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Steps for Room UtilisationFlow Chart reference

Negotiate study dates with 
Campus stakeholders

(Eg, Faculties, Student Services 
and Timetabling and Campus 

Managers)

Interview and enlist HR staff to 
prepare forms, including,  contact 

details, contracts and salary 

Organise Online 
Safety Induction 

for staff

Familiarise 
team with 
campus 
rounds

Undertake data inputting, 
analyse data

Perform 
study

Advise Monash 
community of 

dates for study. Divisional Approval Establish budget

Ensure access availability 
prior to study, obtain 

access cards and keys

Advise stakeholders of study details 
by email

(Eg. Deans, Faculty for advice to all 
academic staff and Divisional 

Managers, Campus Managers, 
Resource Managers

Identify rooms to be studied with flyer at 
each location, 

Reminder email to campus community on 
commencement dates of study

Perform 
reporting.

Map study 
resources to 
rounds and 

confirm

Advertise for team and 
organise room for base 
during survey period. 

Gather resources 
(Eg clipboards writing 

material)

Decide on scope of works 
identifying rooms to be included in study, 
ensuring room numbers, capacities room 

types and functionality is captured and 
confirming data with 

stakeholders

Establish rounds 
showing, way-finding 

locations and sequence 
to be surveyed.

SMU flow chart for U&E.vsd


