
ALLOCATING 
SPACE AS 

NEEDS 
CHANGE

Document requirements
for the space.

Collect information about the specific 
needs including staff, size, equipment, 
adjacencies, environment, services etc.

Can you 
make

suitable 
space 

available?

Review current space 
use over whole Division 

or Office

Refer to policies, guidelines, models, 
data and advice from BGO/SMU

No

Yes

Prioritise at Division or  
Office Accommodation 

Meeting. 

Is it the 
highest
priority?

Allocate
Space

No

Request the required 
space through the 

Division/Office to the 
BGO/SMU
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Start. My requirement 
for space has changed.

Yes

Wait

BGO/SMU consults,  
evaluates and 

recommends options to 
DVC (Admin)

Yes NoIs required 
space 

approved?

DVC (Admin) assesses 
the proposal and 

makes decision guided 
by University priorities.

Is this an 
essential 
project?

Internal process used 
to review the existing 

space allocation.  
Determine whether the 

current use is still 
appropriate given the 
changing needs of the 
Division/Office. Space 

may need to be 
reconfigured for the 

new use.

Advise BGO/SMU of 
proposed changes in 

rooms, use or 
organisation

End

No

Yes

Make do 
with 

current 
space.


