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2 BACKGROUND 

The physical environment in which students learn and socialise is a major part of their overall experience during 

their time at the University. It also has an influence on staff morale and their ability to perform their duties to the 

level that they would wish to; this also impacts student satisfaction and the University’s overall ability to meet its 

strategic objectives.  The Learning, Teaching and Student Experience Strategy 2018-2025 sets the University’s 

objectives for learning space as follows, “specifically, we will create spaces within which students, staff and visitors 

can enjoy learning (in various forms); spaces that they are attracted to spending significant amounts of time in; fit-

for-purpose spaces that facilitate deep learning relationships (including conversations, reflection/contemplation, 

group work and the opportunity to engage with the work and thoughts of others through time) and that 

represent that Chichester approach/difference.  We will avoid creating “non-relational” spaces that are not 

designed to put people at the centre.” 

The cost of providing, maintaining and servicing space is the second largest area of expenditure for the University 

after staff salaries. It is critical that these funds, which largely come from student tuition fees, are used effectively. 

The value of good space management practice is recognised by the Office for Students (OfS).  

This document provides the framework for the space management of all non-residential accommodation and 

includes guiding principles for all space and specific detail for different types of space. 

 

3 OBJECTIVES 

The Space Allocation Policy (SAP) has been developed to support improvements to the quality, and effective and 

efficient use of space. The SAP supports the implementation of the University’s Estate Strategy which seeks to 

ensure that there is sufficient space for the University’s needs, and that it is the right type to support the delivery 

of the University’s Strategic Plan. The principal objectives of this SAP are: 

1. To ensure that the University has space that is fit-for-purpose to support the delivery of the institution’s 

Strategic Plan, underlying core strategies (including the Learning and Teaching Strategy and Research 

Strategy) and departmental plans. 

2. To ensure that University space is used efficiently and effectively whilst still achieving the University’s 

wider objectives, including enhancing the experience of students. 

3. To ensure that there are clear lines of responsibility and accountability for the management of space 

within the University, and that responsible staff are appropriately supported in fulfilling the expectations 

of them outlined in this Strategy. 

4. To ensure that managers, staff, students and other users have clear expectations of the quality and 

quantity of space that the University will supply for their agreed needs. 

5. To support the implementation of the University’s environmental sustainability objectives as outlined in 

the Environmental and Sustainable Development Strategy and Carbon Management Plan. 

 

4 OWNERSHIP OF SPACE 

1. The University’s estate (land and buildings) is owned and held by the University; 

2. VCG has responsibility for the strategic oversight of space.  The Director of Estate Management (DEM) 

has responsibility for the delivery of estate policy, including space management and allocation. 

3. Whenever land or buildings are bought, sold, leased, or developed it is the University which is the client 

rather than a department; 

4. Departments may not rent out space directly to groups or individuals, whether or not a fee is paid for 

use of that space. The only departments authorised to rent out space are The Business School (the 
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Dome Enterprise Centre and the Business Incubation Units at Bognor Regis campus), Tudor Hale Centre 

for Sport (sports facilities) and Estate Management (including the Conference Office). Any other 

department wishing to rent out space should do so through the Conference Office.    

5. The overall impact on the student experience will be a key consideration when there are competing 

priorities for space or room allocations. 

6. Specialist facility buildings/rooms, offices, and specialist land (e.g. playing fields) are allocated for use by 

departments; there is usually no specific time limit to these allocations, however all are subject to review 

and the University reserves the right to reallocate in response to changing needs and priorities; 

7. Where specialist buildings/rooms are allocated for use by departments, the Heads of Department have a 

responsibility to ensure that the University gains maximum benefit from that space and that usage is 

logged on the central system. 

8. All space (other than that deemed to be office or specialist) is available for central scheduling and the 

responsibility for its fitness for purpose rests with Estate Management; 

9. Changes of use of land or buildings (to occupy or vacate) will not be deemed valid unless agreed by the 

Vice Chancellors Group (VCG). VCG will delegate authority to approve modest changes to the DEM, 

who will consult where necessary with appropriate staff and students.  

10. Where the type or ownership of space is affected by a major capital development, the Project Board will 

put mechanisms into place to ensure effective consultation with users. 

 

5 SPACE ALLOCATION PROCEDURE 

The principles of space allocation are to be found in the University’s Space Allocation Policy.  Requests for 

future academic space needs should initially be discussed with the DEM (or nominee) who will forward the 

request to the Teaching and Learning Accommodation Group (TALAG) for consideration.  Supported 

requests for academic space will be forwarded to the Space Planning Group which will decide on 

recommendations received from TALAG, balancing the space needs across the University. 

In order to facilitate the above, the following process is recommended for academic space: 

1. Discuss your requirements with the DEM, who will carefully consider your request.  The DEM will 

evaluate the request and consider options to meet the space need.  Amu options will be discussed 

with you. 

2. The DEM will discuss the request with the Head of ICT Strategy and Architecture (HISA) to 

ascertain and consider any ICT implications of the request. 

3. The DEM and the HISA will report the request, together with their evaluation and potential 

solutions to the next meeting of TALAG.  Small scale and/or urgent requests will be responded to 

directly by Estate Management where this does not impact negatively on other departments.  In the 

case of small scale and/or urgent requests, where there is a potential negative impact of other 

departments, the matter will be raised by the DEM with the Deputy Vice Chancellor (Student 

Experience). 

4. Supported requests from TALAG on academic space will be forwarded to the Space Planning Group 

who will consider and decided on academic space allocation. 

5. Estate Management will implement the decision of the Space Planning Group. 

For non-academic space requirements, colleagues should follow the principles as set out in the University’s Space 

Allocation Policy. In the first instance, requests for space or changes to space allocation should be made to the 

DEM.  Large scale requests for space or departmental moves will be discussed and decided at the Space Planning 

Group.  For further information on Space Management, please contact the DEM who will respond accordingly. 
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6 SPACE USE 

LEARNING SPACES 

Learning spaces include all indoor and outdoor space used for teaching and informal learning.  

Excluding designated specialist spaces as described in the following section, the University’s timetabled 

learning spaces are held and managed centrally under the control of the Timetabling Systems Manager 

(September to May) and the Conference Office (June to September).  

In accordance with the University Timetabling and Teaching Space Allocation Policy, priorities for the use 

of learning spaces are: 

• During semesters (September to May inclusive) scheduled academic activity takes 

precedence over other activity.    

o Exceptions to this could include major planned public or internal University events, such as 

Graduation/Awards Ceremonies, Open Days, Elections (polling station), central University-

sponsored public lectures, registration, and examinations, which may be scheduled in advance 

of the teaching timetable.   

 

• During the period June to September, priority will be given to activity which maximises net 

income capture (to support university investment throughout the year). 

o Exceptions to this could include teaching which continues into June / July; ISPU contracts and 

any other activity as agreed by the DVC which are deemed to be strategically / educationally 

beneficial but may not increase net income 

 

 

The objectives for the Space Strategy in terms of learning spaces are: 

i) To enhance and improve the quality of learning spaces and the non-specialist facilities available in 

them; 

ii) To ensure that learning spaces are appropriate for their purpose and that provision is made to 

support new and innovative learning and teaching practices; 

iii) To improve the utilisation of learning spaces as measured in the twice-yearly utilisation surveys. 

VCG and the DEM will work with senior managers and other staff to achieve these objectives where 

possible. They will ensure that the University’s provision is benchmarked against relevant sector 

comparators, with the aim of ensuring a high quality of space and improved utilisation rates to those 

currently experienced at the University. 

The VCG and DEM must maintain an operational focus, provide an opportunity for staff to raise concerns 

and issues about learning spaces in a positive manner and work together with appropriate external input 

to deliver solutions.  

They should ensure that there are appropriate procedures in place to ensure the appropriate day-to-day 

operation of the space. 

 

7 SPECIALIST LEARNING SPACE 

1. VCG recognises that some space should be managed by departments on behalf of the University 

rather than held centrally. This is normally where the space is highly specialist and intended for use by 

a particular subject discipline or activity to an extent to which it is largely unsuitable for other uses;  

2. The DEM must approve the provision of specialist space to departments, and will ensure that a 

register of such space is in place. 
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3. The Head of Department to which the space is allocated is responsible for ensuring that the space is 

used effectively and efficiently. It is expected that bookings for the space will be made through the 

University’s central timetabling and room booking system. This is subject to audit by the University’s 

Internal Auditors. 

4. The DEM is responsible for ensuring that the space is fit-for-purpose, working closely with the Head 

of Department and principal users of the space. 

5. The Head of Department is responsible for ensuring that the specialist space is managed in an 

environmentally sustainable way as possible; for example by ensuring that lights are turned off when 

the space is not in use and where there are variable heating controls in place, that the space is only 

heated when required. 

 

8 OFFICE SPACE 

Members of staff and research students will normally be allocated the following office provision wherever 

possible: 

SPACE USER SPACE ALLOCATION 

VCG/Directors/Heads of 

Department/Institute (Academic 

and Administrative) 

Single Office 

Academic staff (excl Associate 

Lecturers) 

Shared Office (open plan 

where possible) 

Associate Lecturers  Hot desk in shared office 

Administrative/technical staff Shared office (open plan 

where possible) 

Visiting staff Hot desk in shared office 

Retired or Emeritus Staff Hot desk in shared office 

Post Graduate space – Taught 

courses (e.g. MA) 

Hot desk in shared office  

Post Graduate space – Research 

courses (e.g. PhD) 

Shared office  

 

Note: Detailed arrangements for research students are subject to guidance agreed by the Research Degrees Group. 

 

Access to quiet and meeting spaces will be made available as necessary through either room booking or 

by approval of Department Head and the DEM. 

HSE office space provision guidelines, based on the associated Approved Code of Practice and Guidance: 

Workrooms should have enough free space to allow people to get to and from workstations and to move within 

the room, with ease. The number of people who may work in any particular room at any one time will depend not 

only on the size of the room, but on the space taken up by furniture, fittings, equipment, and on the layout of the 

room.  

 

Where the criteria indicate entitlement to a shared office, a single office may be made available if the 

need can be demonstrated and space availability permits. Allocations will be made in line with the 

University’s Equality and Diversity Policy.  This includes providing individuals with the opportunity to 

declare a disability with the consequence that reasonable adjustments will be made to accommodate their 

requirements.    

 

The DEM is responsible for ensuring that offices are fit-for-purpose. He/she is also responsible for 

ensuring that the minimum statutory standards are not breached. 
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Offices should provide an appropriate working environment that is conducive to the work that staff and 

students undertake on behalf of the University. This will normally include a desk, chair, storage facilities, 

IT equipment, telephone and adequate heating and lighting office space and the environment around it 

should be well decorated, with good access to toilets, refreshment and printing facilities.  

The Head of Department is responsible for ensuring that the office space occupied by staff within their 

department is managed in as environmentally sustainable way as possible; for example, by ensuring that 

lights are turned off when the office is not in use, and where there are variable heating controls in place, 

that the space is only heated when required. 

Office Space provisioning - New staff and Post graduate positions 

Requests for additional office space for new staff or post graduate students, including ancillary items such 

as furniture and keys, must be made formally to the Estate Management Department allowing a minimum 

of 6 weeks’ notice.  Please see the procedure for requesting additional space. 

 

9 HOME WORKING 

Home working may be appropriate for some staff and roles, and this may differ according to the time of 

year. It is expected that staff in student-facing roles will be predominantly based on campus during 

semester periods, and office space will be provided to facilitate this. However it is also recognised that 

there are personal and environmental benefits to staff working from home. 

Staff who wish to work from home for all or part of their normal working time must discuss this with 

their line manager in the first instance, and then with Human Resources. The University will not normally 

provide additional IT, telephone or other equipment to specifically facilitate a member of staff working 

from home, nor will it cover costs of communication links (such as broadband or telephones) or other 

incidental expenses. 

Any member of staff wishing to work from home on a regular basis should also consult with the Health 

and Safety Officer so that the University can be assured that its health and safety obligations towards staff 

are met. 

 

10  LEASING AND RENTAL OF SPACE 

The DEM and the Vice-Chancellor (VC) or Chief Financial Officer (CFO) are the only officers of the 

University who may authorise leasing or rental arrangements, whether the University is renting/leasing 

additional space, or allowing others to use University space. 

 

Except where space is rented out for approved activities by the Conference Office, the DEM, the VC or 

CFO will make recommendations to and seek approval from the VCG.  

Heads of Department, and other officers and staff of the University are not authorised to enter into lease 

or rental agreements directly, but may make proposals to the DEM. 

 

Additional space will only be leased or rented for University use if the VCG, on the advice of the DEM, is 

convinced that there is a need for space that cannot be provided within the University’s current space 

footprint. The DEM, in consultation with the CFO, will be responsible for the negotiation of all terms, 

lease/licence periods and rental costs. They will involve the department who will occupy the additional 

space in any aspects concerning the suitability and use of the space, and any internal charge-back 

agreements.  
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Once a lease or rental arrangement has been entered into, the space will be deemed to be University 

space and managed in accordance with the Space Strategy for the duration of the arrangement. The DEM 

and VCG retain final oversight over the space and it can be re-allocated to other departments if 

appropriate. 

 

Except where the provision of space to third parties forms a fundamental element of a department’s 

business activity as agreed by VCG (for example, the Business Incubator Units at Bognor Regis campus), 

where space is rented out to another body, a rationale must be presented to VCG by the relevant Head 

of Department, prepared with the advice of the DEM. The case should demonstrate that the University 

has no need for the space for its own purposes for the duration of the arrangement, a clear strategic or 

financial benefit to the arrangement, a rationale for the level of rent to be charged (either confirmation of 

market rent or a justification for a rent set at below market rates) and an assessment or any risks/legal 

considerations.  

 

11  TIMETABLING AND ROOM BOOKINGS  

A robust process for scheduling the use of University space (centrally bookable and specialist space held 

by departments) is essential if utilisation rates are to be further improved. Such a process should also 

provide improvements to the student experience in ensuring that timetables can be produced early, and 

that spaces are used efficiently. 

An effective timetabling process also provides data that will guide the development of the overall Estate 

Strategy and will help ensure that the right size and quantity of teaching rooms are available to support 

staff and students.   

The following objectives and principles to support effective timetabling are enshrined within 

this Strategy:        

1. The utilisation of space should be optimised to support the delivery of teaching to students and 

to maximise benefits to the student experience; 

2. Strategically model and forward plan to ensure learning space matches both the current and 

future teaching and academic-related needs of the University; 

3. Accurate and timely data is provided to ensure production of student-focused timetables; 

4. Timetables are accurate, timely and accessible by students and staff and ensure any necessary, 

subsequent changes are implemented in a timely way and communicated effectively; 

5. Timetabling function (staffing and systems) is resourced to minimise the problems associated with 

a single point of failure; 

6. Academic departments are engaged in the process of establishing and administering the 

timetabling process and there are mechanisms to receive staff and student feedback and review 

and improve the process and the suitability of timetabled learning space; 

7. Operate a hybrid timetabling model (one that allows input from timetabling contacts within 

academic departments as well as through a central office) with a high degree of central co-

ordination. 

These are underpinned by the Timetabling and Teaching Space Allocation Policy. 

The Academic Registrar has management responsibility for the timetabling system. The Timetabling 

Systems Manager has operational responsibility for the timetabling and room booking system.  

VCG will advise the Academic Registrar on timetabling and room booking processes and priorities. 

Heads of Professional Services and Heads of Department will work with their teams to ensure that these 

principles and the Timetabling and Teaching Space Allocation Policy are implemented. 
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The Academic Registrar is responsible for ensuring that any IT systems required to support these 

functions are appropriate to the needs of the organisation. Any investment in new systems should form 

part of the University’s annual capital programme review process.  

12  SPACE UTILISATION 

According to the Estate Management Record, space utilisation at the University is below average 

compared to our benchmark group of institutions.  The Space Planning Group will consider and 

implement initiatives to improve space utilisation at the University 

HESA and Room Utilisation Survey data, and information provided by Room Bookings is to be used to 

review space usage and, using benchmarking with industry sector equivalent Universities. 

The DEM, working with the Timetabling and Room bookings Manager and in consultation with 

department heads where appropriate, will propose plans for implementing space use and utilisation 

efficiencies, to the Space Planning Group and VGC for approval. 


