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ARRANGEMENTS

Faculty-wide arrangements
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We share meeting rooms
Meeting rooms will be allocated at faculty level for the
first 100 days and at building level thereafter. Specific
meeting rooms will also be shared with TBI & IVOC.

Be visible and easy to find
Please state where you work and how you can be
contacted. Discuss within the department on how you
will meet up and get in touch with one another.

Share your workspaces
Agreements have been made about sharing

workspaces. There are also shared rooms for PhD
students.

Protect privacy and confidentiality
Work confidentially and ensure that sensitive information is
not visible to others. Use the appropriate space for this and
ensure that documents and screens are properly screened
off. Work-related materials can be stored securely in the
lockable roller-door cupboards, drawer units and lockers.
The lockers in the common rooms can be opened using
your staff card.
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Make efficiént use of bookcases and cabinets
Offices are equipped with one or more (roller-door)
cupboards or drawer units for storing work-related items.
As the office spaces will remain open-plan, we ask
everyone to make efficient use of the available cupboard
space to ensure there is enough room for everyone.
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Please respect other people’s peace and quiet and
their need to concentrate

Decide with your colleagues on how you can all work
effectively in a shared office.



ARRANGEMENTS

House rules FFTR
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Hanging and fixing items

Use suction cups, magnets or magnetic boards to hang
items. Paintings and whiteboards are hung on a rail.
Sticking tape onto surfaces or boards is not permitted.
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Layout

Furniture has been arranged in accordance with health
and safety regulations. Desks must be easily accessible
to staff and emergency services personnel. Therefore,
do not move or reposition any furniture.

Plants

Plants are managed centrally. Please do not bring your
own plants into the office. Due to the UV-resistant film
on the windows, there is insufficient light entering the

rooms.
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Storage space

The offices are equipped with one or more (roller-door)
cupboards or drawer units for storing work-related
items. As the office spaces will remain open-plan, we
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Printing
There is a printer on every floor. You will also find the
bins for confidential paper here.

Waste ask everyone to make efficient use of the available
Waste bins (for paper, plastic and general waste) are @ | cupboard space to ensure there is enough room for
located in the corridors and are not placed in individual — everyone.
offices. Please ensure your office is kept tidy at all times.
Windows and sun blinds
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The indoor sun blinds move automatically. Therefore,
please do not place any items in front of or against the
window. Please also do not place any furniture against
the glass walls along the corridor.
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Coffee and tea
Coffee and tea are available in the lounge. You can also
get coffee at the Grand Café.

Key management

As a general rule, rooms should remain open to
encourage shared use. Only lock a room temporarily if
you are stepping out briefly and no one else is present.
Store valuable items and confidential documents in
lockable drawer units or roller-door cupboards.




LAYOUT

Where to find who?

FFTR's offices are located on the 2nd and 3rd floors of the blue wing of the Maria Montessori Building. There is
also an FFTR archive room on the 4th floor of the green wing.

Green win
e The room codes for each wing:

Blue wing

. * MM 1t/m 199 = blue wing
5 s * MM 200 t/m 299 = bridge and Grand Café de Iris
* MM > 300 = green wing.

1 - Even numbers = Window-side
- Uneven numbers = Atrium-side

On the following pages, you can see where the various FFTR departments are located.
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FLOOR PLAN

Key to sections
Shared offices for PhD

students and postdocs Philosophy
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FLOOR PLAN

Key to sections
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FLOOR PLAN

Floor 4 Key to sections

Philosophy
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