Graduate History Student Association – Academic Office Space Policy
Preamble: While enrolled full time on campus, it is expected that each and every member of the Graduate History Student Association will be provided with office space which both facilitates and promotes academic well-being. It is also of fundamental importance that office space facilitates the fostering of a social and academic community.
Policy: The Graduate History Student Association understands and respects the reality that office space is in high demand on the Main Campus of Queen’s University. The GHSA, therefore, requests that the Department of History work with this organization in order to ensure each GHSA member has access to office space suitable for graduate research, study, and the responsibilities associated with Teaching and Research Assistantships. The GHSA believes that adequate office space is inextricable from academic success and wellbeing. 
The Graduate History Student Association therefore endorses the following standards regarding office space accorded to its members:
1. Each office must contain a reasonable student desk ratio. The standard will differ between MA and Ph.D. candidates. Masters students shall have admission to a dedicated office where they have access to a desk and a safe place to store their personal and academic belongings free of charge. Ph.D. candidates should be furnished with offices that provide as close to a 1-to-1 desk to student ratio as possible. Attention should be paid to those who are only on campus for a portion of the year and the best possible effort should be made to maximize the office space that is available to students. Ph.D. students should also be afforded accommodation within an office that locks – as opposed to a common office shared between a large number of people – so they can leave large numbers of books and ongoing research at their workstations. 
2. Each office should be equipped with the following: working internet (wireless or Ethernet), adequate lighting, bookcases, power outlets, functioning locks, heating/functioning windows, and desk chairs that are not detrimental to an individual should they be used frequently. 
3. The GHSA requests that the office allocation process commence as quickly as possible after the completion of winter term/start of spring term. This will allow for any potential problems to be identified early and an amicable solution reached between students and the administration via the GHSA. While these plans will made early in the summer, moving between offices can be conducted at the start of the fall semester of at a time mutually agreeable to both the GHSA and the administration. 

4. The office allocation process, while administered by the Graduate Office, should involve both of the Co-Presidents of the GHSA. This is not only in line with the GHSA’s belief that student representation on all department committees is essential, but will also provide an important liaison between the students and the administration on this issue. The GHSA respectfully requests that the co-Presidents be advised as to the allocation of offices before such a decision is communicated to the students as a whole.
5. Students, if required to vacate an office space, shall be given one month notice (30 days) both in writing and via email. The letter should be delivered to their departmental mailbox, and the email should be sent to the student’s “@queensu.ca” account unless they have indicated their preference for an alternate email address with the Grad Office. It is critical that students inform the Grad Office when they intend to be off campus, researching or otherwise, for a period exceeding thirty days. Not only might this be a factor in deciding which office a student is placed in, in order to make the best and most efficient use of limited space, but also will allow sufficient time for warning to be issued that you are required to vacate your office. 
6. Should a student be required to vacate his or her office, and is still a full time student on campus, they shall be furnished with another office to use for their scholastic work. 
