NEW ADVENTURES IN OFFICE SPACE

A Brief Guide to a More Comprehensive Workplace Approach

The Integrated Workplace 

Planning Guide Summary

What Is the Integrated Workplace?

The Integrated Workplace is a collaborative, multidisciplinary process for developing and providing workspace, uniting an organization’s strategic real property plan with its strategic business goals.  It responds to people and their work practices, providing them with the physical space and tools needed for their success, and the flexibility to easily accommodate changes needed to maximize productivity and satisfaction.

How Do You Implement the 
Integrated Workplace?

While this approach is highly personalized to each organization, there are common procedures any organization should follow in developing workspace that will truly meet its needs.  Before you start designing your space, you need to have a written business plan that identifies your goals and how you plan to achieve them.  You may also need informed professional help.

Once you have established clear goals, and justified the need for new workspace, consideration should be given to the issues broadly addressed in the three project phases described here.  For more detailed information, you can consult our Planning Guide Workbook, and The Integrated Workplace:  A Comprehensive Approach to Developing Workspace.
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Define your needs and develop project requirements.

Major considerations include:

· Define your organization's history, mission, and current and future needs.

· What types of work strategies are appropriate for your organization?  Centralized office, telework, virtual work, shared positions, shared desks, etc.?

· What are the strategic goals and the business case for new workspace? Is it important for carrying out your mission and remaining competitive?  Is it needed to support current work practices, drive new ways of working, etc.?  What are the life-cycle implications?

· What people do we need to accomplish this task?  Are they all represented on the project team?

· What sort of information do we need to make the proper decisions?

· If you are relocating, define your location needs relative to your business strategy.

· Define your security needs.

· How much space flexibility can you provide to accommodate future changes?  Look at life-cycle costs.

· What types of technology tools are needed to support individual and organizational information and communication needs?

· Do you have the budget flexibility to permit all funds to be used where they provide the maximum benefit?
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Design and construct your new office space.  

Major considerations include:

· Identify a project champion and project leader, and define their roles.

· Formalize the project team, including an in-house steering committee with representatives from all constituent groups.

· How will you communicate the purpose and benefits of the project to promote user understanding and acceptance?  What is the strategy to keep everyone informed about project progress.

· Will the project involve significant change, and how will you help people deal with it?  Consider change management and identify training programs.

· Define how the project is to be completed - in phases, or wholesale.  For radical changes in a large organization, smaller pilot projects are recommended as a first step.

· Identify the time-critical issues that will impact the project schedule?

· How will your new space express the organization’s image and culture?

· What type of space and technology will support both organizational and individual strategies and work practices?

· Does your space design satisfy the "Hallmarks of the Productive Workplace?" (See back cover.)

· Establish workplace performance criteria and gather benchmark data.
[image: image3.wmf]3.  The Management Phase

Post occupancy monitoring 
and evaluation of your new space.

Major considerations include:

· Develop a user's manual for space use.

· Provide an orientation package and any needed training programs for new space occupants.

· Develop methods to measure workplace performance and get user feedback on the workspace.

· Monitor workplace performance and analyze data to determine how you compare to similar organizations, if goals are being met, and that needs are being addressed.

· Identify and implement changes necessary to ensure the workplace is supporting optimum staff performance.

For further information on the Integrated Workplace and other real property issues, including our publications, visit our web site at:

http://policyworks.gov/realproperty

Our publications are also available in hard copy upon request.  We encourage you to contact us if you wish to share information and experiences about your workplace projects.  

GSA Office of Governmentwide Policy
Office of Real Property
202.501.0856

Hallmarks of the 
Productive Workplace

· Spatial Equity: Workspace provides adequate privacy, daylight, and access to views for all.

· Healthfulness:  The workplace is free of harmful contaminants and excessive noise.
· Flexibility:  The workspace can be quickly and inexpensively reconfigured to accommodate organizational, work process, and technological changes.
· Comfort:  People can adequately adjust their personal working environment - such as temperature, lighting, acoustics, and furniture - to meet their needs.
· Technological Connectivity: There is good communication and information access among distributed co-workers.

· Reliability: Building, security, computer, and telecommunication systems provide reliable service with minimal disruptions.
· Sense of Place: The workplace has a unique character, enabling a sense of pride, purpose, and dedication for both the individual and the workplace community.
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