Guidelines for office/workstation assignment at MOC 
The purpose of these guidelines is to establish a baseline and to ensure sustainable and efficient office space allocation as we strive to become Best in Class in manufacturing while adhering to the 6 S’s (Sort, Set, Shine, Standardize, Sustain & Safety).   
Office/Workstation eligibility
· People leaders, Directors and above are eligible for an office assignment based on availability
(In rare instances, exceptions may occur below the director level due to the nature of said role, ie. handling confidential information, short term project, etc.)  
· Employees in Individual Contributor roles below Director level will be assigned a workstation.
· An employee only qualifies for an assigned work location (office or workstation) if they are in the office 60% of the time or more (at least 3 days per week).
· Hoteling options and conference rooms are available and can be scheduled via Outlook. (Search for MOC Office or MOC Workspace).
· Any deviation from this guideline will require prior approval and should be presented to Facilities for further consideration.  Facilities will consult with HR on exception requests.
Office and workstation etiquette
Employees are expected to keep their individual work areas as neat as possible.  We are subject to regular audits by several organizations that will physically visit our location and we want to present a neat and orderly work environment throughout our campus.
· Any picture or item hung directly on the walls of the building must be approved in advance by facilities management.
· Posters, pictures, notes, etc., are not permitted on the outside of the workstations or offices (temporary holiday/birthday decorations are permitted).
· Poster, pictures, notes, etc., are permitted on the inside of workstations and offices as long as it is appropriate for workplace display and are not offensive to other employees.
· No items will be permitted on the top of cubicle walls (plants, decorative items, work related items, etc.  This area should remain clear and free from obstructions.	
· Boxes and other storage items should remain out of sight within workstations and offices or placed in other appropriate onsite or offsite storage areas.
· All Bioventus employees should leave public areas, such as copy areas, coffee stations, conference rooms, restrooms, and breakrooms in a clean and orderly condition for guests and other employees.
· Celebratory Décor (such as balloons, streamers, signs, etc) should be removed withing 7 business days of the celebration day. 
· Fixed office lighting is required to meet OSHA standards.
· Space heaters will not be permitted.
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