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The CIT Space Management Policy will assist CIT in the day-to-day allocation of space and the
establishment of biennial utilisation target percentages (key performance indicators) for both learning
and non-learning space.
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Introduction

The following principles have been developed to clarify governance matters in respect to space
management and allocation and to guide the Canberra Institute of Technology (CIT) towards the
maximisation of usage of existing and future space:

I All space is provided and administered by CIT;

f  CIT has developed space allocation and operational principles, which will inform the provision
of space across all campuses and learning centres;

I CIT recognises core learning space is available from 8:00am ~ 9:00pm Monday to Friday, but
that it can be made available for use outside of this timeframe;

I The CIT Executive Management Committee will oversee the general allocation and
rationalisation of space, which will lead to an optimal use of space;

I Alllearning space (including purpose-built facilities) will be administered through Banner 8:
Location Management and Housing Module;

I CIT will take account of the elements of time used and area of space occupied in determining
levels of space utilisation; and
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Definitions

Area - GFA: Gross Floor Area: A floor area in m? which is the sum of all fully enclosed and unenclosed
covered floor areas of a building.

Area - UFA: Useable Floor Area: A floor area in m? measured from the inside face of the walls and
deducting all common use areas (corridors, etc) and non-habitable areas (lifts, stairs, service ducts, etc).

BANNER 9: Location Management and Housing Module: A module of the BANNER 9 Student System,
which defines all space attributes of CIT learning spaces and provides for registering and recording of
space bookings.

CIT Space Register: A comprehensive register listing all operational attributes of space on CIT €
campuses. The register also includes space utilisation data and links to Equipment Schedules and
Condition Reports. The Register will be maintained by Facilities Unit.

Event: A one off space booking for an activity other than an ongoing CIT class. Event bookings will be
carried out by Facilities.

Hot Desking: The practice of sharing dedicated work spaces between two or more persons.

Location Management and Housing Module: A module of the BANNER Student System, which defines
all building and space attributes at CIT.

Space Responsibility Officers: Representatives of Colleges/Divisions who have been allocated
responsibility for restricted spaces.

Shared workstations: An inclusive term for any non-dedicated office, transit office or hot desk space.

Single-purpose workstation or office: an office or workstation reserved for the exclusive use of a single
staff member or student. Generally for a medium to long-term occupant (over one month or semester).
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Space: Physical property resources within CIT that may be learning or non-learning areas and may
include open spaces.

Learning Space: A space provided for learning delivery

Learning Space: A space managed by CIT Colleges for the provision of information access and
delivery, information literacy development, and flexible learning support. Includes all learning
comMmons spaces.

Lecture Space: A centrally timetabled flat or tiered floor learning space with a minimum
standard of learning equipment for multi class course delivery.

General Purpose Learning Space: A centrally timetabled flat floor learning space with a
minimum standard of learning equipment for single classes.

Special Purpose Learning Space: A flat floor learning space for specific learning delivery with a
minimum standard of learning equipment for single classes and restricted in use to a
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Space Management

Principles

1. All CIT space is owned by CIT and managed by the CIT Corporate Services. Colleges may at times
be charged with custodianship of Special Purpose Learning Space or Specialist Learning Space.
This custodianship does not infer ownership rights.

2. CIT Corporate Services-Facilities with input from Corporate Resources Committee and the
Executive Management Committee will allocate space for the purpose of CIT business.

3. Allocated space will be provided to a standard level of amenity (refer Space Allocation Guidelines:
Tables 1 and 2). Higher levels of amenity may be provided however, the cost differential above
the standard provision will be the responsibility of the relevant centre director and initiated with
approval from the Executive Management Committee.

4. Provision of new space or facilities or alterations to existing space will only occur after
consultation with CIT Corporate Services- Facilities, the Corporate Resource Committee and the
College/Division having oversight of the space and will require the authorisation of the Executive
Management Committee. Urgent reallocations of small areas of space (on a daily operational
basis) will be made in consultation with CIT Corporate Services - Facilities.

5. The provision of any agreed changes to current space allocations is contingent upon allocation of
an appropriate budget and the endorsement of the Executive Management Committee. The
budget may be derived from allocated expenditure within the Capital Works Program or funded
by the relevant College/Division with the authorisation of the member of the CIT Executive having
oversight of the College/Division.

6. Where Colleges or business entities utilise special purpose facilities, all users will respect the
uniqueness of those facilities and equipment therein, and ensure that any activity does not
disrupt or become detrimental to the ongoing primary use of those facilities.

7. CIT Corporate Services -Facilities in consultation with CIT College Directors, will undertake annual
reviews of space utilisation and, in accordance with CIT space allocation and operating guidelines,
will develop plans, processes and timelines to:

| Collect data, maintain a CIT Space Register, monitor and analyse usage;
| Optimise utilisation of existing space allocations; and
| Effect changes that provide benefit to the CIT.

Responsibilities
The following roles and responsibilities are intended to identify management accountabilities for the
use, review and allocation of CIT space.

The Executive Management Committee is responsible for:
f  Authorising the allocation of additional space or significant alterations to existing space;
f  Setting the annual target space utilisation improvement percentages for learning and non-
learning space.

Corporate Resources Committee is responsible for:

f Inputinto:
(6]
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Booking of Learning Spaces

Principles

1. Corporate Services Facilities with the oversight of Executive Director Corporate Services will
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Responsibilities

The CIT Corporate Services is the business owner of the BANNER 9: Location Management and Housing
Module. This Corporate Services Facilities is responsible for the entry and maintenance of booking data

and booking of Events.

The Student Services will maintain the functionality of the BANNER 9: Location Management and

Housing Module. This will include upgrades to the system as appropriate.

Procedures
Booking a Learning Space

The CIT Space Register is checked for spaces ‘ If unsure of spaces available seek advice from

Corporate Services Facilities

\ 4 ¥

If an appropriate space exists, check
BANNER 9: Location Management and

Housing Module for availability. *

\ 4 4

with necessary attributes

If space is available and unrestricted If the space is available but restricted

\ 4

Seek permission from relevant Space

Responsibility Officer

\ 4 4

BOOK SPACE on BANNER 9: Location ' If agreement is If disagreement

reached arises

¥

Management and Housing Module advised. *

*  See reference 1 and or 2 for details of Consult with your
how to do this on BANNER 9 College Director

¥

Where disagreement cannot be resolved refer
issue to Corporate Services Facilities for

resolution
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Ensuring currency of the Space Booking Register

References
1. BANNER 9 CRN Creation and Space Booking Training Workbook.
2. Input Timetables ~
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Space Utilisation

Establishing optimal levels of space utilisation is critical in establishing a sustainable asset management
strategy. Since the early 1980's The Australasian Tertiary Education Facilities Management Association
(TEFMA) has conducted annual surveys in respect to facilities management data for tertiary education
institutions. The surveys have enabled TEFMA to establish good practice benchmarks for space
utilisation rates

TEFMA'€ Space Planning Guidelines Edition 3 ~ 2009 provides commentary on space utilisation and
establishes indicative good practice space utilisation rates for learning spaces in tertiary education
institutions.

Principles

1. CIT will manage utilisation of learning spaces to ensure that utilisation is maximised and that
established utilisation targets are achieved by 2023.

2. 2023 utilisation targets for learning spaces are;

1 60% for general learning spaces and computer laboratories,
T 35% for specialist learning spaces and workshops.

3. Bi-annual space utilisation audits will be carried out to establish room frequency of use and room
occupancy rates. The audits will be used to assess performance against 2023 targets, establish
optimal capacity models and flexibility of function and inform the Asset Development Strategies.

4. In 2010-11 CIT will revise its CIT Space Register to provide current information on Space Use,
Frequency, Occupancy and Utilisation.

Responsibilities

The Board of Management is responsible for setting the annual target space utilisation improvement
percentages for learning and non-learning space.

Campus Space Management Groups are responsible for input into:
0 Reviews of changes to the capacity and utilisation of spaces;

o Facilitating the gathering and updating of space utilisation data; and

Centre Directors are responsible for input into:
I Determining the space required for their learning and non-learning activities;

1 Periodically providing accurate data on the use, occupancy and time usage profile of allocated
space;

f Maintaining the optimal use of Special Purpose Learning Spaces or Specialist Learning Spaces;

f  Space utilisation negotiations with FAD.

Facilities and Asset Development is responsible for:
f Overseeing optimal space utilisation for the CIT;

f  Provision of timely and useful reports to the Board of Management regarding space utilisation
for the CIT;

I Provision and maintenance of a CIT Space Register and CAD spatial data to support space
utilisation activities;
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f  Providing and utilising benchmarks, standards and guidelines to support decision making.

I Assisting Centre Directors and Campus Space Management Committees to determine and
record space requirements;

I Determining the capacity (number of users) of various spaces according to benchmarks; and

I Undertaking planned space utilisation audits;

Factors affecting space utilisation rates

Space utilisation in tertiary education institutions varies from space utilisation in workplace
environments in office, production and retail sectors. Factors affecting space utilisation in tertiary
institutions include:

Physical Attributes: A space may be poorly utilised due to its physical attributes such as: its condition;
an oversupply of similar facilities; insufficient capacity; too much capacity; wrong location; and changing
learning methods causing obsolescence.

Flexibility: Students are being offered a wider range of options within courses, and across disciplines. As
students enrol in a greater number of subject combinations the difficulty of timetabling increases, and
may lead to decreased utilisation.

Part-Time Staff: Part-
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Indicative good practice space utilisation rates

TEFMA'E
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Table 2: Learning Space Allocation

Learning Space UFA (m2)

Lecture Spaces

Lecture Space (flat floor, no demonstration bench) 1.5 mastudent
Lecture Space (flat floor, with demonstration bench) 2 M2sstudent
Lecture Space (stepped floor, close seating) 0 — 30 students 1.4 mzstudent

> 30 students 1.1 masstudent
Lecture Space (stepped floor, work benches) 2.0 mastudent
Lecture Space (stepped floor, meeting in the round, max seating of 100 students) 1.5 mastudent

Learning Spaces

Classroom (with demonstration bench) 2.8 mzsstudent +8.0 m2
Classroom (no demonstration bench) 2.8 majstudent
Seminar Room 2.8 masstudent
Associated breakout rooms (minimum 10 mz2) 2.2 Masstudent

Special Purpose Spaces

Science Laboratory 5.0 masstudent
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Non learning work space criteria

General

Non learning work space comprises workspace areas for individuals and teams, support spaces (e.g.
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Workstations

Maximum flexibility can be achieved by using generic workstation sizes configured in open-plan group
lalJZZH€ €Zited 7 teaWe fZYchZYE SePadatiYg giZzpe Zf NZdketakiZYe lith eYclZged Zffice€ EhZZId be
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