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Rowan University’s Space Allocation  
Guidelines and  Request Form 

 Source: Rowan University, Glassboro, NJ. 
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Rowan University’s Space Allocation  
Guidelines and  Request Form (cont.) 

 Source: Rowan University, Glassboro, NJ. 
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Rowan University’s Space Allocation  
Guidelines and  Request Form (cont.) 

 Source: Rowan University, Glassboro, NJ. 
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Rowan University’s Space Allocation  
Guidelines and  Request Form (cont.) 

 Source: Rowan University, Glassboro, NJ. 
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Rowan University’s Space Allocation  
Guidelines and  Request Form (cont.) 

 Source: Rowan University, Glassboro, NJ. 
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University of Alaska Fairbanks’s 
Space Request Form 

 Source: University of Alaska Fairbanks, Fairbanks, AK. 
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University of Alaska Fairbanks’s  
Space Request Form (cont.) 

 Source: University of Alaska Fairbanks, Fairbanks, AK. 
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University of Alaska Fairbanks’s  
Space Request Form (cont.) 

 Source: University of Alaska Fairbanks, Fairbanks, AK. 



©2015 The Advisory Board Company • eab.com • 31672B eab.com 12 

University of Maryland, Baltimore County’s        
Space Request Form 

 Source: University of Maryland, Baltimore County, Baltimore, MD. 
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University of Maryland, Baltimore County’s  
Space Request Form (cont.) 

 Source: University of Maryland, Baltimore County, Baltimore, MD. 
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University of Maryland, Baltimore County’s  
Space Request Form (cont.) 

 Source: University of Maryland, Baltimore County, Baltimore, MD. 
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University of Maryland, Baltimore County’s  
Space Request Form (cont.) 

 Source: University of Maryland, Baltimore County, Baltimore, MD. 
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Pennsylvania State University’s 
Top Ten Space Worries  

 Source: Pennsylvania State University, State College, PA. 

1. Sharing: We forgot how to do this when we left kindergarten.  
 

2. Classrooms: We must have world-class instructional spaces to keep our enrollments strong and so we can invest to 
“save the world.” No one owns classroom spaces, but we have not yet invested in improvements or in changing the 
classroom environment from lecture to collaborative active learning quality of experience. Our general purpose 
classrooms now are 2.5% of all of our space.  
 

3. Laboratories: We have a very small inventory of class laboratories, half of which are assigned to research. Same as 
the above, we need to bring existing labs up to the quality of current discipline requirements. In addition, if we 
want to move from lecture and theory to “hands on,” real life experience, we need more discipline-specific 
laboratories.  
 

4. Lack of Comprehensive Scheduling System: Every college, unit, and department has some version of their own 
scheduling system, software, manual paper, spreadsheets, etc. No one knows any day what is happening 
comprehensively.  
 

5. The Office:  If the tuition-paying public realized that more than 30% of our space is offices and less than 10% is our 
classrooms and class labs, they would be shocked. This is overhead—no matter how you spin it. Our entitlement to 
the “private office” is not conducive to all our rhetoric—teamwork, openness, collaboration, communications, 
accessibility, affordability, and on and on.  If we are trying to prepare our students ready for the real world—
maybe we should try to join it ourselves.  
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Pennsylvania State University’s  
Top Ten Space Worries (cont.) 

 Source: Pennsylvania State University, State College, PA. 

6. Server Rooms: The sudden proliferation of server rooms throughout our buildings is not sustainable. We have 
server huggers everywhere, and there is some insistence on having total control over the hardware even though it 
is unsecure, placed in rooms without the proper HVAC, located in a mechanical room without permission, blown 
circuits because of power problems, and on and on. And then the server huggers complain because the servers 
overheat, melt nearby plastic, get wet from a mechanical leak, etc.  
 

7. Staff/Expansion without Space: We hire whether we have space or not, and then cry and make it a crisis for 
someone else to figure out. And of course they all need private offices, near their parking space, appointed very 
well and in central campus.   
 

8. Instruction/Research Conflict: We insist on having our research labs right in the middle of campus on the main 
student thoroughfare and then wonder why those undergraduate students are allowed in the buildings. We put up 
signs taped on hallways and doors that undergraduate students should not enter – trespassers will be shot, and 
survivors, shot again. And we create lovely common spaces (for faculty only) and then whine when students want 
to use those spaces.  We say we want the research labs available to students to garner interest – but we lie.  
 

9. Storage Management: We have rooms, hallways, mechanical rooms, good space, outdoor sites, and trailers full of 
junk. We don’t have a storage space problem, we have a junk management problem.  (We started a free furniture 
program and have a storage contract with a local company that has lots of space.) If you really need to keep it—
then pay for keeping it.  
 

10. Decisions: If we reward bad behavior, expect the bad behavior to continue.  
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Caltech’s Classroom Utilization/Needs Report  

 Source: California Institute of Technology, Pasadena, CA. 
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Caltech’s Classroom Utilization/Needs Report (cont.) 

 Source: California Institute of Technology, Pasadena, CA. 
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Caltech’s Classroom Utilization/Needs Report (cont.) 

 Source: California Institute of Technology, Pasadena, CA. 



©2015 The Advisory Board Company • eab.com • 31672B eab.com 21 

Caltech’s Classroom Utilization/Needs Report (cont.) 

 Source: California Institute of Technology, Pasadena, CA. 
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Space Management Talking Points 
Provost 

1) Blanks are provided for you to fill in institution-specific data points. 
2) General and education. Source: Facilities Forum. 

The quantity and condition of our institution’s physical space plays an important role in the success or failure of 
your strategic priorities. The cost to build new space diverts scarce resources away from academic initiatives, 
while the condition of space can impede and even prevent successful teaching, learning, or research on our 
campus. Help me better steward our institution’s resources and drive your strategic priorities through these 
space management tactics. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Establish and 
Enforce Office  
Space Standards 

 

• Transparent office standards help us ensure 
offices of the right size and configuration are 
assigned to the right people, and that we have 
offices available when we need them.  

• If we don’t better protect office space, we could 
be forced to put faculty in substandard space, 
which might hurt hiring and retention. We also 
want to avoid new faculty arriving on campus 
and not having an office. It creates a bad first 
impression for the faculty member.  

• The cost of construction in our region is roughly 
$____/sq. ft.1 If we plan for slightly smaller 
offices, it would create additional room in the 
budget for modern lab and teaching spaces.  

• One regional public institution 
had to temporarily freeze 
faculty hiring because offices 
were already 104% subscribed.  

• One urban, private institution 
saved $3M in new construction 
after 70 faculty members 
joined its shared office 
program. 

• One institution discovered that 
eliminating redundant office 
assignments could free up an 
additional 20% of its office 
space. At our institution that 
would mean ___ offices, the 
equivalent of a new 
________________ (well-
known building on campus). 

Repurpose 
Underutilized Space  

• Our departments are hoarding space by holding 
onto empty offices and restricting access to 
their classrooms and conference spaces. We 
need those rooms to meet the space needs of 
strategic and academic priorities in a quick and 
cost effective way.  

• Faculty offices take up ___% of campus space, 
costing us $____ to heat and cool in 2014. As 
faculty and staff embrace new flexible work 
options, their offices sit empty or underutilized. 
We’re paying to heat and cool empty offices; we 
could redeploy that space to support new or 
growing programs across campus.  

• The best way to reduce our carbon footprint is 
by reining in new construction and additional 
utilities costs. We can do this by embracing 
opportunities to meet our emerging space needs 
within our existing physical space.  

• Only 10% of one large public 
institution’s 800+ general 
assignment classrooms meet 
their utilization target of 67%. 

• The College of Liberal Arts at a 
large public institution will save 
$3M in construction costs by 
redeploying 1.5% of its 
existing G&E2 space. 

• A large, mid-west institution 
installed light sensors in faculty 
offices to improve energy 
conservation. The offices were 
so rarely used that the 
sensors, which were estimated 
to recoup their initial 
investments in three years paid 
for themselves in under a year. 
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Space Management Talking Points (cont.) 
Provost  

1) “Find the Hidden Space on Your High Density Campus,” Sightlines, 2015. 
2) “Review of Practice Report,” UK Higher Education Space Management Project, 2005.  
3) “2014 National Student Satisfaction and Priorities Report,” Noel Levitz, 2014. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Increase Classroom 
Utilization Through 
Central Ownership 
and/or Centralized 
Scheduling 

• Increasing classroom utilization will help us 
meet the demand for instructional space using 
our existing resources.  

• Centrally scheduled classrooms hold 44% more 
classes each semester than decentrally 
controlled classrooms.1 We can meet our 
current demand for classrooms without building 
new by increasing the number of centrally 
scheduled classrooms, freeing up resources to 
invest in other priorities. 

• Many state legislatures won’t fund any new 
capital construction if classroom utilization is 
below a certain rate. We must ensure we qualify 
for state capital funding by meeting our state’s 
minimum classroom utilization rate of ___%.  

• Institutions with central 
scheduling have 17% less 
space overall than institutions 
without central scheduling.2 

• At one small private institution, 
decentrally scheduled labs are 
only scheduled to hold one lab 
per day to accommodate 
faculty teaching preferences, 
when they could hold multiple 
classes per day. This 
inefficiency unnecessarily 
increases the demand for  
new labs. 

Increase Course 
Scheduling During 
Off-Peak Hours 

• Many of our students struggle to meet 
graduation requirements because of course 
overcrowding during peak-hours. This can delay 
their graduation, and add thousands of dollars 
to their student debt. By more evenly 
distributing courses throughout the teaching 
week, we can reduce the number of potential 
scheduling conflicts between 10am and 2pm 
Monday-Thursday. 

• Poor course distribution increases wear and tear 
on our facilities and detracts from the student 
and faculty experience. Long lines, overcrowded 
parking lots, full buses, and increased traffic are 
common around lunchtime Monday-Thursday 
while our campus resembles a ghost town on 
Fridays. We can alleviate traffic and parking 
problems by varying student and faculty arrival 
and departure times. 

 

• According to a 2014 Noel 
Levitz survey, 50% of students 
enrolled at 4-year institutions 
are dissatisfied with their 
ability to register for required 
courses with few conflicts.3 

• One private research institution 
found they could accommodate 
a 19% increase in enrollment 
and take 22 of their 73 
classrooms offline by requiring 
professors to teach 30% of 
courses outside preferred time 
periods or in adjacent 
buildings.  

 

Source: Facilities Forum. 
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Space Management Talking Points 
Deans 

Source: Facilities Forum. 

The quantity and condition of our institution’s physical space plays an important role in the success or failure of 
your strategic priorities. The cost to build new space diverts scarce resources away from academic initiatives, 
while the condition of space can impede and even prevent successful teaching, learning, or research on our 
campus. Help me better steward our institution’s resources and drive your strategic priorities through these 
space management tactics. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Establish and 
Enforce Office  
Space Standards 

 

• Transparent office standards help us ensure 
offices of the right size and configuration are 
assigned to the right people, and that we have 
offices available when we need them. They also 
faculty are treated fairly and manage faculty 
expectations and demands. 

• If we don’t better protect office space, we could 
be forced to put faculty in substandard space, 
which might hurt hiring and retention. We also 
want to avoid new faculty arriving on campus 
and not having an office. It creates a bad first 
impression for the faculty member.  

• The cost of construction in our region is roughly 
$____/sq. ft.1 If we plan for slightly smaller 
offices, it would create additional room in the 
budget for modern lab and teaching spaces.  

• At institutions that charge colleges for space by 
the square foot, unnecessarily large offices 
create unnecessary costs to the college. 

• One regional public institution 
had to temporarily freeze 
faculty hiring because offices 
were already 104% subscribed.  

• One urban, private institution 
saved $3M in new construction 
after 70 faculty members 
joined its shared office 
program. 

• One institution discovered that 
eliminating redundant office 
assignments could free up an 
additional 20% of its office 
space. At our institution that 
would mean ___ offices, the 
equivalent of a new 
________________ (well-
known building on campus). 

Repurpose 
Underutilized Space  

• Your departments are hoarding space by holding 
onto empty offices and restricting access to 
their classrooms and conference spaces. We 
need those rooms to meet the space needs of 
strategic and academic priorities in a quick and 
cost effective way.  

• New space comes at a high cost to your college, 
especially if you will be charged for ongoing 
maintenance and operations of that space. 
Managing your existing space better minimizes 
the need for new space. 

• Even if you do not currently need more space, 
another college might have a space shortage. A 
culture of space sharing across colleges ensures 
that all institutional resources reach their 
maximum potential. 

• Only 10% of one large public 
institution’s 800+ general 
assignment classrooms meet 
their utilization target of 67%. 

• The College of Liberal Arts at a 
large public institution will save 
$3M in construction costs by 
redeploying 1.5% of its 
existing G&E2 space. 

• A large, mid-west institution 
installed light sensors in faculty 
offices to improve energy 
conservation. The offices were 
so rarely used that the 
sensors, which were estimated 
to recoup their initial 
investments in three years paid 
for themselves in under a year. 

1) Blanks are provided for you to fill in institution-specific data points. 
2) General and education. 
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Space Management Talking Points (cont.) 
Deans 

Source: Facilities Forum. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Increase Classroom 
Utilization Through 
Central Ownership 
and/or Centralized 
Scheduling 

• Increasing classroom utilization will help us 
meet the demand for instructional space using 
our existing resources.  

• Centrally scheduled classrooms hold 44% more 
classes each semester than decentrally 
controlled classrooms.1 We can meet our 
current demand for classrooms without building 
new by increasing the number of centrally 
scheduled classrooms, freeing up resources to 
invest in other priorities. 

• Many state legislatures won’t fund any new 
capital construction if classroom utilization is 
below a certain rate. We must ensure we qualify 
for state capital funding by meeting our state’s 
minimum classroom utilization rate of ___%.  

• Institutions with central 
scheduling have 17% less 
space overall than institutions 
without central scheduling.2 

• Classroom utilization in 
decentrally held classrooms is 
22% lower than in centralized 
classrooms at a large public 
research institution. 

• At one small private institution, 
decentrally scheduled labs are 
only scheduled to hold one lab 
per day to accommodate 
faculty teaching preferences, 
when they could hold multiple 
classes per day. This 
inefficiency unnecessarily 
increases the demand for  
new labs. 

Increase Course 
Scheduling During 
Off-Peak Hours 

• Many of our students struggle to meet 
graduation requirements because of course 
overcrowding during peak-hours. This can 
considerably delay their graduation, and add 
thousands of dollars to their student debt. By 
more evenly distributing courses throughout the 
teaching week, we can reduce the number of 
potential scheduling conflicts between 10am and 
2pm Monday-Thursday. 

• Poor course distribution increases wear and tear 
on our facilities and detracts from the student 
and faculty experience. Long lines, overcrowded 
parking lots, full buses, and increased traffic are 
common around lunchtime Monday-Thursday 
while our campus resembles a ghost town on 
Fridays. We can alleviate traffic and parking 
problems by varying student and faculty arrival 
and departure times. 

 

• According to a 2014 Noel 
Levitz survey, 50% students 
enrolled at 4-year institutions 
are dissatisfied with their 
ability to register for required 
courses with few conflicts.3 

• One private research institution 
found they could accommodate 
a 19% increase in enrollment 
and take 22 of their 73 
classrooms offline by requiring 
professors to teach 30% of 
courses outside preferred time 
periods or in adjacent 
buildings.  

 

1) “Find the Hidden Space on Your High Density Campus,” Sightlines, 2015. 
2) “Review of Practice Report,” UK Higher Education Space Management Project, 2005.  
3) “2014 National Student Satisfaction and Priorities Report,” Noel Levitz, 2014. 
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Space Management Talking Points 
Departments and Faculty 

1) Blanks are provided for you to fill in institution-specific data points. Source: Facilities Forum. 

The quantity and condition of our institution’s physical space plays an important role in the success or failure of 
your strategic priorities. The cost to build new space diverts scarce resources away from academic initiatives, 
while the condition of space can impede and even prevent successful teaching, learning, or research on our 
campus. Help me better steward our institution’s resources and drive your strategic priorities through these 
space management tactics. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Establish and 
Enforce Office  
Space Standards 

 

Impact On Faculty: 

• Providing offices to part-time faculty members 
(graduate students, emeriti faculty, and adjunct 
instructors) limits the amount of office space 
available for new full-time faculty members. 

• While not avoidable in all circumstances, 
reclaiming second (or third) faculty offices 
where possible would free up space for new 
faculty. Furthermore, it is inequitable and does 
not make the best use of campus space in the 
service of our academic mission. 

• The cost of construction in our region is roughly 
$____/sq. ft.1 If we plan for slightly smaller 
offices, it would create additional room in the 
budget for modern lab and teaching spaces.  

• If we cannot provide private office space to full-
time faculty members, we will have a difficult 
time recruiting and retaining the best possible 
faculty. 

• One regional public institution 
had to temporarily freeze 
faculty hiring because offices 
were already 104% subscribed.  

• One institution discovered that 
eliminating redundant office 
assignments could free up an 
additional 20% of its office 
space. At our institution that 
would mean ___ offices, the 
equivalent of a new 
________________ (well-
known building on campus). 

Repurpose 
Underutilized Space  

Impact on Faculty: 

• An unused office is an underutilized office 
because it is not serving the research or 
instructional missions of the institution. Clearly 
communicating your specific, long-term growth 
plans helps ensure that your department’s office 
space is ready for you when you need it, but is 
also available for someone else’s temporary use 
when you don’t.  

• The cost to construct a new 
office on our campus is $____. 
Fully utilizing our offices allows 
us to avoid wasting resources 
on unnecessary construction. 

• The cost to heat, cool, and 
maintain an empty office on 
our campus is roughly $____ 
per semester. These resources 
could be used in other ways to 
better support the academic 
mission of our institution. 
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Space Management Talking Points (cont.) 
Departments and Faculty 

Source: Facilities Forum. 

Space Management 
Initiative Impact on Your Strategic Priorities Example Outcomes 

Increase Classroom 
Utilization Through 
Central Ownership 
and/or Centralized 
Scheduling 

Impact on Students: 

• Centrally scheduled classrooms allow for more 
courses to be taught in less space, increasing 
student access to courses, improving their 
educational experience, and reducing their time-
to-graduation. 

• Centrally scheduled classrooms 
hold 44% more classes per 
semester than decentrally 
controlled classrooms.1 

• Classroom utilization in 
decentrally held classrooms is 
22% lower than in centralized 
classrooms at one mid-west 
public research institution. 

Increase Course 
Scheduling During 
Off-Peak Hours 

Impact on Faculty: 

• Scheduling courses during peak hours and on 
peak days can create the illusion of a space 
shortage. It is one of the reasons that you are 
having so much trouble scheduling courses in 
classrooms near your office, or with the exact 
technology you like to use. 

• Shifting your courses to off-peak hours makes it 
much easier for you to get the classroom spaces 
you like—and parking will certainly be easier. 

Impact on Students: 

• Many of our students struggle to meet 
graduation requirements because of course 
overcrowding during peak-hours. This can 
considerably delay their graduation, and add 
thousands of dollars to their student debt. 

• This problem hurts a particularly vulnerable 
segment of our student body—those students 
who work during the day to pay for college. 
They simply cannot get the courses they need 
to graduate and are at risk of non-completion. 

• Shifting the time you teach a course by just a 
few hours can reduce the time-to-degree of 
many of our students. Shortening a student’s 
time-to-degree increases the chances a student 
will graduate, and lowers the overall cost of 
education for that student—no small thing as 
the cost of education continues to rise. 

 

• According to a 2014 Noel 
Levitz survey, 50% students 
enrolled at 4-year institutions 
are dissatisfied with their 
ability to register for required 
courses with few conflicts.2 

• ___% of our students graduate 
___ semesters after their 
anticipated completion date 
and ___ semesters over the 6-
year national average. Every 
additional semester could 
require a student to assume as 
much as $____ in additional 
debt.  In addition ___% of our 
students never complete their 
degrees. 

• One private research institution 
found they could accommodate 
a 19% increase in enrollment 
and take 22 of their 73 
classrooms offline when 
professors began teaching 
30% of courses outside 
preferred time periods or in 
adjacent buildings.  

1) “Find the Hidden Space on Your High Density Campus,” Sightlines, 2015. 
2) “2014 National Student Satisfaction and Priorities Report,” Noel Levitz, 2014. 
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Parsons School of Design’s  
Shared Office Program Memo 

 Source: Parsons School of Design, New York, NY. 
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Parsons School of Design’s  
Shared Office Program Memo (cont.) 

 Source: Parsons School of Design, New York, NY. 
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Florida International University’s  
Classroom Technology Options 

 Source: Florida International University, Miami, FL. 

Description of Classroom Technology Options and Ballpark Pricing 
  
Option 1: Standard Classroom- about 29k 
• Teaching Console 
• Projector & Screen 
• DVD / VCR 
• BluRay DVD 
• Desktop Computer 
• Touch-panel control system 
• iClicker 
• Document camera 
• Interactive computer monitor 
• Wireless presentation capability 
  
Option 2: Basic Course Capture- about 36k 
• Teaching Console 
• Crestron Capture HD (for recording content only) 
• Projector & Screen 
• DVD / VCR 
• BluRay DVD 
• Desktop Computer 
• Touch-panel control system 
• iClicker 
• Document camera 
• Interactive computer monitor 
• Wireless presentation capability 
  
Option 3: Stand Alone Course Capture – about 50k 
• Everything that is in option 1 "Standard Classroom" above  
• Single camera with zoning capability (follows movements of the professor) 
• Microphone Zone 
• Confidence monitor 
• Self recording capability  
  
Option 4: Stand Alone Distance Learning –about 120k 
• Everything that is in option 1 and 2 
• Polycom for video conference 
• Flatpanels for "far-end" video 
• Student microphones 
• Student camera with zoning capability 
  
Option 5: Full Distance Learning- about 160k 
• Everything in options 1,2, and 3 
• Control room for operator 
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Florida International University’s  
Classroom Technology Options (cont.) 

 

Option 6: Teaching Auditorium (high capacity) – typically seats 60 or more – between 70k and 250k 
depending on the size of the room and priority of sound system and projector model 
• Everything in option 1 
• Large screen 
• High lumens projector 
• Sound reinforcement  
  
Option 7: Basic Conference Room (not video conference capable)– Between 6k – 25k (depending on size) 
• Presentation display (projection or flat panel TBD based on room depth) 
• Tabletop connections 
• Basic sound system 
  
Option 8: Advanced Conference Room with Video Conference – Between 20k – 40k 
• Everything in option 7 
• Microphones 
• Polycom for VC 

 
Note: Cost estimates for technology packages are ballpark estimates and do include construction, power, and 
infrastructure needs. 
  

Source: Florida International University, Miami, FL. 
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Washington University in St. Louis’s  
Classroom Technology Specifications 

 Source: Washington University in St. Louis, St. Louis, MO. 

7. Classroom Technology 
  
7.1 General 
  
Washington University classroom technology is designed to be fully functional, easy to use and flexible. Much time and 
effort has been put into thinking about the teacher interface (the technology desk), classroom support and the 
maintenance of equipment to keep the technology functioning near 100% of the time. This section describes the general 
requirements as they relate to the audio-visual system in a standard University-managed classroom and auditorium. 
Currently, these technology standards are under review. Although these standards exist, they are a baseline to begin the 
conversation with our faculty about current and future needs they may have in a classroom. On many projects 
infrastructure is put into place to support future technology needs or to finish outfitting when funding becomes available.  
  
 7.2 Standard Multi-media System 
  
Typical Classroom 
• A standard multi-media system at Washington University has a data projector with a screen; a PC with monitor 

(with multiple USB ports); a table top touch-panel for control, laptop connectivity for both VGA and HDMI 
outputs, internet capability, a Blu-ray DVD player and audio input. Document cameras are available in select 
classrooms.  

  
Specialty Equipment/Classrooms (as of 2014) 
• Eight classrooms have SmartBoard interactive whiteboards. 
• One classroom is an Active Learning Classroom. 

  
Physical security for multimedia equipment 
• Hasps installed by AV vendor for touch panel and DVD.  

o All hasps must be secured using Teaching Center’s supplied glue.  
• Projectors should use locking projector mounts to secure them to the pole attached to the ceiling. 
• Computers should be secured using a Kensington type lock. 
• Installer should use security screws for all rack equipment.  
  
7.3 Control System 
  
• Table Top Touch panel control system. 

o Crestron is standard and is the only acceptable control system for University-managed classrooms. 
o Remote monitoring & E-control are required (e.g. Fusion Room View & X-panel for Crestron). 
o Approximate size of Crestron touch panel is 5” for seminar rooms (which utilize flip top panels), 10” for 

classrooms and 12” – 15” for auditoriums.  
 No third party vendor will be accepted. 

o No touch panel combination monitor units allowed. 
o Touch-panel control system program must be designed in conjunction with and approved by The Teaching 

Center prior to the start of the installation. (See Appendix F: Sample Touch Panel control Program Page 
Flips.) 
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7.4 Standard Classroom System Components 
  
Classrooms seating < 100 students 
• PC Computer  

o USB ports are provided on the front of the computer (usually 4) 
 Ordered and installed by TTC technical staff 

• Monitor 
o 19” - 22” LCD or LED flat panel 

 Ordered and installed by TTC 
 VESA-mount compliant 

o Vesa-mount 
 Ordered and installed by desk maker 
 Tilt-able 

• Blu-ray DVD Player – region-free 
• Extron Cable Cubby-500 S (square shape) 

o Ordered and installed by desk maker 
o Laptop cables (extending from the cable cubby) 

 VGA cable-6’ length 
• VGA cables are standard for PC laptops, Mac laptops require a dongle provided by the user 

 HDMI cable-6’ length 
 Audio (separate from VGA cable); ¼” phono plug,-6’ length 
 Network cable-6’ length 
 Power – duplex 

• Document camera (optional) 
o Desk mounted document camera (CMOS image sensor technology) 
o Comes with own light source 
o Controllable with the AV touch-panel control system 
o Requires mounting in drawer in teaching station 

• VCR’s (optional) 
o VCR’s are no longer a standard in University-managed classrooms. 

• Display Equipment 
• Data Projector 

o Minimum requirements 
 Specifications for 16 X 10 aspect ratio  
 WXGA (1920 X 1200) 
 2000:1 contrast ratio minimum 
 Lumen requirements 

• Classrooms < 100 student seats -6000 lumens minimum 
 RS232 two-way communication with feedback. 

o Installation notes 
 Requires one dedicated 110-volt duplex outlet mounted flush to the ceiling. 
 Surge protection required-surge protector outlet (not plug in type). 
 Color of projector and piping must be same as ceiling (usually white) if at all possible. 

• Interactive display (optional equipment, may be used in smaller classrooms instead of a data projector) 
o LED/LCD TV with or without overlay. 
o 80” +/- widescreen 16 X 10 aspect ratio  
o 32’ maximum distance from interactive display to farthest seat. 

Source: Washington University in St. Louis, St. Louis, MO. 
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o Top of touch-able part of screen no higher than 78”-80” from finished floor (same height as a raised 
chalkboard).  

o Smaller displays can be used if they better fit the overall size of the room. 
• Non-User Equipment 

o Switcher/scaler 
o Amplifier (for program audio) 

 Speaker type and placement determined by room size and acoustics 
o Power Conditioner 
o Computer Interface 
o UPS systems 

 1000-1200 voltage amps 
 10 min battery 

• Required for: 
o Touch panel processor 
o Computer 
o Digital whiteboard control and projector 

 Number of UPS systems dependent on amount of equipment. 
o Crestron Integration 

 Crestron DMPS-all in one is the digital matrix switcher, mic mixer, audio DSP, control system, and 
amplifier 

o Optional Microphone Sound System for Voice Amplification for classrooms > 75 
 Some classrooms that seat over 75 students may benefit from an additional Voice Amplification 

system so that microphones can be used in the classrooms. 
 The audio consultant, and TTC, will determine which classrooms > 75 will benefit from the addition 

of a Voice Amplification Sound System. 
o Assistive Listening Systems (ALS) may be added to classrooms and this option will be discussed at the 

beginning of each project. 
 

7.5 Specialty Classroom System Components 
  
An Active Learning Classroom is one type of specialty classroom that is being piloted at the University. The first Active 
Learning Classroom in the University-managed classroom pool, Eads 016, has been designed to foster interactive, 
flexible, student-centered learning experiences. It has been designed with grouped seating to foster interaction and 
engagement, and linear seating for test taking. It has a very high level of technology.  
  
Although some of the multi-media system components are similar to a standard classroom, many other components are 
used to create each specialty classroom.  Please consult with TTC closely when designing a specialty classroom. 
  

7.6   Standard Auditorium System Components 
  
Classrooms seating over >100 students 
• Same as for standard classroom except for the following: 
• Display Equipment 

o Data Projector 
 Minimum requirements 
 Specifications for 16 X 10 aspect ratio  
 WXGA (1920 X 1200) 
 2000:1 contrast ratio minimum 
 Lumen requirements 

Source: Washington University in St. Louis, St. Louis, MO. 
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o Classroom > 100 -300+ student seats – 8,000+ lumens 
o Amount of lumens required also depends on how far away the projector is from the 

screen and if additional lenses are used 
• RS232 two-way communication with feedback. 

 Color: If projector is in a booth, color is not an issue; if it’s in the classroom, color of projector and 
piping must be same as ceiling (usually white) if possible. 

• Non-user Equipment 
o Crestron 8 X 8 or 16 X 16 Digital Media matrix switcher (no substitutions for Crestron will be accepted) 

 Audio DSP, control system, distribution system and amplifier are separate components 
 Allows switching at desk rather than at the projector.  

o Amplifier (for program audio) 
 Speakers 

• Speaker type and placement determined by room size and acoustics 
o Power Conditioner 
o Computer Interface 
o UPS systems 

 1000-1200 voltage amps 
 10 min battery 
 Required for: 

• Touch panel processor 
• Computer 
• Switcher/scaler 

o Number of UPS systems dependent on amount of equipment 
o Control Booth  

 A control booth offers a convenient and sometimes necessary location from which to record classes, 
run multi-media, and house non-user equipment. 

 A control booth may have sliding glass windows so that the person inside can hear true house sound. 
This must be discussed with TTC. 

 A control booth is required for auditoriums > 300 seats 
• The booth should be no less than 60 SF (6’ X 10’) (size of McMillan Room G052 booth) 

but 96 SF (12’ X 8”) is preferred (size of Hillman Hall 060). 
• It is highly desired to be centered in the back of the classroom. 

o Access to the booth is preferred to be from outside the auditorium, however, if 
inside access fits the architectural scheme better it is allowed. 

 The booth houses 
• Non-user tech equipment (in a wheeled rack) 
• Audio recording connectors for external recording 
• Network and security cables 
• Extra microphones and accessories 
• Table top with videotaping location 
• Lutron control interface 
• May contain other Lutron lighting controls 
• May contain room data projector 
• May contain other peripheral equipment such as lecture capture devices 

 A control booth is optional but highly desirable for auditoriums <300 seats 
• If space is available the architects should include a booth in auditoriums 

Source: Washington University in St. Louis, St. Louis, MO. 
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• A booth should not take up valuable seating space if a minimum requirement of seating can 
only be met by not having a booth  

• It is highly desirable to be centered in the back of the classroom. 
o This decision should be made in consultation with TTC. 

 If an auditorium does not have a booth, audio feeds and connectors are 
required on the back wall.  

• ¼” phono plug and XLR for audio feeds, both mic and line level 
• A control booths interior should be painted a flat black paint 

 Sample booth sizes 
• Rebstock 215 booth - 5’8” X 16’ 7” 
• McMillan G052 booth - 5’ X 9’ 
• Brown Expansion Auditorium A (proposed) - 8’ X 12’ 
• Brown Expansion Auditorium B (proposed) - 12’8” X 9’ 
• Simon 1 - 10’ X 12’ 

  
7.7 Audio System for Voice  

  
A typical sound reinforcement system for auditoriums or large classrooms consists of microphones, which convert 
sound energy into an electronic signal, signal processors which alter the signal characteristics, amplifiers, which add 
power to the signal without otherwise changing its content, and loudspeakers, which convert the signal back into 
sound energy. In designing auditoriums and large classrooms the architect must take the room acoustics into account 
as needed for better sound control. 

  
• Microphones 

o Wireless microphones are the preferred style of microphone for teaching. 
 Countryman mic heads are preferred over lavaliere mic heads. 

o Each microphone system includes 1 receiver, 2 microphone heads, and 2 body packs (1 head and 1 body 
pack is for backup). 
 Number of wireless microphone systems: 

• For 75 > seats <100 – 1 microphone/receiver system using lapel heads. 
• For 100 > seats – 4 microphone/receiver system, 1 lapel, 1 countryman & 2 handheld 

wireless microphones  
 Wired – podiums only 

• Only in classrooms >100 
• One gooseneck, wired, microphone at podium 
• Back-up microphones are required and are kept in TTC. 

o Speakers 
 Speakers should be recessed within walls or incorporated in the ceilings at all times. In the instance 

that speaker performance will be inhibited by recessing, surface mounted speakers may be used after 
approval from TTC. All surface mounted speakers should have custom color finish to match 
adjacent surfaces.  

 Characteristics depend on classroom size and conditions. 
 Type – ceiling is preferred. 
 Location – so that audio is evenly dispersed over the student area and aisle ways and entering and 

exit areas. 
 Number - depends on room size; must be decided by audio expert. 
 Color to blend in with ceiling. 

o Audio outputs-for recording voice or program 
 Audio feed in the booth or the back of the classroom ≥100 seats 

Source: Washington University in St. Louis, St. Louis, MO. 

http://en.wikipedia.org/wiki/Audio_signal_processing
http://en.wikipedia.org/wiki/Amplifier
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 ¼” phono plug and XLR for access to audio feed; both mic and line level 
• Used for taping/recording purposes. 
• Exact location to be determined by TTC. 

 Future consideration must take into account audio capture devices and what kind of cable and 
connectors they accept. This needs to be discussed with TTC each time an auditorium is built. 

  
7.8 Network, Security Lines and IS&T Faceplate 
  
Network and security cable runs can be missed on drawings. In general, TTC IS&T (Network Services & Support) and 
the architects must check communication/network, audio-visual or electrical drawings to ensure cables runs for network 
and security are present & complete from classrooms back to head end closets. Check IS&T specs for the cable type and 
manufacturer for cable runs outside of the classroom. IS&T also places a specialty faceplate on the wall behind the 
teaching desk or podium. Please consult IS&T for the faceplate specifications and TTC for its exact location. 
  
Network, Security and Cable Lines 

o Network lines-most equipment is network addressable 
 Classrooms 7-10  

• Installed computer, laptop, crestron controller and other 
• May require a network line at projector (check with TTC) 

 Auditoriums 10-15 
• Installed computer, laptop, crestron controller and other 

o Optional booth may require additional network lines 
• May require a network line at projector (check with TTC) 

  
o Security Lines for electronic security 

 Classrooms and Auditoriums – 1 line 
• One electronic security line should be run from card access panel to the classroom to create 

a continuous loop to secure the following: 
o Teacher’s station-various components 
o Data projector 

 Wash U Communications typically terminates all electronic security lines. 
o Cable lines for cable TV 

 Auditoriums only-1 line run from the desk/podium back to the telecommunications closet 
  
7.9 Wireless Network in Classrooms 
  

o Washington University has wireless networks in many locations throughout campus. At this time the policy 
of the Classroom Monitoring Committee is to NOT have wireless active in University-managed classrooms 
or auditoriums, however this policy is currently under revision. occupying the space. 
 The location, type and quantity of access points should be determined by IS&T. 
 The wireless access points must be accessible for future activation, occasional maintenance and 

upgrading. 
 

o New construction and renovated classrooms are required to have wireless equipment installed in them. 
Renovated classrooms will have access points terminated but the wireless not activated unless it has been 
discussed with TTC.  If installed, the wireless environment should be robust enough to cover all of the 
students 

Source: Washington University in St. Louis, St. Louis, MO. 
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