
Policies for Student Room Management within the RESP Program 

Introduction 
The RI-MUHC Space Management Guideline available on the RI-MUHC portal describes the allocation and use of student 
rooms at the CTB (RI-MUHC portal: Resources > Corporate Information > Research Space Allocation). In summary, 
student rooms are equipped with trainee workstations as well as lockers. Trainee workstations within the student rooms 
are allocated to each Research Program in a manner that is proportional to the total number of modules allocated to the 
Program. Each program is responsible to assign occupancy of the trainee workstations and re-assign unused 
workstations.  

The present document describes the policies for trainee workstation management within the RESP program – 
specifically rooms EM2.2510 and EM3.2510. 

 

Definitions 
Student room: Room at the CTB (Glen site) that has trainee workstations and lockers. 

Trainee workstation: Trainee workstations are desks with two (2) lockable cabinets and two (2) lockable drawers. A key 
opens one cabinet and the corresponding drawer.  

Lockers: Storage for clothing and personal items that can be equipped with a lock. 

Trainee: Postdoctoral fellow or graduate student within the RESP Program. 

 

Policy for Use and Allocation of RESP Trainee Workstations  
 The RESP Program administrative team is responsible for overseeing the trainee workstation allocation process in 

alignment with this policy.  

o The RESP program administrative team maintains a record of the assigned trainee workstations. 

o Under no circumstances can trainees switch workstations without prior authorization from the 
administrative team.  

 One (1) trainee will be assigned to one (1) cabinet and one (1) drawer. This means that each trainee workstation will 
have 2 trainees assigned to the cabinets/drawers.   

o The trainee workstations are assigned for personal belonging storage. 

o The desk itself is to remain available for shared use by any RESP trainee. This means each workstation is 
open for general use and may be occupied by different users throughout the day.  

o While it is expected that trainees will primarily use the desk their personal belongings are assigned to, 
trainees are reminded that the desks are not owned by individuals and are intended for shared use.  

o Desks can be used on a first-come, first-served basis. It is expected that trainees will make accommodations 
for others as needed.  

o Personalization or claiming exclusive use of workstations is prohibited to ensure fair access and efficient 
utilization of the student rooms. 

 A trainee can be assigned a key to the cabinet and drawer to lock their personal belongings.  

o A $20 deposit is required to obtain a key. This deposit is refundable upon return of the key. 

o Should no more keys and cabinets be available, the student will be asked to use a locker or share a locked 
cabinet until one becomes available. 
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 Trainee workstations can be assigned to graduate trainees (masters and doctoral) and postdoctoral fellows. Trainee 
workstations cannot be assigned to staff, summer students, or undergraduate students.  

o Trainee workstations will be assigned on a first-come first-served basis.  

o The RESP program will prioritize placing trainees from the same laboratory in proximity within the student 
room, should space permit.  

 Trainee workstations must be kept clean, free of clutter and personal belongings.  

o Desktop computers belonging to a lab are not permitted unless special authorization is received from the 
RESP Program Leadership.  

o Should desktop computers interfere with use of the trainee workstation, the RESP program has the 
authority to move the computer to the laboratory.  

o Trainees should not leave personal items unattended at workstations for extended periods. Items left 
unattended may be temporarily relocated by RESP program staff to ensure equitable access. 

o Trainees shall not make permanent or unauthorized modifications to workstations or their configurations. 

 Trainees must inform the RESP administrative team of their departure. The workstation, cabinet, and drawer must 
be emptied of personal belongings and cleaned. If a key was assigned, the key deposit will be refunded upon return 
of the key. The ID Access card must be returned to the RESP Administrative Team before departure. 

 

Policy for Use and Allocation of RESP Lockers  
 In addition to trainee workstations, lockers are available in each student room.  

 Lockers in the RESP student rooms are not assigned to users by the RESP program administrative team.  

 The lockers are available on a first-come first-served basis and must be shared between at least two trainees.  

o Your full name and Lab must be clearly identified on each locker. 

o Each trainee must provide their own lock. 

o If a trainee leaves without removing the lock, the RESP program has the right to contact RI-MUHC technical 
services to cut the lock and make the locker available to current trainees.  

 

 

The RESP program is not responsible for lost or damaged property. It is the responsibility of each trainee to properly 
store and lock their personal property.  

 

This policy will be reviewed periodically to ensure its effectiveness and relevance. Amendments to this policy will be 
communicated to all relevant users.  
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