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L POLICY STATEMENT

This policy controls property and space management in the growth and operation of the University. The
ultimate authority for the allocation of space is with the University President.

All space within state-owned facilities of Texas Southern University is the property of the State of Texas,
and is provided to deliver the programmatic services for which the space was designed, approved, and
funded. Our facilities are resources that must be managed, maintained, and controlled in a manner that
continually contributes toward the University's mission.

Thoughtful space planning consistent with this University policy and procedure is a critical element in the
allocation of University space which must address not only growth, but also the changing needs of the
University and those to whom it serves. The University values flexibility and recognizes changing
curricula, programs, and technologies. Accordingly, space assignments can and will change to achieve
optimal utilization and respond to current and emerging needs.

The University is required to maintain a detailed inventory of all space on campus. Any projects on
university property resulting in modifications to existing space, regardless of funding source or degree of
complexity, must be submitted to the Facilities Planning Office for approval and tracking purposes.
Modifications include reassignments of space, changes in room function, and/or physical alterations
which cause a change in assignable square footage, station count, or capacity.

University space needs will be evaluated on the basis of programmatic need, academic priority, and
operational/business plans. Space standards will be used to gauge space needs. For example, course
enrollments, contact hours, staffing levels, etc., are some of the factors used in space need assessments,
General space standards exist for various space types.

I1. ACRONYMS

THECB - Texas Higher Education Coordinating Board
SUE Space Usage Efficiency

SFDB — Space and Facilities Database

MP 1 — Master Plan Annual Report

I11. DEFINITIONS

CBMOO0S5 - The purpose of the Building and Room Report is to collect data reflecting the building and
coon-I assignments as of the twelfth class day of the fall semester only.

CBMOI 1 - This report includes distinctions for all types of space within a building and intended design
function. Information to code rooms according to architectural features can best be obtained by a visual
inspection of each room or as-built drawings.

CBMO014 - This report includes facilities under the jurisdiction or control of the institution's governing
board, regardless of location and encompasses different types of structures.
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I\'A SCOPE / APPLICABILITY

Any projects on University property resulting in modifications to existing space, movement as well as
changes of equipment, infrastructure components (e.g., walls, outlets, video monitors, gear, paint,
flooring, lighting, facades, signage, HVAC, material selections and finishes, etc.), regardless of funding
source, degree of complexity or academic unit, and all campus facilities must be vetted through the
Facilities, Maintenance and Construction Department, to ensure safety, compliance, regulatory and
facilities-related activities are align properly with the current space utilization and space allocation
profile.

V. CAMPUS SPACE PLANNING OFFICE

The university will have a Campus Space Planner who will report to the Executive Director of Facilities,
Maintenance and Construction and be responsible for maintaining the campus facility inventory, reporting
all facility information to the Texas Higher Education Coordinating Board (THECB), analyzing space
information and availability, and providing information to upper-level management for use in making
space allocation and reallocation decisions.

Campus Space Planning Office will be the central receiving unit for all space requests. The Campus
Space Planner is responsible for space management reporting for the university. The Campus Space
Planner and staff (e.g., coordinator of Facilities Inventory) will:

1. Provide leadership and support for the Campus Master Plan
Maintain an accurate physical space inventory of all buildings the university owns or leases
as required by state and federal regulations

3. Provide maintenance, 2Versight, ypdates, and improvements to the SFDB,

4. Conduct routine audits of selected buildings and divisions/units to verify accuracy of space
inventory,

5. Conduct routine audits of selected buildings and divisions/units to verify accuracy of space
inventory

6. Receive and analyze requests for new space, alterations of space, or change in space use,

7. All moves, relocation, and/or changes to the space must be formally approved through Space
Management

8. Forward requests for space modifications to the appropriate Vice President, as needed, for
approval,

9. Report space changes and alterations to the Catnpus Planning Conunittee, and

10. Conduct routine analysis and reports of campus space needs at the department and division
level and for selected space types such as classrooms, laboratories, research space, and
faculty offices.

11. Perform space utilization studies for the allocation and reallocation of space based on
programmatic needs and departmental growth

12. Participate in and provide input during the design phase of capital improvement projects to
ensure compliance with the space standards and master plan design guidelines developed by
the university

13. Prepare the annual master plan report (MP 1) for the Texas Higher Education Coordinating
Board
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VL SPACE REQUESTS
Requests for additional space requires that one or more of the following criteria must be met in order to
be considered for new space:
1. Campus Master Planning Space analysis needs and planning campus-wide.
2. Academic Master Planning - Space needs resulting from curricular and program
development.
3. Faculty and Staff Recruitment Plans — Faculty office, laboratory, and research space needs
resulting from approved faculty and staff recruitments.
4. Administrative — Space needs to support the administrative functions of the University.
5. University Strategic Plan — Space needs resulting from approved strategic initiatives in the
university's annual budget process.
Other space as needed and recommended by the appropriate Vice President.

VII. APPROVALS REASSIGNMENT OF EXISTING SPACE

Academic Affairs: with the written approval of the Provost and Vice President for Academic Affairs (or
designee) and appropriate notification and approval by the Executive Director, Facilities, Maintenance
and Construction, Academic Affairs, can reassign space within their schools, colleges, or administrative
units.

Administrative: with the written approval of the Vice President for Administration and Finance and
appropriate notification and approval by the Executive Director, Facilities, Maintenance, and
Construction, the Administrative can reassign space within their units.

Student Affairs: with the written approval of the Vice President for Student Affairs and appropriate
notification and approval by the Executive Director, Facilities, Maintenance and Construction, Student
Affairs can reassign space within their units.

University Advancement: with the written approval of the Vice President for University Advancement
and appropriate notification and approval by the Executive Director, Facilities, Maintenance and
Construction, University Advancement can reassign space within their units.

Office of the President: With the written approval of the President and appropriate notification and
approval by the Executive Director, Facilities, Maintenance, and Construction, the Office of the President
can reassign space within their units.

Therefore, any major space reassignment decisions made below the divisional level should be discussed
with immediate supervisors and the respective Vice President.

All space and facilities "use" changes (e.g., signage, functional category, space classification, occupancy,
etc.) should be reported to the Space Planner, by filling out the Facilities Space Change Reporting Form*.

*Facilities Space Changes Reporting Form is linked in the Facilities, Maintenance, and Construction
Department Website
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VIII. REVIEW AND CONSULTATION
The following requests require review and consultation with the Executive Director, Facilities
Maintenance and Construction and the appropriate Vice President (or designee):

1. Temporary space assignments made for a specified period of time (e.g., space allocated for 6
months or more for special project usage research including, but not limited to, uses requiring
retrofits for specialized equipment and/or technology),

2. Changes in the primary function or seating capacity of the space (e.g., request to change a faculty
office into a conference room or renovations changing the assignable square footage of a room).

IX. REPORTING SPACE CHANGES

THECB requires the campus to maintain accurate records of space inventory, space reassignments, and
changes in room function or seating capacity, and physical alterations which cause a change in the square
footage of a room. All space reassignments must be reported to Facilities, Maintenance, and Construction
Department within 30 days of approval to ensure timely updates and accuracy of the SFDB.

The SFDB serves as the sole official record of campus facilities and space which is used in determining
our annual support budget and in the analysis of the capital outlay budget change proposals, space needs,
space utilization, and other space and facility related issues and reports submitted by the Space Planner.

X. FUNDING

Funding must be identified in advance for costs associated with space moves or renovations and included
in the Space Allocation/Change Request Form. Space requests that are dependent upon unconfirmed
funding sources should clearly indicate that contingency. The following procedures are related to funding:

1. Facilities Planning will provide cost estimates, if necessary;

2. Renovation costs will generally be paid for by the requesting department;

3. Requests for minor capital outlay funds for space renovations may be made in accordance
with the minor capital outlay policy and procedure and will be subject to availability of funds
and approval by the Provost, Vice President for Academic Affairs and the Vice President for
Administration and Finance.

XI. APPROVAL OF SPACE REQUESTS

The Space Allocation/Change Request Form must be submitted to the appropriate Vice President (or
designee) for review and approval prior to being forwarded to the Facility, Maintenance, and Construction
Department.

Facilities Planning analyzes the proposal and prepares a recommendation to the appropriate Vice
President (or designee), if required, within 60 days of receiving the request.

The decisions of appropriate Vice President (or designee) are communicated in writing to the requesting
department and Facility, Maintenance and Construction Department. Failure to adhere to the requirements
of this MAPP may result in disciplinary action up and including letters of reprimand.
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XII. PERIODIC SPACE INVENTORY

The Space Planner will evaluate and report space assignment and utilization to the Vice President for
Administration and Finance, the Provost and Vice President for Academic Affairs prescribecl reoccurring
schedule below:

XIII.

1. Spring Break,
2. Summer Break, and « Winter Break.

CAMPUS PLANNING

Campus Space Planner (CSP) - The University will have a Campus Space Planner who will
report to the Executive Director Facility, Maintenance, and Construction and will be responsible
for maintaining the campus facility inventory, reporting all facility information to the Texas
Higher Education Coordinating Board (THECB), analyzing space information and availability,
and providing information to appropriate chain of command for use in making space allocation
and reallocation decisions.

Campus Space Planning Committee (CSPC) - The Campus Space Planning Committee is an
administrative committee composed of the University Provost, Vice Presidents, Academic
Affairs, Enrollment, Operation Information and Technology (01T), Building Managers,
Deans/Faculty, and Registrar reporting to the President.

Other procedures include:

XIV.

a. Personnel in the above departments will be selected per Department Head;

b. This CSPC will pull in others, as needed, to analyze and plan for space needs; and

c. The committee will consider the Campus Strategic Plan, the Campus Master Plan, and the
Capital Improvement Plan and is charged with developing long-range and general space
allocation plans, reviewing university facility inventory data, utilization statistics, and
other productivity measures, and providing recommendations to the President.

d. President and Executive Committee will establish the Strategic Plan and Campus Master
Plan based upon the recommendations of the Campus Space Planning Committee and
Facilities Space Planning Office

e. Directors, Chairs, Deans, and Vice Presidents - Comply with the Space Management
Policy by ensuring all room information is properly reported in accordance with
procedures established by the Space Planner.

POLICY PROVISIONS

(1) Allocation of New Academic Spaces through the Construction Process:

1.

The allocation of new academic space(s) is/are accomplished through the construction program
documents and it is reviewed and approved by the Provost Vice President for Administration and
Finance and President as required for each specific project to construct new space(s).

Proposed assignments of new space(s) is/are evaluated against campus-wide space needs, current
campus utilization of classrooms and class laboratory space, academic program priorities, the
Strategic Plan, the Campus Master Plan and the Capital Improvement Plan. « All new space(s)
allocation will meet the guidelines and rule set forth by the Texas Higher Education Coordinating
Board.

(2) Form - Space Allocation/Change Request Form
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