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1. Introduction 

 

Trinity College Dublin is a multi-disciplinary, research intensive academic community.  
The University will continue to provide high-quality, fit-for-purpose spaces to 
accommodate teaching and learning, research, administration and social uses.  
 
The purpose of this document is to set out the policy for the allocation of space and 
to ensure that we inhabit our spaces responsibly. 
 
The principles outlined herein will apply to academic, administrative and support 
areas. The policy guidelines are subject to review and approval by the Space Allocation 
Group1, Executive Officers Group and the Estates Policy Committee, as required. 
 
The principles of space management outlined in this document will be used to assess 
space needs, plan new space and act as a management tool to assist with the 
allocation of space between users2. The document reflects some current space 
management practises used at Trinity and also references The UK HE Space 
Management Guide (SMG)3. The SMG standards are to be used as an overall 
assessment of capacity of existing accommodation. This document should also be 
used in the early planning stages for new buildings and all refurbishment works.   

 

 

 

 

 

 

 

 

 

 

                                                        
 
1  The Space Allocation Group’s Terms of Reference are outlined in Appendix 1 
2  Glossary: The term “User” refers to (1) academic space that is the responsibility of the relevant Head of School 

and Faculty Dean and (2) space for professional staff that is the responsibility of the relevant Head of Unit and 
Chief Officer 
3 The UK HE Space Management Guide (SMG) http://www.smg.ac.uk/ 

http://www.smg.ac.uk/
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2. Guiding Principles for Space Allocation  
 

While all space is owned by the College, Schools and Units are responsible for ensuring 
that their allocated space is used efficiently.  

Schools and Units will review and update their space allocation and occupancy, 
including all approved budgeted Research Projects with start and end dates, on an 
annual basis and submit this data to the Space Planning Team. Space audits will be 
conducted over the summer months by the Space Planning team. 

The following principles are intended to assist the College community in establishing 
equitable, consistent, efficient and flexible planning parameters, as well as making 
sound management decisions about space allocations, both for new construction and 
within existing or renovated buildings. 
 

2.1 Members of staff should have no more than one desk assigned to them.  Any 
exceptions to this will require approval by the Space Allocation Group. 

2.2 It is recognised that academic staff who are Annual Officers may be assigned 
an office associated with that role, as well as retain use of an office in their School 
for their academic duties. 

2.3 Offices and open plan areas should be planned to maximum capacity and to 
meet the requirements of a School/Unit.  

2.4 Bookable meeting rooms should be incorporated in new build developments 
and refurbishments, where possible. 

2.5 Offices and laboratory spaces should be designed to be adaptable and flexible 
to meet potential future uses. 

2.6 No space that is suitable for teaching, laboratory or office use should be 
dedicated for storage. 

2.7 It is recognized that School/Units often designate a room for staff meetings/ 
presentations/ad hoc meetings etc. These should be bookable shared spaces 
between Schools/Units (where this facility currently exits), in as far as practicable 

2.8 Space, equipment and associated support should be shared, where 
appropriate, and will become the norm rather than the exception. 

2.9 Space will be allocated within School/Units by the Head of School/Unit, or their 
nominee(s). The Head of School/Unit will decide on disputes in relation to the 
policy within the School/Unit. 

2.10 When a staff member is absent for more than one semester the Head of 
School/Unit may reassign their office or desk for the period of absence. 
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2.11 Schools and Units are responsible for appropriate removal of chemicals and 
artefacts from areas when they vacate a space. Alternatively, these items can be 
removed by the College at a cost to the individual School/Unit vacating the space. 
More information relating to this can be found on the following links: 

http://www.tcd.ie/Buildings/Safety/safetypolicies.php 

https://www.tcd.ie/about/policies/assets/pdf/sustainability-policy-15112017.pdf 

2.12 Space requirements of new hires, in particular strategic hires, should be 
confirmed before their appointment. All options within the host School’s space 
allocation are to be explored in the first instance.   
 
2.13 The Associate Dean of Research will advise the Space Planning Group of any 
large-scale research grant applications at time of application and award. Allocation 
of space will depend on the nature of the research activity. 
 
2.14 The Space Planning Team should be advised as soon as possible if new 
research proposals cannot be facilitated within a School/Faculty’s existing spatial 
footprint. 
 
2.15 It is the responsibility of Schools to make write-up space available to 
researchers (including PhD students and post-docs), in accordance with 
disciplinary practice. 
 
2.16 Fellows emeriti may formally apply to the Senior Dean for access to write-up 
space, as is current practice. Fellows emeriti may be allocated shared space in the 
relevant School, once all other categories of staff have been allocated space and 
should remaining space be available. 

 

3. Process for Space Allocation and Reallocation 

 

It is recognised that Schools and Units will naturally grow and contract over time. As 
such, the Faculty Dean may reallocate space between Schools that fall under their 
remit. The relevant Chief Officer will advise regarding reallocation of space with their 
respective Divisions. When a request for additional space cannot be facilitated by the 
relevant Faculty Dean or Chief Officer, they may make a request for space from the 
Space Allocation Group. The Terms of Reference for the Space Allocation Group are 
outlined in Appendix 1. 

The annual Space Review audit aims to capture the space utilisation to assist with 
optimal use of space. The Space Norms for offices for Academic and Administrative staff 
are outlined in Appendix 2 and 3. 

  

http://www.tcd.ie/Buildings/Safety/safetypolicies.php
https://www.tcd.ie/about/policies/assets/pdf/sustainability-policy-15112017.pdf
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Appendix 1:  Space Allocation Group: Terms of Reference 

 

Space Allocation Group 

Terms of Reference 

 

The Space Allocation Group reports to the Executive Officers Group and is 

responsible for the coordination of strategic space allocation and development as 

informed by College’s Development Plan and other policies approved by Board. The 

main functions of the Space Allocation Group are: 

(i) To consider requests for the allocation or reallocation of space for academic 

or support areas and to advise the Executive Officers where such additional space is 

to be provided, where these issues cannot be first resolved at School/Unit or Faculty 

level; (ii) To consider the allocation of space between Faculties or Support Services 

and recommend accordingly; (iii) To note the reallocation of space within Faculties 

and the Support Services.; (iv) To advise the Executive Officers of the need to initiate 

development projects or to acquire property in order to meet approved or 

anticipated space requirements; (v) To review from time to time the College’s Space 

Allocation Policy and to recommend any amendments the Group considers 

necessary to that policy. 

Terms of reference of the Space Allocation Group 

• The group shall comprise the following membership: 

- Bursar (Chairperson) 

- Faculty Deans (x 3)  

- Chief Operating Officer 

- Director of Campus Infrastructure 

- Associate Dean of Research 

- Space Planning Manager (Secretary) 

The members may authorise deputies to take part in meetings on their behalf. 

• Membership of the Group shall be reviewed annually by the Chairperson in 

consultation with the Director of Campus Infrastructure and changes as 

required shall be recommended to Executive Officers for approval. 

• The Group shall meet monthly throughout the year, or as required if the 

business requiring its attention should so dictate. 
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• The Space Planning Manager shall act as Secretary to the Group and be 

responsible for the preparation and distribution of the agenda, papers, and 

minutes. 

• An agenda and papers will normally be circulated one week in advance of 

each meeting. 

• Meetings require a quorum of 50% of the members plus one. 

• Within individual Faculties the Deans will advise on reallocation of space 

between Schools. The Chief Operating Officer will advise regarding 

reallocation of space between support areas in CSD. Space Allocation 

requests will only be discussed at the Space Group if the following process 

has been followed: 

(i) Space Requests have been signed off and approved by the relevant 

Head of School / Head of Support Unit. 

(ii) The relevant Faculty Dean / Chief Officer have been made aware of 

this request and are unable to accommodate the request. 

(iii) The relevant Space Request Form has been completed and returned to 

the Space Planning Manager three days in advance of the Space 

Allocation Group. 

• Recommendations / decisions of the Space Allocation Group will be recorded 
and passed to the Capital Review Group for noting / information. When a 
capital project requests funding approval, the Capital Review Group will 
confirm that Space Allocation Group has approved the space before 
considering the project for approval (where relevant). The secretary of the 
Capital Review Group will pass on recommendations relating to previous 
decisions made at Space Allocations Group to the secretary of the Space 
Allocation Group. 
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Appendix 2 - Space Norms for Offices for Academics and Researchers 

 

 Office Allocation  Description 

Dean / Head of School (HoS)   1 Single Office  

Academic 1 Single Office, where possible  

Researchers – Post Doc / PhD Dedicated shared write-up space, according 
to School norms and availability 

Visiting / Adjunct/Emeritus  Shared Office 

 

 

Appendix 3 - Space Norms for Offices for Professional Staff 

 

 Office Allocation  Description  

Head of Unit 1 Single Office 

Professional Staff Shared Office Space 4 

 

 

 

 

 

 

 

  

                                                        
4  It is recognised that some professional staff may meet with staff and students to discuss confidential 
matters. Such meetings should be accommodated in a private room. 
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Appendix 4 - Space Allocation Request Form - Flow Chart 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submit to Head of 
School/Unit 

Requester to raise Space Allocation Request via 
email to School Manager/Unit Manager. 

Request accommodated within 
School/Unit 

HoS to inform requester of outcome. 
School to note change of 
ownership/function on annual update of 
space atlas 

Request not accommodated 
within School/Unit 

Dean/Head of Unit to submit original 
request, HoS comments and Faculty 
comments to Space Allocation Group via 
Space Planning Manager. 

HoS to submit Space Request Form 
highlighting the details of steps taken at 
School-level to Dean of Faculty or Unit-level 
to Unit Head. 

Request accommodated within 
Faculty/Division 

Dean to inform School of outcome. Both 
Schools to note change of 
ownership/function on annual update of 
space atlas 

Request not 
accommodated within 
Faculty/Division/Unit 

Space planning team to respond with 
acknowledgement to the requester email 
within 1 week of receiving completed 
Space Request Form. 
 



 

 10 

Appendix 5 - Space Allocation Request Form  
 TRINITY COLLEGE DUBLIN  

 Space Allocation Request 

 Date Submitted: <dd/mm/yyyy>  

 School:  <School>  

 Focus Area:  <Focus Area>  

 Requester:  <Requester>  

 Agreed with Head of School / Unit <Yes / No>  

 Discussed with Faculty Dean / COO <Yes / No>  

    

 Current Space Allocated - Location and Square Meters 

   

  

 

 

 School / Business Unit Head Count  
   

 

 

  

 Space Requested - Location and Square Meters  

 
  

  

 

 

  

 Reason for Space Request (max 500 words)  
   

 Implication of not gaining space (max 500 words) 
  

 
  

 

 

  

 Does space meet accessibility requirements for College: Yes / No 
  

   

 

 

  

 

Alignment of School / Unit request to approved Strategic Plan (Faculty Dean / 
COO to comment) 

  

   

 Funding Source for New Space: 

  

 
  

 Request submitted by Head of School / Unit: Yes / No 

 

   

 Potential Impact on Revenue Generation (Research Funding etc) 

 

 
  

        

 

Space Request approved for investigation? 

   

 
Endorsed by Faculty Dean / COO 

        

 
 

  

 Assigned Investigator: <Investigator>  

 Approved by: <Approver>  

 Title: <Title>  

 Date Approved: <dd/mm/yyyy>  

    

 
Comments 
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