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FACILITY UTILIZATION PLAN and PROCEDURES 

OVERVIEW 

The University of Northern Colorado must effectively allocate and utilize our facilities in 
order to meet campus wide priorities and ensure availability of appropriate space to 
enhance education, research and other university programs. 
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F.  Fall and Spring courses must follow the university’s standard scheduling 
blocks.  

      http://www.unco.edu/spaceutilization/pdf/class_scheduling_blocks.pdf 
 
5. Considerations taken into account when making changes AFTER initial classroom 

assignments have been made are as follows: 
 

A. 
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FACULTY AND STAFF OFFICE SPACE 
 

The University recognizes the need for suitable office space for faculty and staff 
members. The following general procedures apply: 
 

1. To the extent space is available, all full time faculty members and other faculty or 
staff whose duties create a need for privacy will be assigned private offices. 

 
2. Multiple offices for faculty or staff are to be provided only when their duties 

clearly require office space in multiple locations. Requests for multiple offices are 
to be reviewed by the Committee on Space Utilization and approved by the Sr. 
Vice Presidents. 

 
3. Office size shall be in accordance with space standards and guidelines as 

determined by the Colorado Department of Higher Education. 
 
4. Office space and/or laboratory space may be made available for Faculty Emeriti 

after review by the Committee on Space Utilization and with approval by the Sr. 
Vice Presidents. Space is subject to recall if only minimal or sporadic use is 
made of such facilities 
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SPORTS FACILITIES 
 
The sports facilities at UNC were constructed and are maintained primarily for academic 
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SPACE REQUEST FORM 
 
After initial approval by Dean or non-academic Unit Director, submit form to the Assistant Vice President for Facilities 
Management, to request allocations of new space. Form is not required for simple space reassignments within College / 
Unit space allocation. (Provide notification to Facilities Management for space reassignments.) 
 
Submitted By:        Date:    
 
Unit:          Phone:    
 
DESCRIPTION OF SPACE NEED 
 
Space will be used for:   �‘  Instruction  �‘  Research      �‘  Admin.      �‘  Storage       �‘  Support 
   �‘���2�W�K�H�U����        
  
Space to be used by: �‘  Faculty     �‘  Staff     �‘���*�$���7�$    �‘���6�W�X�G�H�Q�W�V �‘���2�W�K�H�U��   
 
Describe how the space will be used as well as why the additional space is needed: 
 
 
 
 
 
 
  
Have you identified a proposed location?  �‘  Yes  �‘  No 
 
If yes, please provide building / room # 
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If yes, describe physical requirements and special characteristics of requested space: (Planned use, 
# of occupants, assignable square footage, electrical, HVAC, security & telecommunications requirements, etc.) 
 
 
 
 
 
 
 
Describe any special requirements for the space including the need for proximity to other 
facilities: 
 
 
 
 
 
 
 
 
INITIAL APPROVAL: 
 
Dean / Unit Director:       Date:    
 
 
Planning & Construction Review / Evaluation of Alternatives:  
Comments: 
 
 
 
 
 
 
 
 
Estimate: $       


