134094470]Canberra Health Services Accommodation Principles
February 2023

	Category
	Prioritisation
	Health Services 

	1
	Clinical staff delivering the Hospital  based patient care requiring direct patient contact. May be at Canberra Hospital, North Canberra Hospital or University of Canberra Hospital
	Nursing and Midwifery staff, Allied Health staff, medical staff, specialists, Medical Imaging, Medical Physics/Radiation engineering staff.

	2
	Administration staff directly supporting the delivery of hospital- based patient care.

Support services providing direct support to the delivery of hospital based patient care.

	Reception, Pathology, Clinical Support administrative staff such as service coordinators. 

Food Services, Biomedical, Facilities Maintenance, Ward Services, health assistants, Sterilising Services, cleaning, security, fleet/parking, mail, fire/emergency management, switchboard, contract management, localised supply services, critical IT systems support staff.

	3
	Line management of clinical staff.
	ADON, DON, Clinical Directors, Allied Health and Administration Managers for these teams.


	4
	Support services providing auxiliary support to the delivery of hospital based patient care.
	People & Culture (HR) and Finance Business Partners
Quality, Safety, Innovation, and Improvement
Work Health Safety
Insurance and Legal Liaison Unit Medico legal functions
Capital Project Delivery Clinical Liaison Officers
Chief Information Officer 
Territory Wide Surgical Services.

	5
	Other support services.

	Finance and Business Information, Capital Project Delivery, Canberra Hospital Foundation, People & Culture, Strategy and Policy,
Media and Strategic Communications



Note:
· On campus accommodation to be prioritised for Categories 1 to 3.
· Categories 4 and 5 to be accommodated off campus.
· Off-campus accommodation to be a mixture of dedicated health locations or ACT government office accommodation. 
· Health Services examples provided do not cover all workforce areas and are provided for guidance only.
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· CHS Accommodation Principles have been developed specifically to inform allocation of space on Canberra Hospital campus. However, where applicable, the principles can be applied to non-Canberra Hospital campus locations.
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The following summarises the spatial requirements for office accommodation and workspaces based on the position held by a CHS staff member. Variation on this data may be required based on a review of the individual facility and staff requirements. 

Note: Each office type has an entry on the AusHFG website at Australasian Health Facility Guidelines | AusHFG. 

	Space Type
	Workspace m2
	Functional Description 
	Position Description
	Comments

	Office A 
	18 
	A single person office to carry out high level/volume of confidential information.
High volume of ‘meeting with people’ as part of the role. Meetings would include internal and external senior health executives, visiting dignitaries, community leaders and politicians. 
Meeting area to be provided within this space.
	Typically, Chief Executive Officer

	

	Office B
	12
	· A single person office to carry out administrative functions in a degree of privacy. The room may allow for a small meeting space within the room.  

	Typically, Deputy Chief Executive Officer, Chief Operating Officer, Executive Director, Executive Group/Branch Manager, (or equivalent staff of Executive Level), Clinical Directors, Medical, Nursing and Allied Health. Visiting Medical Officer (VMO) that occupies the equivalent position of Clinical Director of a Department/Service Academic Professor.
	Position is > 0.7 FTE.

	Office C
	9
	A standard single person office where people can carry out administrative functions in a degree of privacy. This includes preparing rosters, reports, counselling, and interviewing staff.
	Typically Staff Specialists, Assistant Directors of Nursing, Allied Health Managers, Nurse Managers, Clinical Nurse Consultants, Business Support Managers. 
	Position is > 0.7 FTE.

	Office D - Shared
	12
	An office for two persons with two workstations to carry out administrative functions in a degree of privacy. 
	Typically Research Fellows, VMOs and any staff referred to in Office C. 
	Position < 0.7 FTE

	Workstation Type A
	4.4 
	Workstation Type A (minimum 4.4sqm) will consist of:
· 1500mm - 1800mm long x 750-800mm depth adjustable desk, (capable of accommodating 2 computer monitors)*.
· Pedestals and under-desk file drawers are not to limit the workstation excursion range (no higher than 600mm and width 400-450mm).

Provision made for additional storage nearby i.e. tambours.

[bookmark: _Hlk131167918]* Variations to workstation specifications must be approved by WHS – refer to document available on SharePoint: CHS WHS and Risk Specifications Standard Inclusions – APPENDIX A: WHS Requirements Health - IHSS - WHS and Risk Specifications.pdf - Strategic Accommodation (sharepoint.com)
	All other staff that require a workstation.
	An individual workstation Type A will be allocated to staff that spend the majority of the day at their desk. 


	Non allocated- Workstation

	2.2
	Workstation (minimum 2.2sqm) will consist of:
· 1500mm long and 750-800mm depth desk*.

* Variations to workstation specifications must be approved by WHS – refer to document available on SharePoint: CHS WHS and Risk Specifications Standard Inclusions – APPENDIX A: WHS Requirements Health - IHSS - WHS and Risk Specifications.pdf - Strategic Accommodation (sharepoint.com)

	
	Workspace for intermittent use by visiting staff/consultants and is not designed as the primary workplace but a space to attend ad hoc functions. 



It should be noted that these space allocations do not reflect other workplace requirements, including circulation space, meeting rooms, breakout spaces, beverage bays and staff amenities.  Planning and assessment of such space requirements is required to comply with the AusHFG which should be used in conjunction with this policy.

Exemptions to these space protocols will be considered by the SAC on a case-by-case basis.
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Outcome
· CHS has a consistent approach to workspace allocation
· CHS workspaces will be consistent with spatial requirements for office spaces

Measures
· Regular review and reporting to SAC on Workspace Variation requests
· Strategic accommodation outcomes are evaluated through feedback forms and building occupancy audits.
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Policy
Work Health and Safety 
Consumer Privacy

Procedure
Electrical Safety Management (excluding medical electrical systems, equipment or devices)
Home Based Work

Legislation
Health Records (Privacy and Access) Act 1997
Human Rights Act 2004
Work Health and Safety Act 2011
Workers Compensation Act 1951
ACT Government Discrimination Act 1991
ACT Government Disability Services Act 1991
National Construction Code 2016

Other
Relevant Australian Standards e.g. AS 1428 Design for Access and Mobility
Australian Charter of Healthcare Rights
CHS WHS and Risk Specifications Standard Inclusions – APPENDIX A: WHS Requirement
CHS FM Standard Inclusions 
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AusHFG	Australasian Health Facilities Guidelines
Office Workstation	an enclosed space used to accommodate a single or multiple workers, the desk(s) computer(s), tables and chairs at which the occupant(s) work(s)
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Accommodation, space allocation, office, workstation
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Disclaimer: This document has been developed by Canberra Health Services specifically for its own use.  Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.

Policy Team ONLY to complete the following:
	Date Amended
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	Divisional Approval
	Final Approval 

	06/06/2023
	New document
	Colm Mooney, EGM Infrastructure and Health Support Services
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	5 September 2025
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