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1 Introduction 

1.1 Purpose  

The purpose of this policy is to ensure there is a universal and equitable approach to teaching space 
allocation and timetabling. 

1.2 Scope and Application 

This policy applies to all colleagues, learners and external parties. It also applies to all Ara-owned 
and leased buildings and facilities. 

1.3 Formal Delegations  

TKM holds ultimate responsibility to ensure the utilisation of space is carried out to maximise best 
use of Ara’s facilities. This responsibility is delegated to the Timetabling and Space Utilisation 
Governance Group (TSUGG).   

Members of TSUGG will be made up of the following –  

• Head of Student Administration Services  

• Manager – Administration Services 

• Head of Facilities Management  

• One representative from each Faculty  

• Other co-opted members e.g. Manager of Projects & Strategic Initiatives.  

2 Principles 

2.1 Practice should focus on increasing room booking efficiency and utilisation. Rather than investing in 
adding new learning spaces, Ara should first optimise the use of spaces it already has.  

2.2 Spaces should be allocated fairly and consistently to ensure equitable distribution of space across 
campus opening hours. Therefore, the Timetabling Team will allocate timetable events or delivery 
events without unnecessary bias, across the full space portfolio and the full week’s schedule. 

2.3 Timetabling and space allocation decisions will be informed by accurate, approved data sources 
(including programmes of study, enrolments, capacity and space utilisation data). 

2.4 Where practicable, timetable events and delivery events should be scheduled consistently over the 
duration of a course to provide certainty and continuity for learners. 

2.5 Wherever possible, the timetable should be published in sufficient time before enrolments open in 
order to enable learners to make informed choices about their study options and to make necessary 
personal arrangements.  

2.6 Priority will be given to matching the size and nature of teaching spaces with the nature of the 
teaching activity and number of ākonga expected in the class. Requests for spaces based on 
historical use or preference for proximity will not take precedence over the need to allocate 
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teaching spaces to meet learning requirements. Programmes requiring specialist facilities or 
equipment will be prioritised for access to those spaces. Considerations will be given to the needs of 
kaiako and ākonga with disabilities and medical requirements. Culturally important venues may have 
restrictions on their use due to the specific nature or cultural importance of the space. 

2.7 Space bookings that are no longer required must be released for the use of others as soon as they 
are identified. The cancellation of any scheduled activity in any teaching space should be notified to 
the Timetabling Team so that the space may be made available for use by others. 

2.8 Timetabling should support a balanced and manageable distribution of teaching and assessment 
across the week and the duration of the course. When submitting delivery patterns and scheduling 
requirements, faculties should account for the overall study workload placed on ākonga, avoiding 
the concentration of classes, assessments and deadlines that may disadvantage ākonga.  

3 Key Documents 

 Related Ara Policies 

•  

Related Ara Procedures 

• CPP401a Space Allocation and Timetabling 
Procedures 

• TT001 Timetabling Procedures Manual 
(internal) 

• Location Audits (internal) 

• Room Clash Principles (internal) 

Related Legislation or Other Documentation 

•  
 

Good Practice Guidelines 

•  
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