Furniture budget allocation guidelines
The furniture budget is to be expended on the provision and maintenance of furniture and fittings in areas used primarily by students. 

1. Priority  		
The budget will be prioritised in the following order: 
1.1 Repairs and maintenance to loose furniture and fittings in common user spaces as detailed under item 3 below. 
1.2 Loose furniture and fittings as listed below in item 2, to all Common user spaces including teaching rooms, social learning spaces.
1.3 Loose furniture and fittings for School, Faculty or centrally managed student spaces as outlined under item 2 below. 

2. Loose Furniture and Fittings includes:
2.1 Chairs, desks and tables for lecture theatres, seminar rooms, computer clusters and teaching labs and studios. 
2.2 Seating and tables including sofa’s, easy chairs, task/ café chairs and tables for social learning spaces and common rooms.   
2.3 Desks and chairs for Post Graduates. 
2.4 Blinds and curtains to all teaching and student based rooms.
2.5 Loose furniture that enhances the student experience i.e. lockers. 
2.6 Art work and notice boards to enhance the student experience. 

3. Repairs, maintenance and replacement:  		
3.1 Misc minor repairs of broken seats, blinds, curtains, desks etc.
3.2 Refurbishment or replacement of broken/worn seats, blinds, curtains, desks etc.

4. It does not include: 
4.1 New AV equipment, maintenance or replacement.
4.2 Office furniture for staff or schools. 
4.3 Furniture for Capital Projects, this should be included within the project costs. 
4.4 Carpets, floor coverings or decoration. 
4.5 Fitted benches, cupboards etc.
4.6 Equipment 
4.7 Electrical or mechanical fixings. 
5. Process
5.1 The furniture budget is managed by ESS. 
5.2 Expenditure will be carried out in line with the priority outlined above in 1.1 -1.3.
5.3 Requests for funding are made via the ESS Furniture Request form available on http://www.ncl.ac.uk/estates/services/furniture/ and submitted to the ESS faculty co-ordinators or ESS Planning for Central Services.
5.4 The Faculties and ESS Planning will correlate requests and produce a prioritised list that the Teaching and Learning Spaces Steering Group will allocate funding from three times a year.    
5.5 Procurement of furniture must be carried out in line with the University Procurement regulations and through use of the Approved Suppliers. Details are provided on 
     http://www.ncl.ac.uk/internal/purchasing-services/agreements/furniture.php

6. Recycling 
6.1 Using recycled furniture must be the first consideration prior to requesting funding for new furniture.  
6.2 The University does not have a store for furniture so a furniture reuse mail base has been established to facilitate the reuse of any good quality furniture where possible. 
6.3 Information on furniture recycling is available on http://www.ncl.ac.uk/estates/services/waste/disposal/Furniture.htm. Register with the furniture mail base by sending an email to sympa@newcastle.ac.uk
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