
If request is for a Minor 
Relocation

Form sent to CW&F for 
processing

School / Unit requesting 
reallocation gets signature of 

releasing School / Unit

If request is for relocation/
reallocation requiring Capital 

Building Works – either Unit Funded 
or Capital Budget

School/Unit completes an 
Education Brief

Executive Dean / Divisional Head 
endorses Education Brief CW&F evaluates brief

If successful and Capital Budget 
funded, CW&F starts process of 

procurement

Changed Space Needs Identified

Complete Appropriate Proposal 
Form

If request is for a Standard Space 
(re)allocation or Relocation not 

requiring Capital/Building Works

College Dean or Divisional Head 
Endorses Proposal

If unsuccessful, Education Brief 
handed back to School/Unit for 

improvement

CW&F records change on space 
database 

Completed Form sent to CW&F for 
processing

Divisional Head or College Dean 
Approves Relocation

CW&F endorses reallocation, gets 
signature of DVC-Corporate 

Strategy Services (DVC-CSS)

Handover

After approval of DVC-CSS, CW&F 
records changes on space data 

base and informs requesting Unit/
School

If successful and unit funded, 
submitted to VC or DVC-CSS for 

approval by UWS Executive

When approved by UWS 
Executive, goes to CW&F to start 
process of procurement (Phase 

Reviews)

ALTERNATIVE POLICY – SPACE ALLOCATION, RE-ALLOCATION & RELOCATION REQUEST


