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Room Numbering Standard
I. Purpose
To establish a uniform approach to numbering of rooms and other spaces in University leased or owned buildings.
II. Scope
 Applies to all University leased or owned buildings, spaces or other areas.
III. Policy
Apply room numbering standards to:

· New Buildings

· Renovations where the entire building or large portions of the building are being renovated

· Smaller renovations where confusion may result from the renovations or where new rooms are created

· Existing buildings in order to improve clarity and way finding 

IV. Protocol for Room Numbering

A. Numbering of Floors 

1. All buildings shall be numbered by Level, starting from Level 1 being the lowest user occupied level in the building. However, if a floor in a new building connects with a floor in an existing building, the existing building levels shall determine the levels. 

2. Any underground parking shall be numbered as P1, P2 etc.…in descending order. 

3. A basement in a building which is solely devoted to service areas etc.… shall be numbered as B1. If users occupy a basement level, it is considered to be part of the building numbering system (i.e. Level 1).

B. Room Numbers

1. All room numbers are to be three numbers, with the first number indicating the level and the remaining two indicating the room numbers, commencing from the number ‘00’.

2. The first space to be numbered is the main entry and this shall be given a ‘00’ number. Further numbering is to be assigned in a clockwise direction from this space. In floors with a lift foyer only, this shall be the first number assigned.

3. Normally, odd room numbers shall be assigned to rooms on left side of a corridor and even room numbers on the right. Numbers on one side of the corridor shall correspond with room numbers on the other side (e.g., 112 across the hall from 111 or 113). Room numbers may be skipped to maintain this correspondence. Skipping room numbers will often facilitate renumbering after subsequent renovation.

4. Each room entered from a public corridor should have a unique base room number without a suffix (e.g., 101,102,103, etc.….). Where rooms are not entered from a public corridor, the room number should be keyed to the primary room. The number of an interior room shall carry the same number as the room through which it is entered, plus an alpha suffix to uniquely identify it. It is more reasonable to look for Room 606B inside Room 606 than it is to look for Room 608 inside Room 606. Room number suffixes shall reflect a logical system of identification as one enters a room, i.e., right to left, left to right, clockwise or counterclockwise. When it is necessary to enter a room from a room whose number already has one suffix, a second suffix should be added to identify this interior room, such as 606E1. No more than two suffixes are allowed. The first suffix must be a letter. The second suffix may be a number.

5. All corridors are to be numbered, and where a corridor changes direction, it shall be given a new number before the rooms that feed off the corridor. Corridors are the second rooms to be numbered after the entry or lift foyers, followed by the rooms that lead off that particular corridor. For example,
· Room200 Lift Foyer

· Room 201 Corridor

· Room 202 Office

· Room 203 Office

· Room 204 Store

· Room 205 Plant Room

· Room 206 Corridor

· Room 207 Office

· Room 208 Seminar Room 1

· Room 209 Seminar Room 2

· Room 210 Corridor

· Room 211 Lecture Room 1

6. If a room has two doors from two different corridors, the room number shall be defined from the main entry door to the room. If however, both doors are of equal importance, the room number shall be defined by the first door encountered in the room numbering sequence.

7. Rooms in mezzanine levels shall be numbered with a prefix from the level below, e.g. M204.

8. Plant, lift motor and switch rooms etc.… are to be numbered as normal room numbers.

9. Toilets and toilet air locks are to be numbered as normal room numbers.

10. Services cupboards and any accessible riser cupboards are to be numbered, with the number being obtained from the corridor they open onto. All are to be numbered with a suffix as follows:

For example, Room 210E where

· C = Custodial

· E = Electrical

· H = Hydraulic

· D = Data/Voice and Telecommunications

· M = Mechanical
11. Stairs shall be formatted as follows:

· S1-1  the first number is the stairs always starting with 1, 2, 3 the second number is the floor it is exiting on.  So if a building has three main stairs the first floor would be S1-1, S2-1 and S3-1.
12. Elevators shall be formatted as follows:

· E1-1  the first number is the elevator always starting with 1, 2, 3 the second number is the floor it is exiting on.

13. For keying purposes only all additional doors in a room after the main room number is used on the first door shall be a number.  101, 101.1, 101.2.

C. Refurbishments

Where levels in an existing building are being refurbished and reorganized, the room numbering system shall be revised if at least 60% of the room layouts have changed. Where two (or more) rooms are constructed from one room, the new rooms shall be given the suffixes A, B C etc.… 

D. Approvals

A draft of the final sketch plans indicating the room numbering system shall be submitted to the Planning and Design Department in Facilities Management for approval.

V. Administration and Interpretation

In the case of conflicts or questions, Planning and Design in Facilities Management should be consulted and will provide a room-numbering scheme to be used. 

VI. Amendments or Termination of this Policy
Creighton University reserves the right to modify, amend, or terminate this policy at any time.
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