Old Dominion University
Space Management

Procedures Manual

August 2024



Contents

[[a1igeTo VLo 1[0} o EOR T T T T SO PR TR TP PR
Chapter 1 - General INTOMMEATION ..........ooi ettt ettt e e e e e e et bttt e e e e e e aanbbeeeeeeeesaannneneeeaaeeaannnnns

N U 1 0 Vo 11 Y2 PSP ERUT PO

Edition — August 2024



Introduction
All Old Dominion University buildings, space, and land, regardless of fund source

or location, belong to the University as a whole and are subject to assignment and
reassignment by the Executive Vice President for Administration and Finance to meet the

overall needs and best interest of the institution. Long-
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Then, select the “SPACE REQUESTS” button.

Finally, select the “NEW OR ADDITIONAL SPACE NEEDS” button.
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Once you are at the “NEW OR ADDITIONAL SPACE NEEDS” screen, enter as
much detail as you are able, as this will help the Space Management team

develop a better understanding of your needs.

After a space request is received, the vice president or dean responsible
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require 2-6 months to execute, depending on complexity and associated
permitting requirements. Due to this timeline, it is essential departments
proactively submit their space requests for evaluation. For example, in order for a
project to be completed by the beginning of fall semester, a space request

should ideally be submitted in July of the previous year. If the space is already

assighed, a project request should ideally be submitted by October 1 of the

previous year to allow adequate time for associated review, approval, planning,

design, and construction.

1.4 Space Standards

Space standards are an important part of space management for all
universities. They serve as a guide to help similar spaces remain consistent across
campus. ODU’s space standards are based on SCHEV’s space standards and
Section 6.1.1 [Standards for Space Planning] of the Commonwealth of Virginia
Construction and Professional Services Manual (CPSM) These standards are
followed unless there is a significant reason for a variance to be applied. That

variance comes from executive leadership of the institution.

1.5 Space Reporting

Annually, the University is required to submit space reports to SCHEV, who
utilizes the information to evaluate and prioritize requests for appropriations of
State funds to construct capital projects under the Educational and General
(E&G) space category. While a request for an additional office may not seem like
something in which the State would have an interest, the cumulative effect of all
space changes in a given year may change the percentage of University space
occupied by a department, or college. The statistics are reviewed and used to

assess the need for proposed projects.
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efficient use of existing space in order to accommodate expanding program

needs is in the best interest of the institution.

Chapter 2 — Space Data
Accurate space data is an important tool for both strategic and short-term

planning at any university. Knowing space statistics for each department and
combining them with enrollment data, credit hour production, FTEs, and other
critical variables allow university leadership to make the best decisions for the
institution. In order to maintain accurate data, Facilities Management wiill

conduct annual Departmental Space Audits.

2.1 Space Definition
It is important for spaces to be defined the same way across the University

and from institution to institution. Fortunately, the US Department of Education
(DOE) provides a set of definitions. These codes are available in the Facilities
Inventory Classification Manual (FICM). This manual is available as a free

download from the DOE’s website.

2.2 Departmental Space Audit (DSA)

The University’s room inventory must be updated annually and submitted
to SCHEV. The room inventory, in conjunction with the academic class schedule
generates space utilization data and provides information for SCHEV’s space
analysis. This data is reviewed whenever ODU submits a Capital Construction

Proposal to the state. T
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Each Fall, the Office of Space Management will contact all administrative
departments to confirm their contact for the Departmental Space Audit for the
upcoming Spring semester. These contacts will be trained on completing the DSA

and given resources to help them complete their task.

2.3 Classroom and Instructional Laboratory Utilization
Each fall the University prepares a report illustrating the use of instructional

space. This data isreported to SCHEV. The Office of Space Managementreceives
course schedules from the Registrar that illustrate the majority of academic
activity in a classroom or a class laboratory. However, it is imperative that the

department’s report all
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