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INTRODUCTION 

Parkland College recognizes that physical space within its facilities is critical and must be 
assigned and managed in Parkland College’s best interest.  

This policy applies to all existing physical space owned or leased by Parkland College, and 
describes the principles by which Parkland College assigns and manages the space within our 
facilities. It also establishes the responsibility, authority and accountability for assigning 
institutional space including parking and outdoor storage areas.  

POLICY 

1. All physical space within Parkland College facilities is the property of Parkland College and 
will be assigned to specific functions in accordance with the best interests of Parkland 
College.

2. The Facilities Department is responsible for the assignment and management of all 
physical space. All decisions  will be made in consideration of the  Strategic Plan,  Capital 
Plan, and the Business Plan.  Physical spaces will be allocated and used in the most 
effective manner possible.

3. Individual programs or organizations do not own their space but are allowed to use the 
college’s physical space for their needs until such time other priorities take precedence.

4. If space requirements result in the modification of existing space or the creation of new 
space, the facility project will be managed by the Facilities Department.
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PROCEDURES 

In the event there are competing program interests for space, prioritization will be based on 
the best combination of factors including learning environment, cost, available alternatives, 
and College benefits. Where there are competing functional programs, the following are 
Parkland College priorities:  

1. Classrooms and other learning / teaching spaces including, shops and other learning
spaces.

2. Learning support spaces.

3. Space for learner lunch rooms or recreational spaces.

4. Outdoor storage related to required program equipment and parking areas.

Responsibilities for college space are as follows: 

1. Parkland College employees and other occupants are responsible to:

a. ensure that the space they are assigned is being used effectively and efficiently;

b. inform the Facilities Department when space may be used more effectively and 
efficiently;

c. support the development of creative solutions for sharing of the space;

d. ensure that all booking of space is done centrally through the room booking software; 
and

e. ensure when a booked space is no longer required that the room booking software is 
updated so that the space be made available to other users.

2. Program Supervisors are responsible to:

a. proactively schedule and book all class, lab, shop and other training spaces to ensure 
that space is appropriately used; and

b. work with the Facilities Department to identify solutions for programs and 
organizations requesting space that cannot be accommodated within the current 
inventory.
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3. The Facilities Department is responsible to:

a. work with Program Supervisors to identify solutions for programs and organizations 
requesting space that cannot be accommodated;

b. manage all capital projects related to the creation or modification of College space;
c. proactively optimize the use of existing space at all campuses and ensure that space is 

being utilized in the best interest of the institution;
d. conduct audits, surveys or other activities to establish the effectiveness of scheduling 

and utilization;
e. make recommendations to the Executive regarding major (affecting more than one 

program or function) realignments of space use that cannot be resolved within the 
affected organizations;

f. work in concert to identify solutions for programs, departments or organizations 
requesting physical space that cannot be accommodated within the current space. 
This entails bringing together the others involved to jointly work on the space issues in 
a collaborative manner; and

g. work with the appropriate vice-president (affecting one program or function) if 
conflicts cannot be resolved.

4. Parkland College Executive is responsible to:

a. ensure that college space-related decisions are transparent and inclusive;
b. ensure that short- and long-term space allocation and management decisions are 

consistent with the Parkland College Strategic Plan, Capital Plan, and Business Plan, as 
applicable;

c. ensure that college space is being used effectively and efficiently; and

d. request space utilization reviews when deemed appropriate.


