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Standard Operating Procedure (SOP) – ADMIN-003 
Space Management 

 
 
A. Introduction 

 
Physical space is a critical resource in the development, advancement and improvement of the 
University’s mission and strategic plan; therefore, effective utilization of this valuable resource is 
essential. Space is an University-owned resource and is subject to allocation, evaluation and 
reallocation to meet the overall needs and priorities of the institution. Stewardship of space 
resources is a joint effort between all University staff, faculty and students and relies upon 
everyone to ensure that space is used to support student success, foster collaborative research and 
promote positive work environments. 
 

B. Purpose 
 
The Space Management Policy and Standard Operating Procedure (SOP) establish a framework 
for the efficient use, equitable allocation and periodic review of the physical resources to support 
the University’s mission. Transparent space decisions should maintain a proper balance between 
teaching, research, student success, engagement and outreach, and administrative functions on 
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e. Manage the space request process 
f. Facilitate an annual space survey and conduct space audits 
g. Support campus moves 
h. Provide accurate and timely space inventory and utilization reports to inform decision 

makers about short- and long-term space needs 
i. Provide historical data and analyses as requested/needed 
j. Identify available space resources 
k. Provide conceptual layout options 
l. Ensure alignment with Strategic Plan, Campus Facilities Master Plan and other 

pertinent plans, studies, reports and initiatives 
m. Support the implementation of approved and funded space requests 
n. Monitor the University’s inventory of classrooms to ensure sufficient academic spaces 

are available to meet the instructional mission of the University  
o. Prepare the Classroom and Laboratory Utilization Report  

 
8. Dean/Director/Department Head:   

a. Use the Space Request Form (Appendix A) for requesting additional space 
b. Ensure all available information is forwarded so an informed decision can be made  
c. Be open to potential options that the SMC may present  
d. Identify any major equipment procurement that may require facilities modifications 

(additional space, mechanical, electrical or plumbing connections, etc.) 
e. Inform FMD of any moves or changes in room usage 
f. Inform FMD of any spaces vacated and/or underutilized 
g. Complete the Annual Space Inventory form any changes to space that occurred over 

the last reporting cycle  
i. Refer to Appendix B for further instructions on conducting the space 

inventory.  
 
9. Building Monitors:  

a. Identify possible open spaces or underutilized spaces within a building 
b. Provide recommendations on potential space solutions 
c. Do not have the authority to allocate space within 
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determine whether such a request meets the criteria for an exemption and expedited 
implementation.  
 

2. FMD – when delegated or directed by the President – may approve minor alternations and 
minor occupancy changes. Such exemptions include office allocations and lab assignments 
when all parties including deans representing the affected departments have been informed of 
the changes in space allocation. FMD will report the exemptions and expedited reviews to 
SMC at the next regularly scheduled meeting for the record.  

a. The intent of this section is to streamline projects that impact staffing assignments, 
recruitment actions or urgent/time sensitive initiatives. If multiple requests are made 
for the same space, the SMC will review the request and forward recommendation(s) 
to the President.  

 
3. In the event of an emergency or; when the health, safety or welfare of individuals are 
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Room Category Description Space Allocation 
305/310 FTE Faculty  190 
315/320 FTE Executive, Administrative, Manager 190 
325/330 FTE Clerical and Secretarial 150 
326/332 Doctorate Student 140 
335/340 Student Worker, Graduate Assistant 120 
336/342 Student Worker, 
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 Space Request and Renovation Request 

Space Request Form 1 of 2 Appendix A 

 
Space Request # ____________ 

Assigned by FMD 

I.  CONTACT INFORMATION:  

Requesting Department: Date: 

Name: Phone: Email: 

II.  DESCRIPTION OF DEPARTMENT:  

A. What best describes your space need? (Check all that apply.) 
�… Change of Space Function �… Department Level Change 
�… College Level Change �… Improvement of Space 
�… Request for Space in New Construction �… Request for Additional Space 
�… Discrepancies in Current Space Data �… 





 
 



SPACE INVENTORY DATA WORK SHEET

BUILDING FLOOR ROOM # SF CODE DESCRIPTION / ROOM USE DIVISION DEPT ASSIGNED TO SPACE COMMENT

1 OF 1 Appendix B



 
 



President 
Review / 
Approve

SPACE REQUEST 
FLOW CHART

SMC 
Meeting 

Space Change 
Request

No change in allocated 
space

No transfer of space
No change in 
classification 

Request is funded
Cost < $50,000

No permit required

Major Renovation 
Request
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APPENDIX D: SPACE REQUEST 
EVALUATION CRITERIA 

 
  



o f  t h e  r e s o u r c e  

is NOT or is  

o n l y   m a r g i n a l l y  

 aligned  with 

the University’s 

plans.
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APPENDIX E: CL ASSROOM AND 
LABORATORY SCHEDULING 

GUIDANCE 
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APPENDIX E: CLASSROOM AND LABORATORY SCHEDULING GUIDNANCE  
 

1. General Guidelines:  
a. In the planning and management of campus facilities, all indoor and outdoor spaces 

are considered allocable resources. The Vice Presidents will manage space allocations 
with Deans, Department Chairs, or Directors.  

b. Minor changes defined in paragraph F.4. above is managed by the Vice President or 
his/her designee. Emphasis needs to maximum utilization. All space allocation and 
reallocation are to be reported to FMD at the time of reassignment.  

i. If a change is not identified when it occurs, the change must be identified in 
the annual PASSHE space inventory submission.   

c. Classrooms, laboratories, conference/seminar rooms or other facilities dedicated to 
instruction may not be converted to non-instructional use without approval by the 
SMC. 

d. The use of all existing facilities will be evaluated before new space is constructed, 
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iii.  No private transportation equipment of any kind is permitted on sports fields.  
iv. No holes, ditches or pits may be dug without approval from FMD. 
v. No tents shall be staked at any sports venues or surrounding parking lots.  
vi. Street shoes, bikes, rollerblades and skateboards are not permitted on any 

outdoor tennis court or wood gym floors. 
vii. Gum, sunflower seeds, smoking and open flames are prohibited especially on 

the synthetic fields.  
viii.  Dogs and other animals (except service animals) are not permitted in any 

sports facility. 
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