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CODING MANUAL for
LAND and BUILDINGS in the
FIXED ASSET AND EQUIPMENT (FAE)
INVENTORY

INTRODUCTION

This manual will help the colleges resolve problems related to coding definitions and result in better
allocations of operating and capital funds to the colleges. The manual has been updated to provide
background as to the importance of maintaining the Fixed Asset and Equipment Inventory System (FAE).
New, this publication is a space-coding matrix to ensure consistency in the identification and coding of
space (Reference I-5). This manual is organized into sections corresponding to coding and definitions, room
use codes, NACUBO, and classification of instructional programs (CIP) codes.

The various definitions in this manual are, for the most part, not unique to the community and technical
college system. This manual is, in fact, a compilation of materials taken directly from three existing
manuals, the Postsecondary Education Facilities Inventory and Classification Manual, by the Working
Group on Postsecondary Physical Facilities of the National Center for Educational Statistics of the Office of
Educational Research and Improvement of the U.S. Department of Education (Report # NCES 92-165), the
MIS 3 Facility Inventory Report Reporting Instructions, published by the State Board for Community and
Technical Colleges, State of Washington, revised December 1986, and the Course Coding and Crosswalk
Manual, published by the State Board for Community and Technical Colleges, State of Washington, revised
June 1996.

Data is critical to analysis of community and technical college space. Information is essential to understand
issues of capacity, utilization, quality of space, etc. These issues are becoming more critical in assessment
of capital funding and priority setting. The Office of Financial Management (OFM) and the Higher
Education Coordinating Board (HECB) have generated several studies and reports over the last six years on
capacity and utilization. They use information taken directly from our FAE to support their own Higher
Education Space Inventory and Utilization Information System. Problems in our system carry forward and
become embedded in the investment policies of these organizations.



THE FACILITIES AND EQUIPMENT INVENTORY SYSTEM (FAE)

What is the FAE?

The FAE is the facilities and equipment inventory system for the community and technical colleges.
The FAE database has four separate data sets: 1) land data set, 2) buildings data set, 3) room data set, 4)
equipment data set. The land data set stores information on land holdings associated with the college,
such information as: number of acres, acquisition cost, utilization, parcel number, etc. The building
data set contains information about buildings, such as: building name, construction date, latest remodel
date, gross square feet, roll up of assignable square feet from the room data set, building condition,
capital investment, construction date, etc. The room data set contains information such as room
number, room use, net square feet, room coding, capacities, suitability, handicapped access, etc. The
equipment data set contains information on equipment such as, date of acquisition, tag number,
quantity, cost, serial number, etc. The FAE is a subprogram of the financial management system
(FMS). Plant personnel generally maintain the FAE.

How often is the FAE updated?

Ideally the FAE should be maintained on an on-going basis so that it is current. Colleges should
maintain the FAE monthly. The problem with maintaining the FAE less than monthly is that it slows
response time to requests from the legislature, the Office of Financial Management (OFM), the Higher
Education Coordinating Board (HECB) or the State Board for Community and Technical Colleges
(SBCTC), which negatively impacts perceptions of the accuracy and credibility of our response.
Another difficulty is that the farther away from an event you get in time, the more likely to forget,
making it more difficult to maintain the database and increasing the potential of making errors. We
cannot stress enough the importance of accurate and timely facilities data. All levels of state
government (i.e., the legislature, the OFM, the HECB, the SBCTC and others) access information from
our facilities database continually, using it as the basis for everything from the development of
academic year reports, annual state facilities inventory (FIS), development of capital budgets, and the
evaluation of statewide capital policy.

How is the FAE updated?

Each college manages its own FAE database, which is resident on the college’s central computer.
College staff can study and update this data, as needed. At the end of each month the FAE data is
exported from all colleges to the State Board’s central processor at the Center for Information Services
(CIS), and to the Data Warehouse server at the State Board offices. Once the State Board database is
updated, it is downloaded from the central processor to a data warehouse server at the State Board
offices for use in statewide reporting and distribution to OFM and the HECB on a yearly basis.

How is the FAE used?

The FAE is used in a variety of ways both within the two-year college system and by other budget and
policy setting agencies:

1. Capital Analysis Model (CAM) Development

The colleges are most familiar with its use as the basis for the Capital Analysis Model (CAM). The
CAM basically uses the current FAE facilities inventory as a baseline for analyzing and prioritizing
college major capital project budget requests. This is done, by simply using the FAE as a baseline

facilities inventory, manually adjusted for committed changes over the planning period. The model
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displays the variances between the FAE inventory and the CAM developed space standards. A
variance and percentage deficiency or overage for each CAM category is displayed, as well as for the
sum of all CAM categories. This information is used to assess priorities on major project requests
across the system.

2. State Asset Reporting System (SARS)

Each quarter, all state agencies must report selected information about their fixed assets to the state
through the State Asset Reporting System (SARS). In the case of the community and technical
colleges, the information for this report is found in the FAE. Each quarter, the Center for
Information Services (CIS) run jobs; (computer programs) which extract the required information
from the college, State Board, and CIS databases and submits it to OFM.

3.  Statewide Facilities Inventory System (FIS)

The state requires all agencies to submit a facilities inventory to OFM and the legislature in May of
each year. OFM contracted with an outside consulting firm to develop an automated facilities
inventory system. Historically OFM FIS data had to be entered manually from summary data from
the FIS and other data sources. In 1999 information required by FIS, which was not resident in
FAE, was added to the FAE. If files are updated properly, the FIS becomes a subset of the FAE
that can be downloaded directly to OFM. It should be noted that OFM monitors several key
elements in the Facilities Inventory System. One of the most important elements is the Building
Condition Code. This coupled with the information in the Annual Maintenance Summary Reports
is used by OFM to evaluate repair budget request.

4, Internal Utilization Reporting

The development of utilization information for the system’s classrooms and laboratories is also
dependent on the FAE. The FAE information is merged with information from the Student
Management System (SMS) to provide room utilization information. The FAE provides room
identification, room, size, room capacity, etc. while the SMS provides numbers of students
scheduled into these rooms, times of day, etc. Care must be taken to ensure complete and accurate
coding so that data can be cross-walked properly between the two systems to generate meaningful
and usable reports.

5.  External Utilization and Capacity Reporting

Annually, the Higher Education Coordinating Board (HECB) conducts a college capacity and
utilization study. The information developed in this study is used by the HECB to answer a variety
of questions, the most critical of which is the capacity needs of our various higher educational
institutions by given geographic area. The HECB evaluates all higher education capital budget
requests and makes recommendations as to whether or not they should be funded. The HECB
study is the basis for both policy and resource allocation decisions. It is essential that colleges
maintain accurate room capacity information in the FAE, which is downloaded into HECB
databases for classrooms, labs, and faculty offices. It is also essential that colleges ensure that
scheduled classes have consistent room identification coding in both the SMS and the FAE to have
usable utilization reports.



6. Internal Policy and Budget Development

Within the community and technical college system the FAE is used for a great deal more than
simply the foundation for the Capital Analysis Model (CAM). The information in the FAE is also
used to analyze the condition of the system’s capital plant and to estimate the future resources
needed to maintain building viability in the face of aging facilities and increasing enrollment
demand.

7. External Policy and Budget Development

The Higher Education Coordinating Board is not the only external state agency using the
information in our FAE database to help understand capital policy and priorities. There are
frequent requests for information by legislative and OFM staff.

8. Internal Resource Allocation

State Board staff uses information from the FAE to allocate capital funding in a variety of
categories. The most direct use of the FAE is in the allocation and distribution of Minor Works —
Preservation: (RMI) and Minor Works — Program, improvement dollars.



Facilities and Equipment Inventory (FAE)
Code Structure for Integration with FAE/SMS

Space Coding Matrix

There are often problems with data in the FAE that must be addressed. Fortunately the numbers of
errors in the system are relatively small and manageable. The biggest problem in the system is
timely addition of new facility information and timely removal/modification of information or
structures that are demolished or remodeled. Finally, there are a few colleges that have
unrecognized coding structures causing data to be omitted from various reports.

The State Board has created a coding matrix to provide acceptable room use, NACUBO, and CIP
codes for various types of space. This matrix (Table 1) is used to test the FAE database. Any
room use identifier that does not match one of the FAE category codes is identified on a “Z-list”.
Colleges are contacted periodically to evaluate the “sleepers” and recode them.

If there are any questions regarding the use of a code sequence, please contact the State Board
Capital Budget staff to resolve your concerns.



Facilities and Equipment Inventory (FAE)

Space Coding Matrix
Revision Date: June 15, 2011
SPACE FAE NACUBO
TYPE CATEGORY] FAE ROOM USE PROGRAM
CATEGORIES CODES CATEGORIES CODES CODES CIP CODES
Al General Classrooms 110,115,120,125,130,135 10 NA
Classroom
Space A2 Basic Skills 210,215,220,225,230,235,260,265,270,275 14 13.0202, 32.27?7, 33.27?7, 37.7777, 98.2777
230 10 NA
B1 Science Laboratories 210,215,220,225,230,235,260,265,270,275,580,585 11,12 26.7777,30.0101, 40.0177?, 40.0277, 40.0477, 40.05?77, 40.0607, 40.0807, 40.0890, 42.7727
570,575,760,765
B2 Computer & Info. Sci. Labs. 210,215,220,225,230,235,260,265,270,275 11,12 11.72227
210,215,220,225,230,235,260,265,270,275 13 11.9994
Laboratory

Space B3 Business Education Labs. 210,215,220,225,230,235,260,265,270,275 11,12 08.0102, 09.0102, 09.0401, 09.0402, 09.0597, 09.0777?, 09.09?7, 52.7727

B4 Open & Multidisciplinary 260,265,270,275,280,285 10,41 NA
Computer Labs.
BS Language/Math Labs. 210,215,220,225,230,235,260,265,270,275 11,12 16.7277, 23.2777, 27.277?
C1 Art 210,215,220,225,230,235,260,265,270,275 11,12 50.0201, 50.0401, 50.0602, 50.0605, 50.0703, 50.0705, 50.0708, 50.0709, 50.0711
c2 Music 210,215,220,225,230,235,260,265,270,275 14,12 50.0901, 50.0902 ,50.0903, 50.0904
Fine Arts

Space
C3 Drama 210,215,220,225,230,235,610,615 11,12 50.0501,50.0101
C4 Theater/Auditorium 610,615 10,52 NA

GM
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Facilities and Equipment Inventory (FAE)

Space Coding Matrix
Revision Date: June 15, 2011
SPACE FAE NACUBO
TYPE CATEGORY FAE ROOM USE PROGRAM
CATEGORIES CODES CATEGORIES CODES CODES CIP CODES
T S P PP P
01.7?2?,03.22?27, 04.272?,09.0404, 10.7?2?, 12,2727, 13.0501, 13. 1277 13.1319, 13.1320,
13.1401,13.150?,15.2222,119.2222,20.2722, 22.2277,25.2222,29.2272.31.0101, 31.0372,
, 40,0697, 40.0891, 41.2727, 432277, 44.727% 450790, 46 2277, 4772773 482777 49.7777,
D1 Vocational Labs. (210,215,220,225,230,235,260,265,270,275,280,285 11,12 50.0402. 50.0404, 50.0406" , 50, 0407 50. 0408 50. 0409 50.0410, 50. 0498 50.0704, 50. 0713,
Vocational 550,555 570,575,580,585,720,725) 50.0909, 50.0957, 50,0998, 517
Space
D2 Voc./Engineering (210,215,220,225,230,235,260,265,270,275,280,285 11,12 14.227?
550,555,570,575,580,585,720,725)
Learning & Study E1 Learning Resource Ctrs./ (410,420,430,440,455,530,535 41,43 NA
Support Space Libraries 311,312,313,314,315,316,350,355)
Faculty Work and F1 Faculty Offices and 311,312,313,314,315,316,350,355 10,11,1213,14 ALL (except 36.27?7)
Related Space Support Facilities 330,335 47 48
General College 3N 46
Institutional and G1 Administration and (312,313,314,315, (45-48 51,53,54, NA
Student Services Student 316,320,325,350,355) 61-63,66,68)
Administrative Services 850,855 55
Space
G2 Computing Support 312,313,314,315,316,350,355,710,715,720,725 44 NA
312,313,314,315,316,350,355,630,635,650,655, 52,55,66
H1 Student Centers 660,665,670,675,680,681,685 52,55,66 NA
660,665,670,675 52,55
Student Social
and Cultural H2 Exhibition 620,625 42 NA
Development
Space 210,215,220,225,230,235,520,523 525 56 NA
H3 Physical 210,215,220,225,230,235,520,523 525 1 13.1314, 31.057?, 34.0103, 36.0108, 50.0301
Education 312,314,315,316,350,355 56 NA
H4 Day Care 640,645 52,55,66 NA

GM
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Facilities and Equipment Inventory (FAE)

Space Coding Matrix
Revision Date: June 15, 2011
SPACE FAE NACUBO
TYPE CATEGORY FAE ROOM USE PROGRAM
CATEGORIES CODES CATEGORIES CODES CODES CIP CODES
Supplies &
Facilities/ Central Stores
Grounds i Procurement 730,735,750,755,580,585 64,65 NA
Maintenance and Plant Ops. 312,313,314,315,316,350,355,720,725,760,765
Support
J1 Garages 740,745 65 NA
ALL
J2 Unassigned 050,060,070 (except NA
32,33,34,71,72)
Non-program J3 Vacant Space ALL (except 050,060,070,080,081,082,083) 81, 82 NA
Specific
Institutional ALL
Support Space J4 Nonassignable 080,081,082,083 (except NA
32,33,34,71,72)
J5 Independent Ops. All 32,33,3471,72 NA
J6 Dormatories 977 52,55 NA
Community
Relations K1 Community Relations ALL (except 050,060,070,080,081,082,083) 67 NA
Space
Community
Education L1 Self-Support ALL (except 050,060,070,080,081,082,083) 13 36.7777
Space
Informal
Learning M1 Informal Learning Space 411 40 NA
Space

GM
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Frequently Used FAE Coding and Definitions

The following section provides definitions for codes used in the FAE:

1. LOCATION (ON-/OFF-CAMPUS) CODE
Code
1 On-campus contiguous - defined as those facilities located on the main campus
(default).
2 On-campus noncontiguous - defined as those facilities that are located within
normal walking distance from the primary campus.
3 Off-campus - defined as those facilities that are not located on or within normal

walking distance from the primary campus.

2. COUNTY CODE

Code
01 Adams 21 Lewis
02 Asotin 22 Lincoln
03 Benton 23 Mason
04 Chelan 24 Okanogan
05 Clallam 25 Pacific
06 Clark 26 Pend Oreille
07 Columbia 27 Pierce
08 Cowlitz 28 San Juan
09 Douglas 29 Skagit
10 Ferry 30 Skamania
11 Franklin 31 Snohomish
12 Garfield 32 Spokane
13 Grant 33 Stevens
14 Grays Harbor 34 Thurston
15 Island 35 Wahkiakum
16 Jefferson 36 Walla Walla
17 King 37 Whatcom
18 Kitsap 38 Whitman
19 Kittitas 39 Yakima
20 Klickitat

3. UTILIZATION CODE

Code
1 Used full-time
2 Used part-time
3 Excess to particular location but needed by agency
4 Excess to agency, should be surpluses
5 Surpluses



4. CONSTRUCTION CODE

Code

Steel frame

Masonry/concrete block
Wood frame

Greenhouse

Portables

Pre-engineered metal building
Concrete

Residential

Trailer/container

OCoOo~NouThWwWN P

5. OWNERSHIP STATUS

Code

State (college) owned

State lease/purchased or COP (capital lease)

Federally owned or leased

State leased/rented (operating lease)

Other

Not owned but made available to the college at little or no cost
Trust land owned by another college or state agency

~No ok~ WD

6. COMMODITY GROUP CODES

Land
Code
A100 Up-lands
A200 Beds of navigable waters
A300 Shore lands
A400 Tide lands
Buildings/Components
Code
0505 Having a Useful Life of: 5 years
0510 Having a Useful Life of: 10 years
0515 Having a Useful Life of: 15 years
0520 Having a Useful Life of: 20 years
0524 Having a Useful Life of: 24 years
0525 Having a Useful Life of: 25 years
0527 Having a Useful Life of: 27 years
0530 Having a Useful Life of: 30 years
0535 Having a Useful Life of: 35 years
0540 Having a Useful Life of: 40 years
0545 Having a Useful Life of: 45 years
0500 Having a Useful Life of: 50 years



Improvements Other Than Buildings

Code
0610
0620
0630
0640
0650
0660
0670
0680

Improvements having no useful life

Improvements having useful life of:
Improvements having useful life of:
Improvements having useful life of:
Improvements having useful life of:
Improvements having useful life of:
Improvements having useful life of:
Improvements having useful life of:

5 years
10 years
15 years
20 years
30 years
40 years
50 years



7. BUILDING CONDITION CODES (FAE)
FAE FAE Definition =~ Comparable Description
Codes FCS Scores
1 Superior 146-175 ¢ New construction, major remodels, or recently refurbished systems and
finishes.
¢ Maintained adequately with routine maintenance.
¢ Little or no corrective maintenance required.
e Little or no deferred maintenance.
2 Adequate 176-275 ¢ Finishes are generally worn but major systems and overall facility is in
reasonable shape.
e Maintained adequately with routine maintenance.
e Some minor work projects proposed to upgrade system components
and finishes.
Beginning to see some corrective maintenance.
Relatively small amount of deferred maintenance.
3 Needs 276-350 o Facility has frequent system failures.
Improvement (by Additional e Facility requires substantial maintenance and capital repair efforts.
(Fair) Maint.) e Increased demands for corrective maintenance.
e Notable deferred maintenance but still manageable with preservation
and minor works efforts.
4 Needs 351-475 e Facility has potential for imminent systems failure or is facing large
Improvement (by repair costs.
(Limited Renovation) e Facility requires excessive, ongoing maintenance effort.
Functionality) e Continual demands for corrective maintenance.
¢ Ongoing and corrective maintenance are no longer cost effective.
¢ Reduction of deferred maintenance backlog is no longer cost effective.
5 Needs 476-681 ¢ Conditions associated with Renovation category above, but with
Improvement (by Replace. greater severity.
(Marginal orRenov.) e Facility is approaching or is past its useful life.
Functionality) e Changes in instructional programs over time have rendered the facility
obsolete.
6 Vacant Dependanton e Facility is minimally occupied and/or used for transitory functions, i.e.,
Building survey storage.
o The facility’s future use has not been determined. Though unlikely,
the facility may be salvageable.
o Facility is maintained to a limited degree (mothballed), but is kept dry
and heated.
o Substantial amount of deferred maintenance.
7 Scheduled for 682-730 ¢ Occupied or vacant and scheduled for replacement or demolition
Demolition within 10 years.
¢ Only maintenance or repairs are those that are necessary for public
safety or for continued limited use.
8 No assessment N/A ¢ No condition assessment has been made.

made

Note: If selected, then plan to do the assessment prior to the next
Facility Inventory update.

1-4



8. ROOM SUITABILITY

The coding of room suitability is intended to reflect a judgment about how well the design of a room
supports the function of the room and the organizational unit to which the room is assigned. This evaluation
of room suitability for its assigned use focuses on a different dimension than the coding of building
condition, which generally assesses the useful life of a building through the evaluation of structural and
building systems.

It is entirely possible that the evaluation of room suitability may reflect an evaluation that seems to conflict
with the evaluation of building condition. For example, a room such as a geography class laboratory (see
210) could be evaluated as satisfactorily suited for its existing use even though the building in which the
room is located could be rated as requiring major remodeling due to the age and condition of utility or
structural system.

A Definition: The suitability or functionality of the room for its assigned use at the time of
the inventory or audit.

B Basis for Classification: The evaluation of a room for functional suitability should be
based on the judgment of a departmental representative (rather than the individual user
assigned to the room) and the institution’s facility planning or physical plant personnel.
Only permanent architectural features and fixed equipment should be considered in
rating the room’s suitability, the configuration, age, condition or amount of movable
furniture and equipment should not affect the rating. The rating of room suitability can
change significantly from one inventory or audit date to the next if, in the intervening
period, the room has been reassigned to a different function of organizational unit, even
though no physical alterations have been undertaken.

C The following codes may be used to designate room suitability:

1 Highly functional: Optimal for a room of this type, recently constructed or
renovated, fully supports present use.

2 Satisfactory: Suitable for continued use with normal maintenance;
provides opportunity for adequate program delivery.

3 Limited renovation: Requires limited renovation to support existing
assigned use on a continued basis. The cost of renovation to support
program delivery would not exceed 25% of the replacement cost of the
room.

4 Major renovation: Requires major renovation to support the existing
assigned use on a continued basis; significantly inhibits adequate program
delivery. The cost of the renovation would be between 25% and 50% of
the replacement cost of the room.

5 Unsatisfactory: Unsatisfactory for the existing assigned use, and cannot be
renovated to serve the program adequately for less than 50% of the
replacement cost of the room.

6 Inappropriate: Room can support the current use, but the use is not
appropriate for a room of this type. (e.g., a storeroom converted to a
classroom.)

0. DISPOSED STATUS
This code applies to total building records.
Code

1 Released (sale or exchange pending)

1-5



9 Other (destroyed by fire or natural disaster, vacant pending demolition,
condemned)

E Physically removes the record from the data base (use this code with
caution)

10.  WORKSTATION TYPE
(used for 110, 120, 130, 210, 260)

Code

Table armchairs (movable)

Table armchairs (fixed)

Tables and chairs

Seminar table and chairs

Auditorium seating

Carrels

Drafting tables

Aurt studio or group music room

All other (i.e., science lab, shop, etc.)

SBo~vwoohswnek

11. DORMITORY CODING

Dormitory space is treated differently than any other building type; because of this fact, dormitories,
whether owned or leased, must be coded in such a way as to allow the dormitories to be easily identified and
extracted from the FAE building database. To accomplish this, all dormitories that are used for residential
purposes; regardless of ownership status, will be coded NACUBO 52 or 55 with a 900-room use code.
Dormitory space will be consolidated into a single room with gross square foot reported — Do Not
differentiate by each living dormitory or dormitory support space.

No longer used dormitory space converted to faculty offices and other educational use will follow the
standard convention for the type of space and will be identified by room.

12. SITE CODES

Listing of State-owned Facilities by Location

Peninsula College
010A Main Campus - Port Angeles
010C Forks Education Center - Forks

Grays Harbor College

020A Main Campus - Aberdeen

020B Whiteside Facility - Aberdeen

020C GHC on the Willapa - South Bend
020D Simpson Education Center - EIma
020E Riverview Education Center - Raymond

Olympic College

030A Main Campus - Bremerton

030D Shelton Campus - Shelton

030E Poulsbho Campus - Unincorporated Kitsap County

1-6



Skagit Valley College
040A Main Campus - Mount Vernon
040B Downtown Center - Mount Vernon
040C Whidbey Campus - Oak Harbor
040E Marine Technology Center - Oak Harbor
040F Graphic Arts Facility - Oak Harbor
040G Cardinal Cove - Mount Vernon
040H San Juan Center - Friday Harbor
0401 San Juan H.S. Facility - Friday Harbor
040J Burlington H.S. Facility - Burlington
040K Oak Harbor H.S. Facility - Oak Harbor
040L Sedro Woolley H.S. Facility - Sedro Woolley
040M Fairhaven H.S. Facility - Burlington

Everett Community College

050A Main Campus - Everett

050B Early Learning Center - Everett

050C Aviation Shop/Hanger (Paine Field) - Everett
050H Applied Technology Training Center - Everett
050P Physical Education Facility - Everett

Seattle Central Community College
062A Main Campus - Seattle

062B Gompers - Seattle

062C Trident - Seattle

North Seattle Community College
063A Main Campus - Seattle

South Seattle Community College
063A Main Campus - Seattle
063B Duwamish - Seattle

Seattle Vocational Institute
065A Main Campus - Seattle

Shoreline Community College
070A Main Campus - Shoreline

Bellevue Community College
080A Main Campus - Bellevue



Center for Information Services
089A Center for Information Services - Bellevue

Highline Community College
090A Main Campus - Des Moines
090B Redondo Pier - Unincorporated King County

Green River Community College

100A Main Campus - Unincorporated King County
100B Enumclaw Center - Enumclaw

100F Child Care Center - Unincorporated King County

Pierce College - Fort Steilacoom
111A Main Campus - Unincorporated Pierce County

Pierce College - Puyallup
112A Main Campus - Puyallup

Centralia College
121A Main Campus - Centralia
121B Morton Center - Morton

Lower Columbia College
130A Main Campus - Longview
130E Kelso H.S. Facility - Kelso

Clark College

140A Main Campus - Vancouver

140C Athletic Fields - Vancouver

140D Visitor Center Facility - Vancouver

Wenatchee Valley College
150A Main Campus - Wenatchee
150B North Campus - Omak

Yakima Valley Community College
160A Main Campus - Yakima

160B Lower Valley Center - Grandview
160C Toppenish Center - Toppenish



Spokane Community College

171A Main Campus - Spokane

171B Hanger Facility - Unincorporated Spokane County

171C Apprenticeship Training Center - Unincorporated Spokane County

Spokane Falls Community College

172A Main Campus - Spokane

172B Colville Center - Colville

172G Hillyard Center Relocatable - Spokane

172J Inchelium Center (Relocatable) - Inchelium

172M East Central Community Center H.S. Facility - Spokane

172P Newport Center - Newport

172T B1& K1 Relocatables - Curlew (Unincorporated Ferry County)

Big Bend Community College
180A Main Campus - Unincorporated Grant County

Columbia Basin College
190A Main Campus - Pasco
190B Richland Campus - Richland

Walla Walla Community College
200A Main Campus - Walla Walla
200B Clarkston Center - Clarkston

Whatcom Community College
210A Main Campus - Bellingham

Tacoma Community College
220A Main Campus - Tacoma
220C Gig Harbor Center - Gig Harbor

Edmonds Community College
230A Main Campus - Lynnwood

South Puget Sound Community College
240A Main Campus - Olympia

Bellingham Technical College
250A Main Campus - Bellingham



Lake Washington Technical College
260A Main Campus - Kirkland

260B Marymoor Annex - Redmond

Renton Technical College
270A Main Campus - Renton

L.H. Bates Technical College

280A Main Campus - Tacoma

280B South Campus - Tacoma

280E Transmitter - Tacoma

280F Communications Center - Tacoma

Clover Park Technical College

290A Main Campus - Unincorporated Pierce County
290F Woodbrook Facilities - Fort Lewis

290G Pierce Co. Airport Facilities - Unincorporated Pierce County

Cascadia Community College
300A Main Campus - Bothell

Please coordinate use of additional codes and appropriate titles with the State Board Capital Office. The

complete summary of college site codes with addresses, legislative district, county, and city codes is
included as Appendix A.
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DEFINITIONS OF BUILDING AREAS
GROSS AREA:*

Definition: The sum of the enclosed floor areas of the building included within the outside faces of
exterior walls for all stories.

Basis for Measurement: Gross area should be computed by measuring from the outside face of
exterior walls, disregarding cornices, pilasters, buttresses, etc., which extend beyond the wall face.
Measured in terms of gross square feet (GSF).

Description: In addition to all the internal floored spaces obviously covered above, gross area
should include basements (except unexcavated portions), attics, garages, penthouses, mechanical
equipment floors, lobbies, mezzanines, and corridors, provided they are fully enclosed (usually by
four walls). Stairways, elevator shafts, mechanical service shafts, and ducts are to be counted as
gross area on each floor through which the shaft passes.

Limitations: Exclude open courts; light wells; covered outdoor storage, work, or kiln areas; covered
walks; non-enclosed loading docks; or portions of upper floors eliminated by rooms or lobbies that
rise above single-floor ceiling height.

* Source: Federal Construction Council Technical Report No. 50, Classification of Building Areas, National
Academy of Sciences, Building Research Advisory Board. Publication 1235. (Modified by SBCCE, 1989).

ASSIGNABLE AREA:

Definition: The sum of all areas on all floors of a building assigned to, or available for assignment
to, an occupant, including every type of space functionally usable by an occupant (excepting those
spaces defined as building service, circulation, mechanical, and structural areas).

Basis for Measurement: All assignable areas should be computed by measuring from the inside
finished of surfaces, which form the boundaries of the designated areas. Do not include unusable
areas having less than 6'6" clear headroom.

Description: Included should be space subdivisions for offices, classrooms, laboratories, seminar
and conference rooms, libraries, file rooms, storage rooms, etc., including those for special purposes
(e.g., auditoriums, cafeterias, TV studios, faculty and student locker and shower rooms,
maintenance and repair shops, garages), which can be put to useful purposes in accomplishment of
the institution's mission.

Limitations: Deductions should not be made for columns and projections necessary to the building.
NON-ASSIGNABLE AREA: "Non-assignable" area refers to that portion of the area of a
building which is not available for assignment to building occupants but which instead is necessary
for the general operation of the building. By definition, non-assignable area consists exclusively of
the following: circulation, building service, mechanical, and structural areas.

A CIRCULATION AREA:

Definition: The sum of all areas on all floors of a building which is required for physical
access to some subdivision of space whether directly bounded by partitions or not.
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Basis for Measurement Should be computed by measuring from the inner faces of walls or
partitions, which enclose horizontal spaces, used for such purposes. Deductions should not
be made for columns and minor projections necessary to the building. Do not include
unusable areas having less than 6'6" clear headroom.

Description: Circulation space includes corridors, fire towers, elevator lobbies, tunnels,
bridges and each floor’s footprint of elevator shafts, escalators, and stairways. Receiving
areas, such as loading docks should be treated as circulation space. Any part of a loading
dock that is not covered is to be excluded from both circulation area and the gross building
area.

Limitations: When determining corridor areas, only horizontal spaces required for general
access should be included - not aisles, which are used only for circulation within office
suites, auditoriums, or other, working areas. Deductions should not be made for columns
and projections necessary to the building.

BUILDING SERVICE AREA:

Definition: The sum of all areas on all floors of a building used to support its cleaning and
public hygiene functions.

Basis for Measurement: These areas should be measured from the inside surfaces of
enclosing walls or permanent partitions. Deductions should not be made for columns and
minor projections necessary to the building. Do not include unusable areas with less than
6'6" clear headroom.

Description: Included should be such areas as trash rooms, janitors’ closets, custodial
supply rooms, custodial locker rooms, sink rooms and public restrooms.

Limitations: This category should not include central physical plant shop areas, special
purpose storage or maintenance rooms.

MECHANICAL AREA:

Definition: That portion of the gross area designed to house mechanical equipment, utility
services, and shaft areas.

Basis for Measurement: Mechanical area should be computed by measuring from the inner
faces of the walls, partitions, or screens, which enclose such areas. Do not include unusable
areas with less than 6'6" clear headroom.

Description: Mechanical area should include, but not be limited to, mechanical areas in
central utility plants, air duct shafts, boiler rooms, fixed mechanical and electrical
equipment rooms, fuel rooms, mechanical service shafts, meter and communications
closets, service chutes, stacks, and non-private toilet rooms.

Limitations: Deductions should not be made for columns and projections necessary to the
building.
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STRUCTURAL AREA:

Definition: "Structural Area" is that portion of the gross area, which cannot be occupied or
put to use because of the presence of structural features of the building.

Basis for Measurement: Precise computation of structural area by direct measurement is
not contemplated under these definitions. Structural area should generally be determined
by assuming it to be the residual area after the assignable, circulation, custodial, and
mechanical areas have been subtracted from the gross area.

Description: Examples of building features normally classified as structural area are

exterior walls, firewalls, permanent partitions, and unusable areas in attics, basements, or
comparable portions of a building.
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100

200

300

ROOM USE CODE SUMMARY

CLASSROOM FACILITIES

110
115

120

125

130
135

Classroom
Classroom Service

Enhanced Classrooms

Enhanced Classroom Service

Interactive Classrooms
Interactive Classroom Service

LABORATORY FACILITIES

210
215

220
225

230
235

250
255

260
265

270
275

280
285

Scheduled Class Laboratory
Scheduled Class Laboratory Service

Nonscheduled Class Laboratory
Nonscheduled Class Laboratory Service

Individual Study Laboratory
Individual Study Laboratory Service

Research Laboratory
Research Laboratory Service

Scheduled Class Computer Laboratory

Scheduled Class Computer Laboratory Service

Nonscheduled Class Computer Laboratory
Nonscheduled Class Computer Laboratory Service

Open Computer Laboratory
Open Computer Laboratory Service

OFFICE FACILITIES

310

315

320
325

330
335

350
355

Office

311 Academic Office

312 Administrative Office
313 Student Assistant Office
314 Secretarial/Clerical Office
316 Staff Office

Office Service

Institutional Computer Training Room

Institutional Computer Training Room Service

Faculty Computer Support Room

Faculty Computer Support Room Service

Conference Room
Conference Room Service

400 STUDY FACILITIES

500

600

410
411

420

430

440

455

Study Room
Informal Learning Area

Stack
Open-Stack Study Room
Processing Room

Study Service

SPECIAL USE FACILITIES

510
515

520
523
525

530
535

540
545

550
555

560

570
575

580
585

590

Armory
Armory Service

Athletic Or Physical Education
Athletic Facilities Spectator Seating
Athletic Or Physical Education Service

Media Production
Media Production Service

Clinic
Clinic Service

Demonstration
Demonstration Service

Field Building

Animal Quarters
Animal Quarters Service

Greenhouse
Greenhouse Service

Other (All Purpose)

GENERAL USE FACILITIES

610
615

620
625

630
635

640
645

Assembly
Assembly Service

Exhibition
Exhibition Service

Food Facility
Food Facility Service

Day Care
Day Care Service



700

800

900

000

650
655

660
665

670
675

680
681
685

Lounge
Lounge Service

Merchandising
Merchandising Service

Recreation
Recreation Service

Meeting Room
Interactive Meeting Room
Meeting Room Service

SUPPORT FACILITIES

710
715

720
725

730
735

740
745

750
755

760
765

Central Computer Or Telecommunications
Central Computer Or Telecommunications Service

Shop
Shop Service

Central Storage
Central Storage Service

Vehicle Storage
Vehicle Storage Service

Central Service
Central Service Support

Hazardous Materials
Hazardous Materials Service

HEALTH CARE FACILITIES

850
855

Treatment/Examination
Treatment/Examination Service

RESIDENTIAL FACILITIES

UNCLASSIFIED FACILITIES

050

060

070

Inactive Area

Alteration Or Conversion Area

Unfinished Area
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080
081
082

083

NONASSIGNABLE AREA
Circulation Area

Building Service Area
Mechanical Area

STRUCTURAL AREA

Structural Area



Room Use Coding

100 - Classroom Facilities

General

This category aggregates classroom facilities as an institution-wide resource, even though these areas may
fall under different levels of organizational control. The term “classroom” includes not only general-
purpose classrooms, but also lecture halls, recitation rooms, seminar rooms, and other rooms used for
scheduled non-laboratory instruction. Total classroom facilities include any support rooms that serve the
classroom activity (e.g., 110, 115, 120, 125, 130, and 135 as defined below). A classroom may contain
various types of instructional aids or equipment (e.g., multimedia or telecommunications equipment) as
long as these do not tie the room to instruction in a specific subject or discipline. (For treatment of such
space, see 200 - Laboratory Facilities).

110

115

Classroom

Definition: A room used for classes and that is also not tied to a specific subject or discipline by
either equipment or the configuration.

Description: Includes rooms generally used for scheduled instruction that require no special,
restrictive equipment or configuration. These rooms may be called lecture rooms, lecture-
demonstration rooms, seminar rooms, and general-purpose classrooms. A classroom may be
equipped with tablet armchairs (fixed to the floor, joined in groups, or flexible in arrangement),
tables and chairs (as in a seminar room), or similar types of seating. These rooms may be wired
to accommodate multimedia, computer data transmission and presentation, and
telecommunication equipment. A classroom may also be furnished with special equipment (e.qg.,
globes, pianos, maps) appropriate to a specific area of study, if this equipment does not render the
room unsuitable for use by classes in other areas of study.

Limitations: This category does not include conference rooms (350), meeting rooms (680/681),
auditoria (610), or class laboratories (210). Conference rooms and meeting rooms are
distinguished from seminar rooms according to primary use; rooms with chairs and tables that are
used primarily for meetings (as opposed to classes) are conference rooms or meeting rooms (see
room codes 350, 680 and 681 for distinction). Auditoria are distinguished from lecture rooms
based on primary use. A large room with seating oriented toward some focal point, and which is
used for dramatic or musical productions, is an Assembly (610) facility (e.g., an auditorium
normally used for purposes other than scheduled classes). A class laboratory is distinguished
from a classroom based on equipment in the room and by its restrictive use. If a room is
restricted to a single or closely related group of disciplines by special equipment or room
configuration, it is a laboratory (see 200 series).

Classroom Service

Definition: A room that directly serves one or more classrooms as an extension of the activities
in that room.

Description: Includes projection rooms, preparation rooms, coatrooms, closets, storage areas,
etc., if they serve classrooms.

Limitations: Does not include projection rooms, coat rooms, preparation rooms, closets or

storage areas, if such rooms serve enhanced classrooms (120), interactive classrooms (130),
laboratories (210, 220, 230), conference rooms (350), meeting rooms (680, 681), assembly

facilities (610), etc. A projection booth in an auditorium (not used primarily for scheduled

classes) is classified as assembly service (615).
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120

125

130

Enhanced Classroom

Definition: A room used for classes and that is also not tied to a specific subject or discipline by
equipment in the room or the configuration of the room and is equipped with multimedia and/or
computer presentation equipment to enhance instruction.

Description: Includes rooms generally used for scheduled instruction that require no special,
restrictive equipment or configuration. These rooms may be called lecture rooms, lecture-
demonstration rooms, seminar rooms, and general-purpose classrooms. A classroom may be
equipped with tablet armchairs (fixed to the floor, joined in groups, or flexible in arrangement),
tables and chairs (as in a seminar room), or similar types of seating. These rooms are equipped
with multimedia and/or computer presentation equipment, which is built in or otherwise
permanently located in the room. Frequently, such rooms have computer network access (e.g.,
LAN, WAN, and Internet) and control podiums from which the instructor can control use of the
equipment.

Limitations: This category does not include conference rooms (350), meeting rooms (680/681),
auditoria (610), or class laboratories (210). Conference rooms and meeting rooms are
distinguished from seminar rooms according to primary use; rooms with chairs and tables that are
used primarily for meetings (as opposed to classes) are conference rooms or meeting rooms (see
room codes 350, 680 and 681 for distinction). Auditoria are distinguished from lecture rooms
based on primary use. A large room with seating oriented toward some focal point, and which is
used for dramatic or musical productions, is an Assembly (610) facility (e.g., an auditorium
normally used for purposes other than scheduled classes). A class laboratory is distinguished
from a classroom based on equipment in the room and by its restrictive use. If a room is
restricted to a single or closely related group of disciplines by special equipment or room
configuration, it is a laboratory (see 200 series).

Enhanced Classroom Service

Definition: A room that directly serves one or more enhanced classrooms as an extension of the
activities in that room.

Description: Includes projection rooms, preparation rooms, coatrooms, closets, storage areas, etc.,
if they serve enhanced classrooms.

Limitations: Does not include projection rooms, coat rooms, preparation rooms, closets or storage
areas, if such rooms serve classrooms (110), interactive classrooms (130), laboratories (210, 220,
230), conference rooms (350), meeting rooms (680, 681), assembly facilities (610), etc. A
projection booth in an auditorium (not used primarily for scheduled classes) is classified as
assembly service (615).

Interactive Classroom

Definition: A room used for classes and that is also not tied to a specific subject or discipline by
equipment in the room or the configuration of the room and is equipped with telecommunication
equipment.

Description: Includes rooms generally used for scheduled instruction that require no special,
restrictive equipment or configuration. These rooms may be called lecture rooms, lecture-
demonstration rooms, seminar rooms, and general-purpose classrooms. A classroom may be
equipped with tablet armchairs (fixed to the floor, joined in groups, or flexible in arrangement),
tables and chairs (as in a seminar room), or similar types of seating. These rooms are equipped
with telecommunication equipment, which can provide remote broadcast and/or interactive
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135

instruction. They are frequently equipped with multimedia and computer presentation equipment
as well as network access (e.g., LAN, WAN, and Internet). The equipment is built in or
otherwise permanently located in the room and is often controlled from a central control podium.

Limitations: This category does not include conference rooms (350), meeting rooms (680/681),
auditoria (610), or class laboratories (210 and 211). Conference rooms and meeting rooms are
distinguished from seminar rooms according to primary use; rooms with chairs and tables that are
used primarily for meetings (as opposed to classes) are conference rooms or meeting rooms (see
room codes 350, 680 and 681 for distinction). Auditoria are distinguished from lecture rooms
based on primary use. A large room with seating oriented toward some focal point, and which is
used for dramatic or musical productions, is an assembly (610) facility (e.g., an auditorium
normally used for purposes other than scheduled classes). A class laboratory is distinguished
from a classroom based on equipment in the room and by its restrictive use. If a room is
restricted to a single or closely related group of disciplines by special equipment or room
configuration, it is a laboratory (see 200 series).

Interactive Classroom Service

Definition: A room that directly serves one or more interactive classrooms as an extension of the
activities in that room.

Description: Includes projection rooms, telecommunication control rooms, preparation rooms,
coatrooms, closets, storage areas, etc., if they serve interactive classrooms.

Limitations: Does not include projection rooms, telecommunication control rooms, coat rooms,
preparation rooms, closets or storage areas, if such rooms serve laboratories (210, 220, 230),
conference rooms (350), meeting rooms (680, 681), assembly facilities (610), etc. A projection
booth in an auditorium (not used primarily for scheduled classes) is classified as assembly service
(615).
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200 - Laboratory Facilities

General

A laboratory is a facility characterized by special-purpose equipment or a specific room configuration,
which ties instructional or research activities to a particular discipline or a closely related group of
disciplines. These activities may be individual or group in nature, with or without supervision.
Laboratories may be found in all fields of study including letters, humanities, natural sciences, social
sciences, vocational and technical disciplines, etc. Laboratory facilities can be subdivided into seven
categories: scheduled class laboratories, nonscheduled class laboratories, individual study laboratories,
research laboratories, scheduled class computer laboratories, nonscheduled class computer laboratories,
and open computer laboratories. Scheduled class and scheduled class computer laboratories are used for
scheduled instruction. Nonscheduled class, nonscheduled class computer, individual study, and open
computer laboratories, support instruction but are not formally scheduled. Research laboratories are used
for research, experimentation, observation, research training, or structured creative activity, which
supports extension of a field of knowledge.

210

215

Scheduled Class Laboratory

Definition: A room used primarily for formally or regularly scheduled classes that require special
purpose equipment or a specific room configuration for student participation, experimentation,
observation, or practice in an academic discipline.

Description: A scheduled class laboratory is designed for or furnished with equipment to serve
the needs of a particular discipline or group instruction in formally or regularly scheduled classes.
This special equipment normally limits or precludes the room’s use by other disciplines.

Included in this category are rooms generally called teaching laboratories, instructional shops,
typing laboratories, drafting rooms, band rooms, choral rooms, group music rooms, language
laboratories, studios, theater stage areas used primarily for instruction, instructional health
laboratories, and similar specially-designed or equipped rooms, if they are used primarily for
group instruction in formally or regularly scheduled classes.

Limitations: This category does not include classrooms (110), informally scheduled laboratories
(220), unscheduled laboratories (230), rooms generally defined as research laboratories (250), or
any computer laboratories (240, 260, 270, 280). It also does not include gymnasia, pools, drill
halls, laboratory schools, demonstration houses, and similar facilities that are included under
special use facilities (500 series). Rooms in libraries or other areas on campus, which have
incidental computers in them for student use but which are primarily used for study, should be
classified as study rooms (410).

Scheduled Class Laboratory Service

Definition: A room that directly serves one or more class laboratories.

Description: Includes any room that directly serves a scheduled class laboratory. Included are

projection rooms, coatrooms, preparation rooms, closets, material storage (including temporary
hazardous materials storage), balance rooms, cold rooms, stock rooms, dark rooms, equipment

issue rooms, etc., if they serve scheduled class laboratories.

Limitations: Does not include service rooms that support classrooms (see 115), nonscheduled
class laboratories (see 225), individual study laboratories (see 235), research laboratories (see
255), research laboratories (see 255), scheduled class computer laboratories (265), nonscheduled
class computer laboratories (275), and open computer laboratories (285). Animal Quarters (570)
and greenhouses (580) are categorized separately.
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220

225

230

Nonscheduled Class Laboratory

Definition: A room used primarily by informally (or irregularly) scheduled classes or groups of
students that require special purpose equipment for student participation, experimentation,
observation, or practice in a field of study.

Description: A nonscheduled class laboratory is designed for and/or furnished with equipment to
serve the needs of a particular area of study for group instruction in informally (or irregularly)
scheduled classes. The design of and/or equipment in such a room normally limit or preclude its
use for other areas of study. Nonscheduled class laboratories typically (but not necessarily or
exclusively) include such rooms as language laboratories (see 210 above), group music practice
rooms, group studios, etc., if they are used primarily for group instruction in informally or
irregularly scheduled classes. Note that the criteria for differentiating between special class
laboratories and class laboratories are the irregular or informal nature of the scheduling, and not
the specialization of the equipment or instruction.

Limitations: This category does not include class laboratories (210), individual study rooms or
laboratories (410, 230), or research laboratories (250). It also does not include gymnasiums,
pools, drill halls, laboratory schools, teaching clinics, demonstration houses or similar facilities
that are included under special use facilities (500). Computer processing facilities used primarily
for instruction and/or administration are coded data processing/computer (710).

Nonscheduled Class Laboratory Service

Definition: A room that directly serves one or more nonscheduled class laboratories as an
extension of the activities in those rooms.

Description: Included in this category are tape storage rooms, equipment storage rooms, stock
rooms, and similar rooms, which serve a nonscheduled class laboratory, except animal quarters,
and greenhouses.

Limitations: This category does not include rooms that serve class laboratories (215), individual
study laboratories (235), scheduled class computer laboratories (265), nonscheduled class
computer laboratories (275), or open computer laboratories (285). Rooms that support animal
quarters for laboratory animals are classified as animal quarter’s service (575). Rooms, which
support greenhouses, are also separately classified as greenhouse service (585).

Individual Study Laboratory

Definition: A room used primarily for individual student experimentation, observation, or
practice in a particular field of study.

Description: Included in this category are laboratories primarily used by individuals for practice
or self-paced instruction, such as: music practice rooms, language labs, tutorial labs, writing labs,
and math labs.

Limitations: This category does not include individual study facilities that are intended for
general study purposes. Study areas not related to a specific area of study are classified as study
facilities (400). Computer processing facilities used for research and/or administration are coded
data processing/computer (710).
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235

250

255

260

Individual Study Laboratory Service

Definition: A room that directly serves one or more individual study laboratories as an extension
of the activities in those rooms.

Description: Included in this category are equipment storage rooms, stock rooms, and similar
rooms, which serve an individual study laboratory facility, except animal rooms and greenhouses.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), scheduled class computer laboratories (265), nonscheduled
class computer laboratories (275), or open computer laboratories (285). Rooms that support
animal quarters for laboratory animals are classified as animal quarter’s service (575). Rooms,
which support greenhouses, are also separately classified as greenhouse service (585).

Research Laboratory

Definition: A room used for laboratory applications, research and/or training in research
methodology that require special purpose equipment for staff and/or student experimentation or
observation.

Description: Included in this category are rooms generally referred to as research laboratories
and research laboratory-offices.

Limitations: This category does not include rooms generally referred to as teaching laboratories,
such as: class laboratories (210), nonscheduled class laboratories (220), individual study
laboratories (230), scheduled class computer laboratories (260), nonscheduled class computer
laboratories (270), and open computer laboratories (280).

Research Laboratory Service

Definition: A room that directly serves one or more research laboratories as an extension of the
activities in those rooms.

Description: Included in this category are balance rooms, cold rooms, stock rooms, dark rooms,
etc., that serve a research laboratory.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), individual study laboratories (235), non-class computer
laboratories (245), scheduled class computer laboratories (265), nonscheduled class computer
laboratories (275), or open computer laboratories (285).

Scheduled Class Computer Laboratory

Definition: A room used primarily for formally or regularly scheduled classes that require
computers for student participation and practice in a field of study.

Description: A scheduled class computer laboratory is furnished with computers and appropriate
software to serve the needs of a particular discipline for group instruction in formally or regularly
scheduled classes. Such computer laboratories are primarily used by one discipline or group of
related disciplines. The nearly exclusive use of such a dedicated computer laboratory by one
discipline normally limits or precludes the room’s use by other disciplines. Included in this
category are rooms generally called computer teaching laboratories, office skills laboratories,
CAD laboratories, and similar computer enhanced rooms if they are used primarily for group
instruction in formally or regularly scheduled classes.
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265

270

275

280

Limitations: Does not include classrooms (110), or science laboratories (210, 220, 230) where
computers are incidental to the traditional instructional processes in the classes. Also, it does not
include nonscheduled class computer laboratories (270) or open computer laboratories (280).

Scheduled Class Computer Laboratory Service

Definition: A room that directly serves one or more scheduled class computer laboratories as an
extension of the activities in those rooms.

Description: Includes any room that directly serves a scheduled class computer laboratory.
Included are storage rooms, closets, stock rooms, etc.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), individual study laboratories (235), research laboratories
(255), nonscheduled class computer laboratories (275), or open computer laboratories (285).

Nonscheduled Class Computer Laboratory

Definition: A room used primarily by informally (or irregularly) scheduled classes or groups of
students that require computer equipment and appropriate software for student participation and
practice in a field of study.

Description: A nonscheduled class computer laboratory is furnished with computer equipment
and software to serve the needs of a particular area of study for group instruction in informally (or
irregularly) scheduled classes. The design of and/or equipment in such a room normally limits or
precludes its use for other areas of study. Nonscheduled class computer laboratories typically
(but not necessarily or exclusively) include such rooms as CAD laboratories, airline computer
ticketing training laboratories, etc., if they are used primarily for group instruction

informally or irregularly scheduled classes. Note that the criteria for differentiating between
nonscheduled class computer laboratories and scheduled class computer laboratories are the
irregular or informal nature of the scheduling, and not the specialization of the equipment or
instruction.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), individual study laboratories (235), research laboratories
(255), scheduled class computer laboratories (265), or open computer laboratories (285).

Nonscheduled Class Computer Laboratory Service

Definition: A room that directly serves one or more nonscheduled class computer laboratories as
an extension of the activities in those rooms.

Description: Includes any room that directly serves a nonscheduled class computer laboratory.
Included are storage rooms, closets, stock rooms, etc.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), individual study laboratories (235), research laboratories
(255), scheduled class computer laboratories (265), or open computer laboratories (285).

Open Computer Laboratory
Definition: A room equipped with computer equipment and appropriate software used primarily

by individual students on an informally scheduled and/or drop-in basis to enhance personal
computer skills, and/or to do computing in support of their educational programs.
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285

Description: Included in this category are microcomputer laboratories primarily used by
individuals for practice, self-paced instruction, and computing in support of their various
educational programs.

Limitations: This category does not include individual study facilities that are intended for
general study purposes in which computers are incidental to the function of the room. Study
areas not related to a specific area of study are classified as study facilities (400). Computer
processing facilities used for research and/or administration are coded data processing/computer
(710).

Open Computer Laboratory Service

Definition: A room that directly serves one or more open computer laboratories as an extension
of the activities in those rooms.

Description: Includes any room that directly serves an open computer laboratory. Included are
storage rooms, closets, stock rooms, etc.

Limitations: This category does not include rooms that serve class laboratories (215),
nonscheduled class laboratories (225), individual study laboratories (235), research laboratories
(255), scheduled class computer laboratories (265), or nonscheduled class computer laboratories
(275).
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300 - Office Facilities

General

Office facilities are individual, multi-person, or workstation space specifically assigned to academic,
administrative, and service functions of a college. Though the generic definition applies for all college
offices, the generic office room use code of “310” will not be used to code college offices. Instead,
college offices will be coded to differentiate the type of office using sub-codes within the 300 Series as
specified below:

310

Office

Definition: A room housing faculty, staff, or students working at one or more desks, tables, or
workstations.

Description: An office is typically assigned to one or more persons as a station or work area. It
may be equipped with desks, chairs, tables, bookcases, filing cabinets, computer workstations,
microcomputers, or other office equipment. Included are faculty, administrative, clerical, student,
etc. Unique codes will be used to differentiate types of offices.

311 Academic Office

Offices occupied by full-time and part-time instructional personnel, including offices of the
academic deans, department chairpersons and directors of academic units.

312 Administrative Office

313

314

316

Offices occupied by personnel engaged in the planning, management and operation of the
business and academic affairs of the institution, including offices of the central
administration and directors of nonacademic units.

Student Assistant Office

Offices occupied by students in any capacity. This includes students in paid positions
throughout the college such as: teaching assistants, research assistants, program assistants,
counseling assistants (peer counselors, etc.), student activity assistants, trainees, interns, and
the like. Also included are the offices of student body officers, student club officers, student
activity officers, student center officers, etc.

Secretarial/Clerical Office

Offices used primarily by clerical and secretarial staff as well as general office space where
files, office machines, or reception space are in the same room with clerical personnel.

Staff Office

Offices occupied by academic or administrative staff below the level of directors of either
academic or administrative units, including offices of accountants, architects, assistants to
directors, coordinators, graphic arts specialists, advisors, managers, etc. Also includes
student activity offices (professional staff), and all other offices not included in 311-315.
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Limitations: Special note should be taken of rooms, which are equipped both as offices and
laboratories. A room primarily equipped with laboratory benches and specialized equipment, or
as a shop, or reading room, or the like, that only incidentally contains a desk or other minor space
for a technician or staff member are to be classified according to the primary purpose of the room
rather than as offices.

Office Service

Definition: A room that directly serves an office or group of offices as an extension of the
activities in those rooms.

Description: Included in this category are file rooms, break rooms, kitchenettes serving office
areas, copy rooms, fax rooms, vaults, closets, private restrooms, waiting rooms, interview rooms,
records rooms, office supply rooms, first aid rooms serving office areas, student counseling
rooms, testing rooms (non-health and non-discipline related), and open and private circulation
areas where such circulation areas are clearly associated with an office or offices and not as
general building service.

Limitations: Waiting, interview, and testing rooms are included as office service if they serve a
specific office or office area and not a classroom or laboratory; non-health related student
counseling and testing rooms should be coded as office service (315). A receptionist room that
includes a waiting area should be coded as secretarial/clerical office (314). Lounges which serve
specific office areas and which are not generally available to the public should be coded as office
service (315). Centralized mail rooms, shipping or receiving areas, and duplicating or printing
shops that serve more than one building (or department or school, etc.) or that are campus wide in
scope should be classified central services (750). Computer rooms, which support faculty
professional development and/or curriculum development, should be classified as Non-
instructional Computer Support Rooms (320). Computer rooms, which support staff and faculty
training in general computer use and/or software use, should be classified as non-instructional
computer training room (330).

Institutional Computer Training Room

Definition: A room equipped with computers and appropriate software used primarily to train
college staff in the use of computers and various computer and various computer software
packages.

Description: Included in this category are staff and faculty computer training rooms.

Limitations: This category does not include instructional computer laboratories (i.e., 230, 260,
270, 280), research laboratories (250), or faculty computer support rooms (330).

Institutional Computer Training Room Service

Definition: A room that directly serves one or more institutional computer training rooms as an
extension of the activities in those rooms.

Description: Included in this category are storage rooms, closets, and similar rooms, which serve
an institutional computer training room.

Faculty Computer Support Room

Definition: A room equipped with computer equipment and appropriate software used primarily
by individual faculty members on an informally scheduled and/or drop-in basis to enhance
computer access for support of educational programs and for curriculum development activities.
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Description: Included in this category are faculty computer rooms and computer supported
curriculum development centers.

Limitations: This category does not include instructional computer laboratories (230, 260, 270, or
280), research laboratories (250) or institutional computer training room (320).

Faculty Computer Support Room Service

Definition: A room that directly supports one or more faculty computer support rooms as an
extension of the activities in these rooms.

Description: Included in this category are storage rooms, closets, and similar rooms that serve a
faculty computer support room.

Limitations: This category does not include rooms that service class laboratories (215),
nonscheduled class laboratories (255), individual study laboratories (235), research laboratories
(255), scheduled class computer laboratories (265), nonscheduled class computer laboratories
(275), open computer laboratories (285), or institutional computer training rooms (325).

Conference Room

Definition: A room serving an office complex and used primarily for staff meetings and
departmental activities.

Description: A conference room is typically equipped with tables and chairs. Normally a
specific organizational unit or office area uses it, whereas meeting rooms (680 & 681) are used
for general purposes such as community or campus group meetings not associated with a
particular department. If a room is used for both conference and meeting room functions, then
the room should be classified according to its principal use. A conference room is distinguished
from facilities such as seminar rooms, lecture rooms, and classrooms (110, 120, & 130) by the
fact that it is used primarily for activities other than scheduled classes. A conference room is
intended primarily for formal gatherings whereas a lounge is intended for relaxation and casual
interaction. This category includes teleconference rooms.

Limitations: Does not include classrooms, seminar rooms, lecture rooms (see 110, 120, & 130),
auditoria (see 610), departmental lounges (see 315), open lounges (see 650), or meeting rooms
(see 680 & 681).

Conference Room Service

Definition: A room that directly serves one or more conference rooms as an extension of the
activities in those rooms.

Description: Includes kitchenettes, storage rooms, telecommunications control booths, projection
rooms, sound equipment rooms, etc., if they serve conference rooms.

Limitations: Excluded are service rooms that support meeting rooms (see 685) or offices (see
315).
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400 - Study Facilities

General

Study space is classified into six categories: study space, stack, open-stack study room, processing room,
study service, and informal learning area. Offices used for library activities are coded as office facilities.
A study space may contain equipment or materials, which aid the study or learning process (e.g.,
microcomputers, computer terminals, multimedia carrels, typewriters, records and tapes) and which do
not restrict the room to a particular academic discipline or discipline group. A study space (410) is
restricted to central, branch, or departmental libraries while an informal learning area (411) may appear in
any type of building on campus except a library (e.g., academic, residential, student service). Stacks
(420), open-stack study rooms (430), and processing rooms (440) are typically located in, but not limited
to, central, branch, or departmental libraries.

410

411

420

Study Room

Definition: A room or area in the central, branch, or departmental library used by individuals to
study at their convenience, which is not restricted to a particular subject or discipline by
contained equipment.

Description: Includes study or reading spaces located in central, branch, or departmental libraries
which are intended for general study purposes or informal learning. Study spaces are used
primarily by students or staff for learning at their convenience.

Limitations: Does not include informal learning spaces (411) that are distributed throughout the
campus or lounges (650) that are intended for relaxation and casual interaction.

Informal Learning Space

Definition: A room or area used by individuals to study at their convenience, which is not
restricted to a particular subject or discipline by contained equipment.

Description: Includes rooms and spaces distributed throughout the college in a variety of campus
facilities. Informal Learning Spaces may accommodate individuals or groups. They may have
four walls but usually are part of a larger space, like a hallway or lobby. Informal Learning
Spaces may include technologies to facilitate collaboration or enhance learning. Informal
Learning Spaces are used primarily by students or staff for learning at their convenience.

Limitations: Does not include study areas (410) that are associated with libraries or lounges (650)
that are intended for relaxation and casual interaction.

Stack

Definition: A room used to house arranged collections of educational materials for use as a study
resource.

Description: Stacks typically appear in central, branch, or departmental libraries and are
characterized by accessible, arranged, and managed collections. Collections can include books,
periodicals, journals, monographs, micro-materials, electronic storage media (e.g., tapes, disks,
slides, etc.), musical scores, maps, and other educational materials.

Limitations: Does not include general storage areas for such materials that serve a particular
room or area; such rooms would take the appropriate service code. Examples of these service
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440

455

rooms include tape storage rooms for language laboratories (see 225), book storage rooms for
classrooms (see 115), music for general listening enjoyment (see 675). Also does not include
collections of educational materials, regardless of form or type (i.e., from books to soils
collections), which are for exhibition use as opposed to a study resource (see 620).

Open-Stack Study Room

Definition: A combination study room and stack, generally without physical boundaries between
the stack and the study areas.

Description: Seating areas include those types of station and seating arrangements described
under study room (410). The stack areas of these rooms may include any of the educational
material collections described under stack (420).

Limitations: Does not include study rooms (410) that have no stack areas or informal learning
areas (411). Those stack areas that have only a few incidental chairs or other seating, without a
formally arranged study seating area, should be coded to stack (420). Institutions may wish to
separate and code the seating or study areas (see 410) and stack areas (see 420) into separate
room records. As with stack (420) and processing rooms (440), open-stack study rooms (430)
appear primarily in central, branch and departmental libraries.

Processing Room
Definition: A room or area devoted to processes and operations in support of library functions.

Description: A processing room is intended for specific library operations that support the
overall library mission. Included are card, microfiche, and on-line catalog areas, reference desk
and circulation areas, bookbinding rooms, on-line search rooms, multimedia materials processing
areas, interlibrary loan processing areas, and other areas with a specific process or operation in
support of library functions.

Limitations: Areas, which serve both, as office stations and processing rooms should be coded
according to primary use. Small incidental processing areas in larger stack or study areas should
be included within the larger primary activity category (see 410, 411, 420, 430). Does not
include typical support rooms that serve study and other primary activity areas, such as storage
rooms, copy rooms, closets, and other service-type rooms (see 455). Acquisitions work areas
with a primary office use should be classified as an office (see 300 Series).

Study Service

Definition: A room that directly serves study rooms, stacks, open-stack study rooms, processing
rooms, or informal learning areas as a direct extension of the activities in those rooms.

Description: Includes storage rooms, copy rooms, closets, locker rooms, coatrooms, and other
typical service areas that support a primary study facilities room (see 410, 411, 420, 430, 440).

Limitations: Does not include processing rooms (440) that house specific library support
processes and operations (e.g., bookbinding rooms, multimedia processing rooms).
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500 - Special Use Facilities

General

This category includes several room use categories that are sufficiently specialized in their primary
activity or function to merit a unique room code. Areas and rooms for military training, athletic activity,
media production, clinical activities, and animal and plant shelters are included here. Although many of
these special use facilities provide service to other areas, their special use or configuration dictates that
these areas not be coded as service rooms.

510

515

520

Armory

Definition: A room or area used by Reserve Officer Training Corps (ROTC) and ancillary units
for military training and/or instructional activities.

Description: Rooms that are obviously designed or equipped for use in a military training or
instructional program, such as indoor drill areas, indoor rifle ranges, and specially designed or
equipped military science rooms, are included in the category. Ancillary units may include
special rifle and drill teams.

Limitations: Conventional room use types such a classrooms (110), class laboratories (210),
offices (300 Series), and study rooms (410) are designated as such, even though they are located
in an armory building. Military supply and weapons rooms are coded armory service (515).

Armory Service

Definition: A room that directly serves an armory facility as an extension of the activities in that
facility.

Description: This category includes supply rooms, weapons rooms, and military equipment
storage rooms.

Limitations: Rooms directly serving conventional primary activity areas are classified with the
appropriate corresponding service code (e.g., 115-Classroom Service, 215-Class Laboratory
Service, 315-Office Service, and 455-Study Service).

Athletic Or Physical Education

Definition: A room or area used by students, staff, or the public for athletic or physical education
activities.

Description: Includes gymnasia, basketball courts, handball courts, squash courts, wrestling
rooms, weight or exercise rooms, racquetball courts, indoor swimming pools, indoor putting
areas, indoor ice rinks, indoor tracks, indoor stadium fields, and field houses. This category
includes rooms used to teach dancing and bowling only if they are part of the physical education
instructional program.

Limitations: This room use code does not distinguish instructional from intercollegiate,
intramural, or recreational use of these areas. Additional classification through function and
academic discipline codes makes this distinction.

Classroom facilities (100 series), laboratory facilities (200 series), office facilities (300 series),
and other primary room use categories are coded as such, even though these areas may be located
in an athletic or physical education building. Permanent spectator seating areas associated with
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523

525

530

535

athletic facilities are coded 523. Outdoor athletic areas, such as outdoor tennis and basketball
courts, archery ranges, golf courses, and other outdoor fields, do not meet the definition of
buildings and, therefore, are not assignable area. Recreational or amusement areas such as
billiards rooms, game or arcade rooms, and music listening areas are classified recreation (670), if
they are not used for instructional purposes.

Athletic Facilities Spectator Seating

Definition: The seating area used by students, staff, or the public to watch athletic events.

Description: Includes indoor permanent or fixed seating areas in gymnasia, field houses, ice
arenas, covered stadia, natatoria, and cycling arenas.

Limitations: Does not include temporary or movable seating areas (e.g., movable bleachers).
Outdoor permanent seating is not assignable space although it may contain assignable areas under
it (e.g., locker rooms, offices, etc.).

Athletic Or Physical Education Service

Definition: A room that directly serves an athletic or physical education facility as an extension
of the activities in that facility.

Description: Includes locker rooms, shower rooms, non-office coaches’ rooms, ticket booths,
and rooms for dressing, equipment, supply, storage, first-aid, skate sharpening, towels, etc.

Limitations: Does not include public rest rooms, which should be classified as non-assignable
building service space. Rooms, which directly serve offices, classrooms, laboratories, etc., are
classified with the appropriate corresponding service code. Cashiers’ desks serving recreation
facilities (see 670) are classified recreation service (675). Central ticket outlets serving multiple
facilities or services are classified as merchandising (660).

Media Production
Definition: A room used for the production or distribution of multimedia materials or signals.

Description: Includes rooms generally called TV studios, radio studios, sound studios, photo
studios, video or audiocassette and software production or distribution rooms, and media centers.
These rooms have a clearly defined production or distribution function that serves a broader area
(e.g., department, entire campus) than would a typical service room.

Limitations: Does not include rooms that merely store media materials and equipment. Such
rooms would be coded a media production service (535) rooms if serving the primary production
or distribution room (see 530), or the appropriate service category for the room(s) they serve.
Radio or TV broadcasting areas and other media rooms used for teaching broadcasting to students
for instructional purposes should be coded as laboratories (see 210, 220, 230). This classification
also does not include centralized computer-based data processing and telecommunications
equipment facilities (see 710).

Media Production Service

Definition: A room that directly serves a media production or distribution room as an extension
of the activities in that facility.

Description: The primary criterion here is that the room should serve a media production or
distribution room and not another primary activity room. Examples include film, tape, or cassette
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550

libraries or storage areas, media equipment storage rooms, recording rooms, engineering
maintenance rooms, dark rooms, preparation rooms, studio control booths, and other support
areas that specifically serve a media production or distribution room (see 530).

Limitations: Those rooms containing media materials, equipment or operations that serve a
primary activity room other than a media production room (530) should be assigned the
appropriate corresponding service code.

Clinic

Definition: A room used for providing diagnosis, consultation, treatment, or other services to
patients or clients in facilities other than those separately organized health care facilities related to
medicine, veterinary medicine, dentistry, or student health care.

Description: Included are patient or client examination rooms, testing rooms, and consultations
rooms. Clinics are typically associated with such educational areas as psychology, law, speech,
hearing, and similar areas.

Limitations: Does not include clinics associated with student health care, student-counseling
services, or clinics for the medical or dental treatment of humans or animals (see 800 series).
Also does not include rooms used for remedial instruction, which should be classified as
classrooms or laboratories (see 100 and 200 series) or testing or counseling rooms in non-health-
or non-discipline-related programs (see 315).

Clinic Service

Definition: A room that directly serves a clinic facility as an extension of the activities in that
facility.

Description: Included are waiting rooms, observation rooms, control rooms, records rooms, and
similar supporting rooms.

Limitations: Does not include rooms that serve separately organized health care facilities (see
800 series). Also does not include first-aid treatment rooms that serve other primary activity
areas (e.g., 525-Athletic Or Physical Education Service, 645-Day Care Service).
Demonstration

Definition: A room or group of rooms used to practice, within an instructional program, the
principles of certain disciplines such as teaching, childcare or development, and home
management or economics.

Description: The key criterion here is practice activity within an instructional program, which

closely simulates a real world or occupational setting. Includes demonstration day care and development
centers, laboratory schools and home economics or management houses, when these facilities are used for
practice as a part of collegiate training or instruction.

Limitations: Does not include day care and development centers, which are not used as part of an
instructional program (see 640). This category also does not include laboratories (see 200 series)
that are used for direct delivery of instruction as opposed to practice. Demonstration schools,
laboratory schools, day care centers, and home management houses in which students serve as the
subjects for a research study are classified as research/non-class laboratories (250).
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Demonstration Service

Definition: A room that directly serves a demonstration facility as an extension of the activities
in that facility.

Description: Includes facilities generally called storerooms, pantries, etc., in a home
demonstration facility, and kitchens, lockers, shower rooms, etc., in a laboratory school. Similar
support rooms that directly serve primary care and training areas in a demonstration day care
center (see 550) are included in this category.

Limitations: Generally, the primary activity areas--such as kitchen, dining room, living room (in
a home-demonstration house), or classrooms, laboratories, gymnasia that serve nursery,
elementary, or secondary school students in a laboratory school)--should be designated as
demonstration (550). Primary care and training areas in a (practice) day care center are also
demonstration (550) rooms. Kitchen and food preparation rooms in a demonstration day care
facility are classified as service areas; eating or training rooms for staff in demonstration day care
centers are classified as service areas; eating or training rooms for children are classified as
primary activity areas (see 550).

Field Building

Definition: A barn or similar agricultural structure used for animal shelters or for the handling,
storage, or protection of farm products, supplies, vehicles, or implements.

Description: Includes barns, animal and poultry shelters, sheds, silos, feed units, and hay storage.
Structures are typically of light-frame construction with unfinished interiors and are frequently
located outside the central campus area. Also includes storage space for farm vehicles and
implements. Service areas that support field buildings are classified within this category.

Limitations: Animal quarters directly supporting research or instructional laboratories should be
coded 570. Location of a building, on or off the main campus, is not sufficient justification for
classification as a field building. Finished rooms with other uses (e.g., laboratories, classrooms,
etc.) should be coded as appropriate. Does not include buildings that house nonagricultural or
non-farm related vehicles (see 740).

Animal Quarters
Definition: A room that houses laboratory animals used for research or instructional purposes.

Description: Includes animal rooms, cage rooms, stalls, wards, and similar rooms for instruction
and research.

Limitations: Animal quarters are typically subject to the rules and regulations of agencies
regarding the care and use of laboratory animals (e.g., requirements of the American Association
for Accreditation of Laboratory Animal Care [AAALAC]). Does not include areas for treatment
of veterinary patient animals (see Health Care Facilities-800 series). Does not include
agricultural field buildings sheltering animals that do not directly support instruction or research
(see 560).

Animal Quarters Service
Definition: A room that directly serves an animal quarters facility as an extension of the activities

in that facility.
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Description: Includes feed storage rooms, feed mixing rooms, cage-washing rooms, non-patient
surgery rooms, casting rooms, or instrument rooms.

Limitations: Does not include areas that directly serve facilities used for the treatment of
veterinary patient animals (see Health Care Facilities-800 series).

Greenhouse
Definition: A building or room, usually composed chiefly of glass, plastic, or other light-

transmitting material, which is used for the cultivation or protection of plants or seedlings for
research, instruction, or campus physical maintenance or improvement purposes.

Description: The primary criterion here is the combination of structural design as a greenhouse
and the use for cultivation or protection. An example would be a greenhouse that serves as a
laboratory or service area for a botany or vocational (e.g., horticulture) educational program.
This category includes any facility serving the greenhouse function (e.g., warehouse facilities
equipped with special lighting controls for the cultivation or protection of plants).

Limitations: Greenhouses that are not used for plant cultivation or protection should be classified
according to specific use (e.g., a greenhouse used for central storage should be coded 730).

Greenhouse Service

Definition: A room that directly serves a greenhouse facility as an extension of the activities in
that facility.

Description: Includes equipment or materials storage areas and rooms generally called head
houses.

Limitations: Excludes storage areas that do not directly serve greenhouses.
Other

Definition: A category of last resort

Description: Included as a category of last resort to be used only for those rooms or facilities that
cannot be described, even approximately, with other codes and definitions. Use of this code can
only occur after review with the State Board and concurrence there is no other option.

Limitations: Should have very limited use, if used at all.
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600 - General Use Facilities

General

General use facilities are characterized by a broader availability to faculty, students, staff, or the public
than are special use facilities (500 series), which are typically limited to a small group or special
population. General use facilities comprise a campus general service or functional support system
(assembly, exhibition, dining, relaxation, merchandising, recreation, general meetings, day care) for the
institutional and participant community populations.

610

615

620

Assembly

Definition: A room designed and equipped for the assembly of many persons for such events as
dramatic, musical, devotional, livestock judging, or commencement activities.

Description: Includes theaters, auditoria, concert halls, arenas, chapels, and livestock judging
pavilions that are used primarily for general presentations (speakers), performances (dramatic,
musical, dance), and devotional services. Seating areas, orchestra pits, chancels, arenas, and
aisles (if not used primarily for instruction) are included in and usually aggregated into the
assembly space. However, drama-related space (e.g., dressing rooms, green rooms, prop storage
rooms, set construction shops, wardrobes, etc.), even if it is not used in support of an instructional
program, will be aggregated with instructionally related drama space.

Limitations: Stage areas used primarily for instruction or practice (dance, music, drama) are
typically coded separately as laboratory space (see 210, 220). Assembly facilities that are used
primarily as instructional lecture halls are classified as classroom (110) space.

Assembly Service

Definition: A room or area that directly serves an assembly facility as an extension of the
activities in that facility.

Description: Includes check rooms, coat rooms, ticket booths, projection booths, property
storage, multimedia and telecommunications control rooms, etc. which will be aggregated with
assembly space. However, property storage rooms, make-up rooms, costume and scenery shops,
dressing rooms, and green rooms will be aggregated with instructionally related drama space for
CAM purposes.

Limitations: Entrance lobbies and other circulation areas outside of the primary assembly room
are classified as non-assignable (circulation) space. A concession stand in an assembly facility is
classified as merchandising (660). Lounge areas that are remote from the assembly area within
an assembly facility are classified by the appropriate service code or the lounge (650) code.

Exhibition

Definition: A room or area used for exhibition of materials, works or art, artifacts, etc., and
intended for general use by faculty, students, staff, and the public.

Description: Includes both departmental and institution-wide museums, galleries, and similar
exhibition areas which are used to display materials and items for viewing by both the
institutional population and the public. Planetariums used primarily for exhibition are also
included in this category. Planetariums used primarily for research should be classified in the
laboratory (200) series.
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Limitations: Displays that are intended only for instructional purposes and not for general
exhibitions (e.g., departmental instructional displays of anthropological, botanical, or geological
specimens) should be classified as laboratory or laboratory service (see 200 series). Does not
include bulletin boards and similar temporary or incidental displays in hallways, student centers,
etc. Also does not include collections of educational materials, regardless of form or type (e.g.,
books, tapes, soils collections), which are for study resource as opposed to exhibition use (see
420).

Exhibition Service

Definition: A room that directly serves an exhibition facility as an extension of the activities in
that facility.

Description: Includes preparation workrooms, storage rooms, vaults, etc., that serve general
exhibition areas (see 620).

Limitations: Research areas in museums are classified as research/non-class laboratory (250) or
research/non-class laboratory service (255). Service areas for displays that are part of an
instructional program are classified as classroom service or laboratory service areas.

Food Facility
Definition: A room used for eating.

Description: Includes dining halls, cafeterias, snack bars, restaurants, and similar eating areas,
including such areas in residence halls, faculty clubs, etc. This category includes facilities open
to students, faculty, staff, or the public at large. The primary distinction of a food facility (630)
area is the availability of some form of accommodation (seating, counters, tables, etc.) for eating
or drinking. This is, therefore, an area intended for the actual consumption of food and drink.
Vending areas with seating, counters or tables and sit-down lunch or vending rooms that serve a
shop facility are included in this category.

Limitations: Vending areas not provided with seating, counters, or tables are classified as
merchandising (660) or with the appropriate service code if the vending directly supports or is
adjacent to a specific room for consuming the products (e.g., a 635-vending room serving a 630-
dining hall).

Lounges (650) with vending machines that are incidental to the primary use of the room (i.e.,
relaxation) are coded as part of the lounge, if within the room, or as lounge service (655) if
separate from and directly supporting the main lounge facility (see 650). Break rooms serving
specific office areas are classified as office service (315). Eating areas for children in
demonstration or day care facilities are classified as primary activity categories within these
respective areas (see 550, 640); staff-only eating or break rooms in these facilities are classified
as service areas (see 555, 645).

Food Facility Service

Definition: A room that directly serves a food facility as an extension of the activities in that
facility.

Description: Includes kitchens and other preparation areas, cold storage and freezer refrigeration

rooms, dishwashing rooms, food serving areas, cleaning areas, etc. Includes first aid and vending
areas directly serving food facilities, or adjacent to an eating area.
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Limitations: Does not include any type of food preparation room, which does not serve a food
facility or eating area (see 630). Kitchenettes in residence facilities that do not serve a dining area
are classified as sleep/study service (935). Service areas for vending rooms (see 660) are
classified as merchandising service (665). Kitchens and food preparation areas in demonstration
or day care facilities are classified as service areas to those facilities (see 555, 645).

Day Care

Definition: A room used to provide day or night, child or elderly adult care as a non-medical
service to members of the institutional community.

Description: Includes all primary activity rooms that provide oversight, supervision,
developmental training and general personal care for assigned children or adults (e.g., play areas,
non-staff eating areas, and child training rooms). This type of facility serves as a central service
center for faculty, staff, and students, with members of the community being served as needed.
This is not a medical care facility (i.e., medical attention is strictly limited to maintaining
prescribed medication schedules and providing first aid).

Limitations: Does not include those support rooms (e.g., storage rooms, closets, and pantries)
typically used as service rooms (see 645). This category also does not include demonstration
houses, laboratory schools or other facilities with a primary function of providing collegiate
practice as part of the instructional process (see 550). Also excluded from this category are those
service areas classified as central service (750) and laboratory facilities (200 series) that directly
support instruction (e.g., vocational training programs for parent education and early childhood
education).

Day Care Service

Definition: A room that directly serves a primary activity room in a day care facility as an
extension of the activities in that room.

Description: Includes storage rooms, closets, kitchens, pantries, private or staff restrooms, and
other typical service rooms that support a primary activity area.

Limitations: Does not include those rooms (e.g., child training rooms, playrooms--see 640)
where primary day care activities are conducted. Restrooms designed for child training should be
coded 640; staff-only restrooms should be coded 645. Kitchen or food preparation areas in a day
care facility are classified as service areas (see 645). Staff eating or break areas should be coded
645, whereas eating or training areas for children are classified as primary activity space (see
640). Staff office areas should be coded 310.

Lounge

Definition: A room used for rest and relaxation that is not restricted to a specific group of people,
unit or area.

Description: A lounge facility is typically equipped with upholstered furniture, draperies, or
carpeting, and may include vending machines. A general use lounge (see 650) differs from an
office area or break room lounge (see 315) by virtue of its public availability. If a room is open
for use by people visiting or passing through a building or area, it is coded lounge (650). Such a
room may have vending machines if the primary use of the room is rest, relaxation, informal
socializing and not for eating (see 630).
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Limitations: A lounge facility is distinguished from a conference room (350) and a meeting room
(680), both of which are intended of formal meetings, by its more informal function or rest,
relaxation, or casual interaction and it public availability. A lounge area associated with a public
restroom is included with the restroom as non-assignable (building service area) space. A room
devoted to vending machines without accommodation (seating, counters or tables) for local food
or drink consumption is classified as merchandising (660). A lounge that directly serves a
specific or restricted area is classified by the appropriate corresponding service code (e.g., a
lounge serving an assembly facility is classified 615-Assembly Service). A lounge differs from a
lobby (non-assignable circulation area) in placement, use, and intent. A lobby is generally
located at a major entrance with openings to hallways on more than one side; and although it may
have seating furniture, it is designed more for walking through (or having standing conversations)
than for sitting and relaxing. Separate waiting rooms in other than health care facilities are
classified with the appropriate service code according to the room or area they serve. A
receptionist room that includes a waiting area should be classified as office (300 series). Public
waiting areas in health care facilities are coded as 880.

Lounge Service
Definition: A room that directly serves a general use lounge facility.

Description: Includes kitchenettes, storage areas, and vending rooms that directly serve a general
use lounge facility (see 650).

Limitations: This category does not include Kitchenettes, storage rooms, and small vending areas
that directly serve other room use types (e.g., a small vending area serving a dining hall eating
area should be classified as 635-Food Facility Service).

Merchandising
Definition: A room used to sell products or services.

Description: Includes product and service sales areas such as bookstores, student supply stores,
barber or beauty shops, post offices, campus food stores, walk-away vending machine rooms, and
central ticket outlets servicing multiple facilities or activities.

Limitations: Does not include dining rooms, restaurants, snack bars, and similar food facilities
(630). A vending machine room that directly serves a dining, lounge or other primary activity
area is classified with the appropriate service code; a vending machine area within a general use
lounge is included in lounge (650) space. Vending areas that include accommodations (seating,
counters or tables) for consuming the products are classified as food facility (630). Cashiers’ desks
that serve a specific recreational facility or area are classified as service space for that area (see 670, 675).
Day care centers used for practice within an instructional program are classified as demonstration (550).
Day care centers that are not part of such a program are classified under day care (640).

Merchandising Service

Definition: A room that directly serves a merchandising facility as an extension of the activities
in that facility.

Description: Includes storage rooms and closets, sorting rooms, private restrooms, and other
support rooms if they directly serve a merchandising (660) facility.

Limitations: Storage rooms, sorting rooms, and private restrooms that do not serve a

merchandising area should be classified using the appropriate service code for the corresponding
room use type.
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670

675

680

Recreation
Definition: A room used by students, staff or the public for recreational purposes.

Description: Includes exercise and general fitness rooms, billiards rooms, game and arcade
rooms, bowling alleys, table tennis rooms, dance or ballrooms, chess rooms, card playing rooms,
hobby rooms, TV rooms, reading (non-study) rooms, and music listening rooms that are used for
recreation and amusement and not for instructional purposes. Recreation rooms and areas are
used for relaxation, amusement-type activities, whereas athletic or physical education (520)
facilities are typically used for the more vigorous pursuits within physical education,
intercollegiate athletics, and intramural programs.

Limitations: Does not include gymnasia, basketball courts, weight rooms, racquetball courts,
handball courts, squash courts, wrestling rooms, indoor swimming pools, indoor ice rinks, indoor
tracks, indoor stadium fields, indoor golf and other areas primarily used for physical education,
intramural or intercollegiate athletic activities (see 520). Outdoor athletic and physical education
fields, courts, and other non-enclosed areas are also excluded because they are not building space.
This category also does not include bowling alleys, dance rooms, or any other activity areas that
are primarily used for instruction. Reading or media use rooms that are designed and intended as
study rooms are also excluded from this category (see 410).

Recreation Service

Definition: A room that directly serves a recreation facility as an extension of the activities in
that facility.

Description: Includes storage rooms, closets, equipment issue rooms, cashiers’ desks, first aid,
and other support areas that directly serve a recreation (670) facility.

Limitations: Does not include kitchens, snack bars, or other food facilities (630) and food facility
service (635) areas. Locker rooms, shower rooms, ticket booths, dressing rooms, equipment
rooms, and other areas directly serving athletic or physical education (520) facilities are classified
as service rooms (see 525) to those facilities. Central ticket outlets serving multiple facilities or
services are classified as merchandising (660

Meeting Room

Definition: A room that is used by the institution or the public for a variety of non-class
meetings.

Description: The key concept here is public availability. Conference rooms (350) are often
confused with meeting rooms because they are both primarily used for non-class meetings.
However, conference rooms are restricted service components of an office complex or used by
office occupants of a specific area and are generally limited to staff meetings or other
departmental non-class activities. Although it may be assigned to a specific organizational unit, a
meeting room is more available and open to study groups, boards, governing groups, community
groups, various student groups, non-employees of the institution, and various combinations of
institutional and community members. For-fee meeting rooms are included in this category.

Meeting rooms may be configured like classrooms (i.e., with participant focus to the front of the
room), and may be equipped with a variety of furniture types (e.g., tables and chairs, lounge-type
furniture, tablet armchairs, or a large table) in various combinations and arrangements.

Limitations: Rooms serving an office complex and used primarily for staff meetings are
classified as conference rooms (350). Seminar and lecture rooms used primarily for scheduled
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681

classes are classified as classroom (110). Rooms designed and equipped for the assembly of
many persons for such events as dramatic, musical or devotional activities, etc., should be
classified as assembly (610).

Interactive Meeting Room (Telecommunication Conference Room)

Definition: A room that is used by the institution or the public for a variety of non-class meetings
and which is equipped with telecommunications and interactive video equipment allowing
interactive video conferencing with remote sites.

Description: Interactive meeting rooms may be configured like classrooms (i.e., with participant
focus to the front of the room), and may be equipped with a variety of furniture types (e.g., tables
and chairs, lounge-type furniture, tablet armchairs, or a large table) in various combinations and
arrangements but all are equipped with interactive video equipment allowing remote
conferencing. Usually, because of the cost and fragile nature of the teleconferencing equipment,
the interactive meeting room has a more restricted and supervised use than does the regular
meeting room.

Limitations: Rooms serving an office complex and used primarily for staff meetings are
classified as conference rooms (350). Seminar and lecture rooms used primarily for scheduled
classes are classified as classroom (110). Rooms designed and equipped for the assembly of
many persons for such events as dramatic, musical or devotional activities, etc., should be
classified as assembly (610). Rooms used by the institution for a variety of non-class meetings
but are not interactive video capable should be coded meeting room (680).

3-26



700 - Support Facilities

General

Support facilities, which provide centralized space for various auxiliary support systems and services of a
campus, help keep all institutional programs and activities operational. While not as directly accessible to
institutional and community members as general use facilities (600 series), these areas provide a
continuous, indirect support system to faculty, staff, students, and the public. Support facilities are
centralized in that they typically serve an area ranging from an entire building or organizational unit to the
entire campus. Included are centralized areas for computer-based data processing and
telecommunications, shop services, general storage and supply, vehicle storage, central services (e.g.,
printing and duplicating, mail, shipping and receiving, environmental testing or monitoring, laundry, or
food stores), and hazardous materials areas.

710

715

Central Computer Or Telecommunications

Definition: A room used as a computer-based data processing or telecommunications center with
applications that are broad enough to serve the overall administrative or academic primary
equipment needs of a central group of users, department, college, school, or entire institution.

Description: A central computer or telecommunications room may be one of a group of rooms
which constitute a center for delivering computer-based data processing or telecommunications
services to various levels of user groups. Although the ongoing primary activity of this category
is tied more closely to equipment than human activity, these areas require technical support staff,
and physical access may be restricted to these personnel. These central equipment rooms appear
most frequently at the campus wide and large organizational unit levels and are generally subject
to environmental and security controls and procedures limiting users to electronic terminal,
telephone or modem access. Includes central rooms housing computer(s) (e.g., large mainframe,
minicomputers, etc.), peripheral input (e.g., data entry terminals, input tape or disk drives, data
reading equipment, etc.), and output (e.g., printers, output tape or disk drives, etc.) devices. This
category also includes rooms in a central computer complex, which are primarily or exclusively
dedicated to data or program code entry of job submissions through one or more terminals.

Computer-based telecommunications equipment rooms, ranging from the micro-driven LAN
(local area) to the larger PBX (private branch) network centers, including central rooms housing
satellite signal reception or transmission equipment, should be assigned the 710 code. This
equipment may be dedicated to data, audio or telephone, video or any combination of these
electronic transmissions.

Limitations: Does not include office space (see 300 series) assigned to programmers, analysts,
engineers, data entry personnel, and other technical staff even though these rooms usually contain
an access terminal. Also does not include instructional laboratories and study rooms equipped
with personal computers or terminals (see 210, 220, 410), or offices with data processing
equipment used as office tools (see 300 series). Personal computer or terminal workrooms and
printer rooms that serve an office area should be coded office service (315). Small closet areas
housing reception or distribution telecommunications equipment and wiring which are not used
by technical or sport staff on a regular basis (i.e., repair or modification only) should be classified
as non-assignable mechanical space.

Central Computer Or Telecommunications Service

Definition: A room that directly serves a central computer or telecommunications facility as an
extension of the activities in that facility.
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720

725

Description: Includes paper and forms storage, off-line tape and disk storage, separate control or
console rooms or booths, tool and parts rooms, bursting and decollating rooms, areas used to store
only inactive support equipment (e.g., multiplexers, modems, spoolers, etc.), and separate areas
used for delivering tapes or picking up printouts. Also includes the repair and assembly rooms
that directly serve the central computer or telecommunications facility.

Limitations: Does not include office areas for personnel (e.g., technicians, engineers, analysts,
programmers) assigned to the central computer facility (see 300 series), primary equipment
(computer, 1/0 device) rooms (see 710), and office areas containing data processing or
networking office service equipment or materials (see 300 series). Also does not include rooms
directly supporting study rooms (see 455) or laboratories (see 215, 225, 235, 255, 265, 275, 285)
that contain special computer equipment used for study, instruction or research. A non-office
workroom containing a remote printer or data/job entry terminal that is part of an office area, and
not the central computer facility, should be coded office service (315). A printer room serving a
general-purpose terminal room in a dormitory should be classified as study service (455).

Shop
Definition: A room used for the manufacture, repair, or maintenance of products or equipment.

Description: Includes carpenter, plumbing, HVAC, electrical and painting shops, and similar
physical plant maintenance facilities. This category also includes centralized shops for
construction or repair of research or instructional equipment, and repair and maintenance of
multimedia equipment and devices. Special purpose shops (e.g., glass blowing, machining)
supporting multiple rooms for scientific instruction and research are included in this category.

Limitations: Does not include instructional “shops” (i.e., industrial arts or vocational-technical
shops used for instruction), which should be classified as laboratory facilities (200 series).
Facilities used for producing and distributing multimedia materials and signals are classified as
media production (530). Architectural and engineering drafting rooms serving the physical plant
operation are classified as office (300 series). Blueprint storage rooms are classified as office
service (315). Small, incidental equipment repair, assembly or cleaning rooms that directly serve
an adjacent or nearby primary activity room should be classified according to the appropriate
corresponding service code. This category also does not include areas used for the repair and
maintenance of institution-owned vehicles (see 745) or rooms directly serving media production
or distribution areas (see 535). Also excludes costume and scene “shops” serving theater areas
(see 615). Greenhouses used for campus physical maintenance or improvements should be coded
580.

Shop Service

Definition: A room that directly serves a shop facility as an extension of the activities in that
facility.

Description: Includes tool storage rooms, materials storage rooms, and similar equipment or
material supply or storage rooms. Locker, shower, first-aid, and similar nonpublic areas that
serve the shop facility should be included.

Limitations: Does not include service areas for class laboratories (see 215) or research/non-class
laboratories (see 255). Also does not include vehicular repair facilities (garages) classified as
vehicle storage service (745). Blueprint storage rooms should be classified as office service
(315). Rooms directly serving media production or distribution facilities are coded 535. Sit-
down lunch or vending rooms that serve a shop facility are classified food facility (630).
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730

735

740

745

Central Storage

Definition: A room or building that is used to store equipment or materials and that serve
multiple room use categories, organizational units, or buildings.

Description: The concept of central or general is key to applying this code correctly. The vast
majority of storage rooms on a campus are service rooms (e.g., 115, 225, 355, 615, etc.) that
directly support a primary activity room or room group; for example, a paper storage room (see
315) can serve several offices (see 300 series) in an area. Service storage rooms are somewhat
close to the areas they serve and are used more than occasionally. Central storage areas include
areas commonly called warehouses, surplus storage, central campus supply or storage and
inactive storage. A storage room incidentally used to store janitorial supplies would remain in
this category. It also includes storage rooms in a building or building area that serve multiple
room use categories and which are used for general or surplus (e.g., furniture, equipment)
collection or storage. The 730 code can usually be used for all storage areas that do not qualify as
service rooms.

Limitations: Does not include a storage room directly serving a primary room use category or
group of such rooms (i.e., a room that is clearly a service room). Also, this category does not
include non-assignable area (circulation, building service, or mechanical areas). Offices within
warehouses or other central storage buildings are coded as office (300 series). Centralized food
stores and laundries are classified central service (750).

Central Storage Service

Definition: A room that directly serves a central storage facility as an extension of the activities
in that facility.

Description: Central storage service rooms are typically limited to support rooms associated with
the transporting of materials in and out of large central storage facilities and warehouses. Storage
rooms for hand trucks and other moving equipment, shelving storage, and other rooms supporting
the central storage function are included.

Limitations: Only those rooms directly supporting the (usually) larger central storage (730) area
should be classified with this code.

Vehicle Storage

Definition: A room or structure that is used to house or store vehicles.

Description: Includes structures, buildings, and rooms generally called shops, boathouses, and
airplane hangars. The definition of “vehicle” is broadly interpreted here to include forklifts,

moving equipment, and other powered transport devices or equipment.

Limitations: This category does not include unroofed surface parking lots. It also does not
include structures that house or store farm vehicles and implements (see 560).

Vehicle Storage Service

Definition: A room that directly serves a vehicle storage facility as an extension of the activities
in that facility.

Description: Includes any areas or rooms directly serving a vehicle storage facility, such as
material storage rooms and areas used for maintenance and repair of automotive equipment,
boats, airplanes, and other vehicles as defined in vehicle storage (740).
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750

755

760

Limitations: Does not include shops as defined in shop (720) above (e.g., carpenter, plumbing,
electrical, painting, etc.). Offices within a vehicle storage facility should be classified as such
(see 300 series).

Central Services

Definition: A room or area that is used for the processing, preparation, testing, or delivery of a
complex-central or campus wide support service.

Description: The central service delivery may be provided by special equipment, human activity,
the special availability of space, or any combination of these elements. Includes centralized food
stores and laundries, which typically serve the occupants or activities of more than one building.
Also includes central facilities for printing and duplication services, central mail facilities, central
shipping and receiving areas, and central environmental testing or monitoring facilities, if they
serve the occupants and activities of more than one building. Institutions may wish to
differentiate individual central services through the use of additional codes in this series. Most of
these centralized areas have a campus wide service scope.

Limitations: Does not include those rooms providing the above-listed functions if they support
other primary activity rooms in the same building. For example, a food storage area in a cafeteria
should be coded 635; a copy or mailroom in an office area is coded 315, etc. Media production
(530) or distribution facilities and computer-based data processing and telecommunications
equipment centers (see 710) are coded separately. Facilities used for the manufacture, repair or
maintenance of products or equipment should be coded shop (720). Central storage (730) or
supply facilities and vehicle storage (740) facilities also have separate codes.

Central Service Support

Definition: A room that directly serves a central service facility as an extension of the activities
in that facility.

Description: Central service support rooms are typically limited to extension storage rooms for
supplies, parts, and moving or non-active equipment; and adjacent, directly supporting repair and
maintenance areas.

Limitations: Offices within a central service area or complex should be coded office (series 300).
Centralized physical plant repair and maintenance facilities that do not directly support a central
service (750) facility should be coded shop (720).

Hazardous Materials

Definition: A centralized facility used for the storage, treatment, or disposal of hazardous or
toxic waste materials.

Description: Hazardous or toxic materials include any materials, which have been designated for
specific or formal regulation or controls on the basis of a potential harm to plant or animal life.
Includes facilities devoted to the treatment or disposal or toxic or hazardous waste.

Limitations: Does not include temporary storage or disposal sites located near or adjacent to
instructional or research facilities (see 215, 225, 235).
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765 Hazardous Materials Service

Definition: A facility that serves a centralized facility used for the storage, treatment or disposal
or hazardous or toxic waste materials.

Description: Includes those facilities that directly serve the hazardous materials (760) facility.

Limitations: Does not include facilities that serve temporary storage or disposal sites located near
or adjacent to instructional or research facilities.
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800 - Health Care Facilities

General

This series provides room use classifications for patient care rooms that are located in separately
organized health care facilities: student infirmaries, teaching hospitals and clinics, and veterinary and
medical schools. This series has limited use in the community and technical college system and will only
be used to code student infirmaries and/or student treatment and first-aid rooms where such rooms serve
the entire college student community. The other types of health care facilities addressed by this
classification are not found on community or technical college campuses.

850

855

Treatment/Examination
Definition: A room used for diagnostic and therapeutic treatment.

Description: Included are rooms used for radiology, fluoroscopy, angiography, physical and
occupational therapy, dialysis, body scanning (e.g., CAT, MRI, ultrasound), cardiac
catheterization, pulmonary function and vascular testing, EEG, ECG, EMC, EMR, linear
acceleration, and dental examination and treatment. Also includes combined doctors or nurse’s
offices and treatment/examination rooms and central first-aid facilities.

Limitations: Does not include treatment/examination rooms associated with instructional
laboratories or athletic facilities.

Treatment/Examination Service

Definition: A room that directly serves a treatment/examination room as an extension of the
activities in that facility.

Description: Included are dressing rooms, x-ray and film reading or viewing rooms, film
processing rooms, dark rooms, work preparation areas, equipment and supply storage areas,
sound-proof rooms, patient dressing rooms, and clean and dirty linen rooms if these areas directly
serve the primary activity treatment/examination facility.

Limitations: Does not include service areas for athletic training/treatment rooms (525) or
laboratory first aid/treatment rooms (215).
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900 - Residential Facilities
General
Residential facilities include housing for students, faculty, staff, and visitors to the institution. Hotel or
motel and other guest facilities are included in this series if they are owned or controlled by the institution

and used for purposes associated with defined institutional missions (i.e., excluding commercial
investment).
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050

060

070

080

000 - Unclassified Facilities/Non-assignable Area

General

Inactive Area

Definition: Rooms that are available for assignment to an organizational unit or activity but that are
unassigned at the time of the inventory and are typically unfurnished.

Limitations: Rooms that are being modified or are not completed at the time of the inventory are so
classified (060 or 070). Rooms furnished or ready for a specific use (such as office) but not
currently assigned and in use should be coded to the apparent specific use (i.e. 310) with program
code 81 (capable of use).

Alteration or Conversion Area

Definition: Rooms that are temporarily out of use because they are being altered, remodeled, or
rehabilitated at the time of the inventory.

Limitations: Rooms that are inactive or are not completed at the time of the inventory are classified
050 or 070, respectively.

Unfinished Area

Definition: All potentially assignable areas in new buildings or additions to existing buildings that
are not completely finished at the time of the inventory.

Limitations: This category is intended only for the unfinished part of a building or addition. The
parts that are in use should be classified elsewhere.

Circulation Area

Definition: The sum of all areas on all floors of a building which is required for physical access to
some subdivision of space whether directly bounded by partitions or not.

Basis for Measurement: Should be computed by measuring from the inner faces of walls or
partitions, which enclose horizontal spaces used for such purposes. Deductions should not be made
for columns and minor projections necessary to the building. Do not include unusable areas having
less than 6'6" clear headroom.

Description: Circulation space includes corridors, fire towers, elevator lobbies, tunnels, bridges,
and each floors footprint of elevator shafts, escalators and stairways. Receiving areas such as
loading docks should be treated as circulation space. Any part of a loading dock that is not covered
is to be excluded from both circulation areas and the gross building area.

Limitations: When determining corridor areas, only horizontal spaces required for general access
should be included - not aisles, which are used only for circulation within office suites, auditoriums,
or other, working areas. Deductions should not be made for columns and projections necessary to
the building.
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081

082

083

Building Service Area

Definition: That portion of the non-assignable area, which is the sum of all areas of a building used
to support its cleaning and public hygiene functions.

Basis for Measurement: These areas should be measured from the inside surfaces of enclosing
walls or permanent partitions. Deductions should not be made for columns and minor projections
necessary to the building. Do not include unusable areas with less than 6'6" clear headroom.

Description: Included should be such areas as trash rooms, janitor’s closets, custodial supply
rooms, custodial locker rooms, sink rooms, and public restrooms.

Limitations: This category should not include central physical plant shop areas, nor should it
include special purpose storage or maintenance rooms.

Mechanical, Electrical, and Communication Areas

Definition: That portion of the gross area designed to house mechanical equipment, utility services,
and shaft areas.

Basis for Measurement: Mechanical area should be computed by measuring from the inner faces of
the walls, partitions, or screens, which enclose such areas. Do not include unusable areas with less
than 6'6" clear headroom.

Description: Mechanical area should include, but not be limited to, mechanical areas in central
utility plants, air duct shafts, boiler rooms, fixed mechanical and electrical equipment rooms, fuel
rooms, mechanical service shafts, meter and communications closets, service chutes, and stacks.

Limitations: Deductions should not be made for columns and projections necessary to the building.
Structural Area

Definition: "Structural Area" is that portion of the gross area, which cannot be occupied or put to
use because of the presence of structural features of the building.

Basis for Measurement: Precise computation of structural area by direct measurement is not
contemplated under these definitions. Structural area should generally be determined by assuming
it to be the residual area after the assignable, circulation, custodial, and mechanical areas have been
subtracted from the gross area.

Description: Examples of building features normally classified as structural area are exterior walls,

firewalls, permanent partitions, and unusable areas in attics, basements, or comparable portions of a
building.
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NACUBO CLASSIFICATION CATEGORIES

SUMMARY
Code Description Code
10 Instruction Program 50
11 General Academic Instruction 51
12 Occupations & Vocational 52
Instruction 53
13 Community Service/Self-Support 54
14 Basic Skills & Developmental 55
Studies 56
20 Research Program 60
21 Institutes & Research Centers 61
22 Individual or Project 62
Research 63
64
30 Public Service Program 65
66
31 Patient Services 67
32 Community Services 68
33 Cooperative Extension Service
34 Public Broadcasting Services
70
40 Academic Support Program
71
41  Libraries 72
42 Museums and Galleries
43 Audio/Visual Services 80
44  Computing Support
45  Ancillary Support
46 Instructional Administration 81
47 Course and Curriculum 82
Development
48 Instructional Personal Develop. 90

Description

Student Services Program

Student Service Administration
Social & Cultural Development
Counseling & Career Guidance
Financial Aid

Student Auxiliary Services
Intercollegiate Athletics

Institutional Support Program

Executive Management

Fiscal Operations

General Administrative Serv.

Logistical Services

Physical Plant Operations

Faculty/Staff Auxiliary Serv.

Community Relations

Student Recruitment, Admissions
and Records

Independent Operations Program

Institutional Operations
Outside Agencies

UNASSIGNED (For Assignable
Areas Only

Capable of Use
Incapable of Use

Building Service (For Non-assignable
Areas Only




10.

11.

12.

NACUBO PROGRAM CLASSIFICATION CATEGORIES
Instruction Program

Definition: The instruction program consists of all direct instructional activities whether the outputs
are eligible for credit and lead toward a postsecondary degree or certificate or are not eligible for
credit and/or are not applicable to a postsecondary degree or certificate.

Facilities Application: Areas that house activities of the instruction program are to be classified
here if they serve the entire program, or under one of the subprogram classifications listed

subsequently if they house specific portions of the instruction program. All general classrooms
(room use 110) except those leased to other agencies are to be coded with the program code 10.

Limitations: Areas that house activities which would normally be contained in the instruction
program but which are leased out to other institutions or agencies are to be classified in program 72
"Outside Agencies."

Coding Detail: Four subprograms listed below.

General Academic Instruction

Definition: This subprogram consists of instructional program elements (as defined by the
institution) that are managed by the academic (transfer and vocational support) departments.

Facilities Application: Instructional elements, typically faculty offices and laboratories, are
classified under this subprogram. Areas that house elements of the general academic instruction
subprogram may be further classified under the Classification of Instruction. Program (CIP)
categories, are listed in another section of the manual.

Limitations: Areas that house subprograms and/or activities typically associated with two-year (or
less) vocational degree or certificate should be included under subprogram 12. Areas that house
community service (13) and basic skills (14) are also excluded. All general classrooms are to be
coded with the program code 10.

Coding Detail: No further breakdown required.

Occupational and Vocational Instruction

Definition: This subprogram consists of those activities established primarily to provide instruction
in vocational disciplines.

Facilities Application: Areas that house instructional elements serving two-year (or less) terminal
degree and certificate programs are classified here. Typically, faculty offices and laboratories that
serve vocational programs are classified here.

Limitations: Areas that serve community service/self-support (13) and basic skills (14) are
excluded. All general classrooms are to be coded with program category code 10.

Coding Detail: No further breakdown required.
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13.

14.

Community Service/Self-support

Definition: This subprogram consists of activities that are managed within the academic
departments or elsewhere within the institution to provide instructional services on a self-supporting
basis. These courses are recreation and avocational in nature or are professional review courses,
short courses, refresher courses, etc.

Facilities Application: Areas that house self-supporting instructional services are classified here,
e.g., offices for a continuing education coordinator.

Limitations: All general classrooms are to be coded with program category code 10.
Coding Detail: No further breakdown required.
Basic Skills and Developmental Education

Definition: This subprogram consists of those activities that have been established primarily to
provide matriculated students with supplemental instruction outside of the normal academic
program. Generally, activities within this subprogram are established to provide remedial education
service as contrasted to instructional activities that are a part of the degree curriculum, e.g., adult
basic education, English-As-A-Second-Language, general education development (GED), high
school completion, reading/study skills, remedial instruction, tutorial workshops, etc.

Facilities Application: Areas specifically assigned to providing supplemental instruction outside
the normal academic program to matriculated students are included here. Some faculty or support
office space may be assigned specifically for this type of usage.

Limitations: Areas that house regular academic programs are excluded. Areas assigned to non-
degree instructional activities to members of the community are also excluded. All general
classrooms are to be coded with program category code 10.

Coding Detail: No further breakdown required.
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20.

21.

22.

Research Program

Definition: The primary objective of an organized research program is the creation and
dissemination of new knowledge. It consists of activities that have been specifically organized to
produce research outcomes commissioned by an agency either external to the institution or
authorized by an organization unit within the institution.

Facilities Application: Facilities that house elements of the organized research program are to be
classified here if they serve the entire program, or under one of the subprogram classifications listed
subsequently if they house specific elements of the organized research program.

Limitations: Facilities that house externally funded educational activities such as workshop, short
courses, and training grants would normally be considered as either instruction or public service.

Coding Detail: Two subprograms listed below.
Institutes and Research Centers

Definition: This subprogram consists of all those research-related activities that are part of formal
research organization typically created to manage a number of research efforts.

Facilities Application: Areas that house formal research organizations created to manage a number
of research efforts within the institution are classified under this category.

Limitations: Areas that serve research activities that are normally managed within academic
departments are excluded from this category.

Coding Detail: No further breakdown required.
Individual or Project Research

Definition: This subprogram consists of all those research activities that are normally managed
within the academic departments. This subprogram consists of the various research-related
activities that have been created as a result of a contract, grant, or specific allocation of institutional
resources to conduct a study or investigation of a specific scope. Generally, such activities may be
identified with the principal investigator and should be coded within his assigned discipline.
Activities within this subprogram are normally of a temporary nature, i.e., created for a specified
period of time, as contrasted to the more permanent nature of the research organizations within the
institute's and research center's subprogram.

Facilities Application: Areas that house research-related elements created as a result of a contract,
grant, or specific allocation of institutional resources are classified here. Typically, faculty offices
and non-class laboratories devoted to project research are classified here. If the space has multiple
uses, primary intent should be the guiding factor as to where to classify it.

Limitations: Areas that house research organizations are not to be classified here.

Coding Detail: No further breakdown required.
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30

31
32

33
34

Public Service Program

Definition: Public service activities are established to make available to the public the various
unique resources and capabilities of higher education. The objective of a public service program is
to provide services that are beneficial to groups external to the institution.

Facilities Application: Areas that house elements of the public service program are to be classified
here if they serve the entire public service program. Areas that house specific elements of the
public service program are to be classified under one of the subprograms listed below.

Limitations: Areas that house activities established to provide supplemental or remedial services
for matriculated students should be appropriately coded under the student service program (50).

Coding Detail: Four subprograms listed below.
Patient Services (not used in Washington community colleges)
Community Service

Definition: This subprogram consists of those activities that are established to provide general
community services, excluding instructional activities. Community service activities are managed
either within the academic departments or elsewhere within the institution and have been
established to provide general public services to the community at large or special sectors within the
community. Community service is concerned with making available to the public various resources
and unique capabilities that exist within the institution. Examples of community service may be
conferences and institutes, general advisory services and reference bureaus, urban affairs,
international affairs, radio and television, consultation, and similar activities. Community service
activities are those for which the primary intent for establishing and maintaining the activity is to
provide services that are beneficial to groups and individuals outside of the institution.

Facilities Application: Areas that house general community services, excluding instructional
activities, are to be classified here, e.g., offices devoted to conference coordination, outreach
advisory services, etc.

Limitations: Areas that house activities established primarily for the institution's staff or student
body or that house instructional activities are excluded.

Coding Detail: No further breakdown required.
Cooperative Extension Service (not used in Washington community colleges)
Public Broadcasting Services

Definition: This subprogram consists of those activities associated with the operation and
maintenance of broadcasting services intended primarily for the public.

Facilities Application: Areas that house activities supporting the operation and maintenance of
broadcasting services, e.g., radio stations and television stations.

Limitations: Excluded are areas that house broadcasting services that are primarily in support of the
instruction program, or broadcasting activities, which represent independent operations.

Coding Detail: No further breakdown required.
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Academic Support Program

Definition: The objectives of the academic support program are to provide support services that are
an integral part of the operations of non-vocational instruction programs through the retention,
preservation, and display of materials, or provide services that directly assist the academic functions
of the institution.

Facilities Application: Areas that house activities of the academic support program are to be
classified here if they serve the entire program, or under one of the subprogram classifications listed
subsequently if they house specific segments of the academic support program.

Limitations: Excluded are areas that house activities established to maintain the organization and
provide operational support for the day-to-day functioning of the organization. Such areas are
classified under the institutional support program (60).

Coding Detail: Seven subprograms listed below.

Libraries

Definition: This subprogram consists of all activities that directly support the operation of a
cataloged or otherwise classified collection of published material.

Facilities Application: Areas that house activities supporting the operation and maintenance of a
collection of published material are classified here, e.g., the general campus library, law library,
engineering library, etc.

Limitations: Areas that are intended to serve as departmental reading rooms should be classified
under the appropriate category of the instruction program.

Coding Detail: No further breakdown required.
Museums and Galleries

Definition: This subprogram consists of all activities established to provide services related to the
collection, preservation, and exhibition of historical materials, art objects, scientific displays, etc.

Facilities Application: Areas such as museums, galleries, and arboretums are included in this
category.

Limitations: Research areas in museums or galleries should be classified under the appropriate
category of the organized research program (20).

Coding Detail: No further breakdown required.
Audio/Visual Services

Definition: This subprogram consists of those activities associated with providing audio and/or
visual materials to support the academic programs of the institution.

Facilities Application: Areas that house activities established to provide audio and/or visual
materials for use in the academic programs are classified here.
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Limitations: Areas that house activities that use audio/visual technology as part of the instructional
process, e.g., language laboratories, are excluded. Areas housing dial access centers and learning
resource centers are more appropriately coded under libraries (41).

Coding Detail: No further breakdown required.
Computing Support

Definition: This subprogram consists of those activities established to provide computing support
to both administrative and instructional programs.

Facilities Application: Areas that house such computing support activities are classified here such
as central computing and/or telecommunications facilities. Institutional computer repair facilities,
data transmission hubs, and support staff offices and support space are also classified here.

Limitations: Excluded are areas that house computer laboratories and support space associated with
actual instruction, curriculum development, or faculty development. Such areas are more properly
coded to their relevant functional categories, for example, Academic (11), Vocational (12),
Community Service (13), Basic Skills (14), Course and c\Curriculum Development (47), or
Instructional Personnel Development (48).

Coding Detail: No further breakdown required.

Ancillary Support

Definition: This subprogram consists of those activities that provide support services to the primary
programs and are not appropriately classified with the previous subprograms. Such ancillary
support activities, when they exist, normally provide joint services to the instruction, organized

research, and public service programs.

Facilities Application: Areas that house ancillary support activities typically are teaching hospitals,
demonstration schools, and special areas such as general glass blowing shops.

Limitations: Shops and similar areas that serve specifically identifiable program categories should
be coded under the appropriate category of the instruction (10), organized research (20), or public
service (30) programs.

Coding Detail: No further breakdown required.

Academic Administration and Personnel Development

Definition: This subprogram consists of all activities that provide administrative support and
management direction for the primary programs. The intent of this subprogram is to provide a well-

defined identification of the management function.

Facilities Application: Areas that house the activities of department chairmen, college deans, and
associated support staff are included in this category.

Limitations: Areas that house the activities of the institution's executive and general administrative
officers are more appropriately coded under the institutional support program (60).

Coding Detail: No further breakdown required.
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Course and Curriculum Development

Definition: This subprogram consists of those activities established to accomplish the planning and
developmental activities for future (i.e., subsequent to the current budget period) instruction
programs. The intent of this subprogram is to separate initially from the current operational aspects
of the instruction program those activities that may result in instructional offerings at some point
beyond the current budget period. This subprogram may be thought of as reflecting investment
costs for future instruction program elements.

Facilities Application: Areas that are specifically devoted to course and curriculum development
activities are classified here.

Limitations: Areas that cannot be identified separate from the instruction program should be so
coded (10).

Coding Detail: No further breakdown required.

Instructional Personnel Development

Definition: This subprogram consists of activities that provide the faculty with opportunities for
increasing their personal and professional growth and development or that evaluate and reward their

professional performance.

Facilities Application: Areas that house activities, which are primarily devoted to faculty
professional development.

Limitations: Areas that house general personnel functions, which include faculty and staff
development activities are more appropriately coded under the institutional support program,
program code 60.

Coding Detail: No further breakdown required.
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Student Services Program

Definition: The overall objective of the student service program is to contribute to the student's
emotional and physical well being, outside the context of the formal academic program.

Facilities Application: Areas that house activities of the student service program are to be classified
here if they serve the entire program, or fewer than one of the subprogram classifications listed
subsequently if they house specific portions of the student service program.

Limitations: Areas that house activities that are creditable toward degrees are coded under the
appropriate category of the instruction program (10). Areas that house activities whose primary
intent is to offer non-degree instruction to members of the community are coded to the appropriate
category of the public service program (30).

Coding Detail: Six subprograms listed below.
Student Service Administration

Definition: This subprogram consists of those student service activities that cut across multiple
student support subprograms or provide central administrative services to student service programs,
e.g., Dean of Men, Dean of Student Personnel Services, Dean of Students, Dean of Women,
Director of Student Services, etc.

Facilities Application: Areas that house activity that are established to administer several or all of
the activities in the student services program, e.g., Dean of Students' office, general student services
support staff, etc.

Limitations: Areas that house administrators of specific student service programs such as the
Director of Counseling are excluded. They are more properly coded to their respective
subprograms, e.g., the area housing the Director of Counseling. Such specific student service
administration should be coded, as in the case above, to the specific activity. For example, the
Director of Counseling should be coded to subprogram code 53, Counseling and Career Guidance.
Also excluded are chief administrative offices for student affairs such as vice presidents and vice
chancellors. These activities are more appropriately coded to subprogram 61, Executive
Management.

Coding Detail: No further breakdown required.
Social and Cultural Development

Definition: This subprogram consists of all those activities that have been established to provide for
the student's social and cultural development outside of the degree curriculum.

Facilities Application: Areas to be classified under this category include those that house activities
such as student activities, cultural events, student organizations, recreation, intramural athletics, and
intercollegiate athletics. Areas such as student unions, bowling alleys, and sports complexes are
included here.

Limitations: Areas that house instructional activities creditable toward a degree are excluded.

Coding Detail: No further breakdown required.
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Counseling and Career Guidance

Definition: This subprogram consists of those activities established to provide counseling services,
career guidance, and placement services for the student body.

Facilities Application: Areas that house the activities of placement bureaus, counseling centers,
etc., are included in this category.

Limitations: Areas used by faculty for informal student counseling are excluded.
Coding Detail: No further breakdown required.
Financial Aid

Definition: This subprogram consists of those activities established to provide financial aid and
assistance to students.

Facilities Application: Such activities as financial analysis and counseling, work study and student
employment, scholarships, loans, grants, and records and collections are included here. Typically,
such areas are offices and associated conference rooms.

Limitations: Excluded are placement bureaus for students leaving the institution.
Coding Detail: No further breakdown required.
Student Auxiliary Services

Definition: This subprogram consists of those activities established within the institution to provide
convenience services to the student body or services to special student groups. For many
institutions, it will often be difficult to discriminate between convenience services provided for the
benefit of students and those provided for faculty and staff, e.g., a central cafeteria for both. In such
instances, the program element will typically be identified to the student support subprogram unless
the primary intent is clearly to provide services for the faculty and staff.

Facilities Application: Areas that house such activities as student housing, health services,
veteran’s assistance, disadvantaged assistance, food services, and retail services and concessions are
included here. Typically, bookstores, student health centers, residential complexes, and cafeterias
are classified under this category.

Limitations: Excluded are areas that house similar activities specifically for members of the staff.
Coding Detail: No further breakdown required.

Intercollegiate Athletics

Definition: This category includes activities associated with the performance of intercollegiate
athletics. It is assumed that the primary intent of such activities is to enhance the student's
development.

Facilities Application: This category is provided to keep a separate tabulation of facilities devoted
to the institution’s intercollegiate athletics program. Areas such as basketball arenas, team locker

rooms, and coach’s offices are to be included in this category if their primary function is
intercollegiate athletics.
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Limitations: Areas used primarily for intramural activities and/or instructional activities are
excluded.

Coding Detail: No further breakdown required.
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Institutional Support Program

Definition: The institutional support program consists of those activities that provide operational
support for the day-to-day functioning of the organization. The overall objective of the institutional
support program is to maintain the institution's organizational effectiveness and continuity.
Facilities Application: Areas that house the activities of the institutional support program are to be
classified here if they serve the entire program, or fewer than one of the subprograms listed
subsequently if they house specific portions of the independent operations program.

Limitations: Areas that house activities associated with management of specific academic
organizational units are excluded.

Coding Detail: Eight subprograms listed below.

Executive Management

Definition: This subprogram consists of all central executive level activities and other activities
concerned with the management and long-range planning of the entire institution, as contrasted to
any one program within the institution.

Facilities Application: Areas that house such central operations activities as legal services,
executive direction (the governing board, the chief and senior executive officers), analytical studies,

institutional research, and long-range planning, etc., are included here.

Limitations: Areas housing administrative data processing activities, logistical services, and
physical plant operations are excluded.

Coding Detail: No further breakdown required.
Fiscal Operations

Definition: This subprogram consists of those central operations activities related to fiscal control,
investments, and functional program elements related to the fiscal operations of the institution.

Facilities Application: Areas that house the activities of the fiscal operations of the institution are
included here.

Limitations: Areas housing financial aid and counseling activities for the student bodies are
excluded.

Coding Detail: No further breakdown required.

General Administrative Services

Definition: This subprogram consists of those activities established to provide central
administrative services to the institutional support program, e.g., administrative data processing, and

functional program elements related to student records and staff personnel.

Facilities Application: Areas that house general administrative activities such as administrative
data processing are classified here.

Limitations: Areas housing data processing activities that serve instructional programs explicitly
are to be coded under the academic support program (40).
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Coding Detail: No further breakdown required.

Logistical Services

Definition: This subprogram consists of activities established to provide procurement services,
supply and maintenance of provisions, and the orderly movement of support materials for the
campus operation. Included within logistical services are central activities related to the
environmental health and safety of the staff and students.

Facilities Application: Areas that house activities such as central stores, central laundry, and
campus enforcement officers are included in this category.

Limitations: Excluded are areas that house the logistical service activities of specific organizational
units within the institution.

Coding Detail: No further breakdown required.
Physical Plant Operations

Definition: This subprogram consists of those activities established to provide services related to
the campus grounds and facilities.

Facilities Application: Areas that house activities related to maintaining existing grounds and
facilities, operating utility services, creating new facilities, and/or modifying existing facilities are
included here.

Limitations: This category includes only those areas that house the activities of physical plant
departments, not the areas maintained by them.

Coding Detail: No further breakdown required.

Faculty and Staff Auxiliary Services

Definition: This subprogram consists of those activities established to provide support services for
the faculty and staff, and those activities for which the primary intent of their establishment is to
provide support and convenience services to the faculty and staff.

Facilities Application: Areas such as faculty clubs are to be included in this category.

Limitations: Areas that house service activities where the primary intent is not limited to faculty
and staff, e.g., a central cafeteria should be classified under the student service subprogram (50).

Coding Detail: No further breakdown required.

Community Relations

Definition: This subprogram consists of those activities that have been established to maintain
relationships with the general community, the institution's alumni, or other constituents, and to

conduct activities related to development, fund raising or a college foundation.

Facilities Application: Areas housing community relations activities should be classified here, e.g.,
the alumni office, the public relations office.
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Limitations: Areas that house activities established primarily to provide public service to the
community are excluded.

Coding Detail: No further breakdown required.
Student Recruitment, Admissions, and Records

Definition: This subprogram consists of those activities that have been established to recruit new
students and to administer the admissions process and student records.

Facilities Application: Area housing the admissions and records functions as well as the student
recruitment activities at the institution, e.g., admissions offices, registrar's office, etc. This
subprogram also includes advertising, marketing and sales activities associated with student
recruitment efforts.

Limitations: Chief administrative officers for student affairs, such as vice presidents and vice
chancellors are excluded. These activities are more properly coded to subprogram 61, Executive
Management.

Coding Detail: No further breakdown required
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Independent Operations Program

Definition: The independent operations program is established to collect those activities that may
be viewed as not related directly to the objectives of the institution of higher education.

Facilities Application: Areas that house activities of the independent operations program are to be
classified here if they serve the entire program, or fewer than one of the subprograms if they house a
specific portion of the independent operations program.

Limitations: Areas that house activities related to the objectives of the institution are excluded.
Coding Detail: Two subprograms listed below.

Institutional Operations

Definition: This subprogram includes those activities that represent operations owned or controlled
by the institution and are foreign to, or independent of, the institution's mission.

Facilities Application: Areas such as commercial rental property for income, a pancake house, a
spaghetti factory, etc., are included here.

Limitations: Areas that house operations controlled by external organizations are excluded.
Coding Detail: No further breakdown required.
Outside Agencies

