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Section 1
INTRODUCTION

The exciting process of implementing a capital construction project is about to begin at
your facility. To help prepare for this trip, this guide has been developed to give
principals general information on how the process works and an overview of what their
roles will be throughout the various phases of the project.
The entire process for a major capital project will take three (3) to five (5) years
depending on the size and scope. Don’t panic and call your boss for a reassignment
yet. Your involvement will be intermittent, and you will receive plenty of help from others
whose primary jobs are to plan and construct building additions, new and modernized
facilities. The central office support staff you will work with are listed in a subsequent
section. Their roles and the assistance they provide are explained in the sections on the
various phases of the process.
As you are going through the guide, keep the following in mind. This guide and the
process are to a degree, works in progress. We are constantly updating the process to
reflect changes in personnel, lessons learned from other projects, and changes in
facility standards. Your input during the process regarding suggestions for
improvements is welcomed.
Now that you have put the phone down and are at least willing to see what you will be
getting into before reassignment or retirement options are considered – LET’S
CONTINUE.
The Process Phases
The following are the nine major phases that are completed sequentially for a capital
construction project:
1. Development of Guideline Educational Space Requirements (Preliminary
Program Development)
2. Selection of a feasibility planning architect (2 months)
3. Feasibility study (3 months)
4. Development of final Educational Specifications (Final Program Development)
5. Selection of facility design architect (1 month)
6. Design and permitting process (18 to 24 months)
7. Relocating to a holding facility (if necessary)
8. Bidding/Building construction/Ordering furniture and equipment (F/E)
9. Moving in
Each phase of the process, along with the roles of the participants, is described in
subsequent sections. At the end of certain sections are helpful tips or lessons learned
from previous projects. Also included is sample information from previous projects.
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The Process Time Frames and Funding
At the end of this introduction section is a flow chart, Exhibit 1, which illustrates the
typical time frames for the nine phases of an elementary, middle, and a high school
project. These schedules illustrate the period of time that each phase normally takes
and are intended to give you a sample overview of the time frame for the entire process.
Project Schedules
A specific schedule is prepared for every project once it is included in a Board of
Education (BOE) Capital Improvements Program (CIP) request. The project schedule
will identify timelines for key tasks within the process phases. The Division of
Construction and Facilities Planning staff assigned to a project will work with the
principal to develop the work schedule.
Funding
All major capital projects, such as new schools and modernizations, are funded through
the biennial CIP. Each year the BOE, acting on the superintendent’s recommendations,
approves an annual capital budget request which is forwarded to the county executive
and County Council for funding. Since capital projects span several fiscal years, funding
allocations approved by the council are appropriated incrementally based on the
upcoming phase of the project. Typically, the first fiscal year’s funding will only include
the amount needed for feasibility planning. Once the feasibility planning is completed,
the Council will decide, based on the next annual BOE capital budget request, whether
to allocate funds for architectural planning in the second fiscal year. After architectural
design funds are approved, the BOE’s next fiscal year’s budget request will contain
funds for construction and furniture/equipment. Generally, the multi-year funding for
capital projects is continuous after feasibility studies are completed. However, there are
projects that have breaks in the funding cycle due to fund limitations or deferrals for
other reasons.
Do I Need a Construction Coordinator?
Schools that are undergoing a modernization may request a construction coordinator to
assist with relocation, daily construction issues that may arise during a modernization
on site, and the selection of furniture and equipment for the completed project. The
guidelines for requesting a construction coordinator are at the end of this section.
Typically, only middle and high schools will request this type of assistance. The funding
for this position comes from the capital project budget. The position that is funded from
the capital budget is the substitute for the person chosen to be the construction
coordinator.
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Guidelines to Request a Construction Coordinator
Draft a brief memo to your Community Superintendent from the principal indicating:
•
•
•
•
•
•
•

why he/she wants the construction coordinator
requesting permission to use a long-term substitute to handle the relocation
coordinator's teaching assignment or normal duties
who he/she wants to assign Mr./Ms. ______________ (your permanent staff
member) to handle the construction coordination duties
who is to be assigned as the long-term substitute (include employee number)
from _______________ (list of dates)
give an estimate of required time and expenditures
include a signature approval line for the Community Superintendent and Mr.
James Song, Director of Facilities Management, at the bottom of the memo

Forward the memo to Nicky Diamond, executive assistant to the Chief Operating
Officer, CESC, Room 147. Ms. Diamond will get the Community Superintendent's
signature and forward the memo to Mr. Song, Director of the Department of Facilities
Management for approval with a copy to Theresa Miller, Fiscal Team Leader and R.
Craig Shuman, director of the Division of Construction.
Once that is done, submit MCPS Form 460-2, Request for Temporary Employment,
using the payroll account number to charge the substitute's hours (03-321-01-82 is the
budget code) to Ms. Diamond, CESC, Room 147.
If you choose to have a construction coordinator, the funding for the long-term substitute
comes from your capital budget modernization project. The total allotment is one-half of
one percent of the construction budget for your project. You can spend up to that
amount on salary costs for the long-term substitute. Half of the cost up to that amount
comes from the construction allocation in the budget and the other half comes from your
furniture/equipment allocation. The school is responsible for monitoring the expenditure
of the substitute's time. If the substitute’s expense exceeds the allotment, the entire
amount over the limit is charged to your furniture/equipment allocation. Any unused
funds set aside for the long-term substitute will be returned to your furniture and
equipment allocation and construction project for your use.
If you have any questions, call Ms.Terry Miller at 240-314-1004.
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EXHIBIT I - CAPITAL CONSTRUCTION PROJECT PHASES
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Section 2
CENTRAL OFFICE SUPPORT STAFF CONTACTS
The following are central office support staff that will work with you during the various
phases of your project:
COORDINATION CONTACT (S): (Primary contact[s] in bold)
EDUCATIONAL SPECIFICATIONS PLANNING
DIVISION OF LONG-RANGE PLANNING
The facilities planner for your project, one of the following:
Phone
Julie Morris .................................................................................... 240-314-4713
Debbie Szyfer ................................................................................. 240-314-4705
Bruce Crispell, Director .................................................................... 240-314-4702
ARCHITECT SELECTION
DIVISION OF CONSTRUCTION
R Craig Shuman, Director ............................................................. 240-314-1005
Joyce Jessell, Assistant to the Director ...................................... 240-314-1004
Michael Shpur, Architect for School Facilities............................ 240-314-1014
PROJECT DESIGN
The project manager for your project, one of the following:
Nooshin Amirpour…... 240-314-1058
Rakesh Bagai ................................................................................. 240-314-1007
Dennis Cross ................................................................................. 240-314-1012
Joe DeRosa ................................................................................... 240-314-1009
Ray Marhamati ............................................................................... 240-314-1010
Saeyin Oh ...................................................................................... 240-314-1019
Jim Tokar ....................................................................................... 240-314-1014
Michael Shpur, Design Team Leader .............................................. 240-314-1014
CONSTRUCTION
DIVISION OF CONSTRUCTION – PROGRAM INSPECTION SECTION
The project inspector for your project, one of the following:
Rob Badstibner ............................................................................. 240-367-0913
Mike Coulter ................................................................................. 240-876-6987
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Barry Donohue ............................................................................. 301-440-6329

7

CONSTRUCTION (continued)
DIVISION OF CONSTRUCTION – PROGRAM INSPECTION SECTION
Phone
Jose Rivera .................................................................................... 301-343-1128
Mehrle Staley ................................................................................. 301-343-1126
Bernard Warfield, Construction Team Leader ............................ 301-343-0951
POST OCCUPANCY QUALITY CONTROL
Paul Geisler, Warranty Compliance Specialist ........................... 240-314-1028
Jim Duffy, HVAC Warranty Compliance ...................................... 240-314-4715
FURNITURE AND EQUIPMENT STATUS
SheilaAnn Hurst, Materials Management Support Specialist ... 301-279-3814
Phil McGaughey, Director, Division of Procurement ....................... 301-279-3555
WIRING/CATV/GLOBAL ACCESS
NETWORK AND COMPUTER SERVICES TEAM
Art Funk, CATV .............................................................................. 240-243-2438
Carlos Mills, Data Networking WAN/LAN .................................... 240-243-2437
Chuck McGee, Director, Division of Technology Support ................ 240-632-6970
Cary Kuhar, Director, Department of Infrastructure and Operations 240-453-2446
TELECOMMUNICATIONS
Tom Webb, Telephones ................................................................ 240-453-2417
Cary Kuhar, Director, Department of Infrastructure and Operations 240-453-2446
SECURITY
DEPARTMENT OF SCHOOL SAFETY AND SECURITY
Wayne Ferrell, Field Security Coordinator .................................. 301-279-3597
Frank Hall, Field Security Coordinator ........................................ 301-279-3816
Bruce Hansen, Field Security Coordinator ................................. 301-279-8518
Michael J. Jones, Field Security Coordinator ............................. 301-279-3749
James Leasure, Field Security Coordinator ................................ 301-279-3066
Douglas Steel, Supervisor ............................................................ 301-279-8488
Robert Hellmuth, Director ................................................................ 301-279-3066
Pamela K. Montgomery, System-wide Safety Director ......................... 240-314-1067
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Section 3
DEVELOPMENT OF GUIDELINE EDUCATIONAL SPACE
REQUIREMENTS AND FINAL EDUCATIONAL SPECIFICATIONS
This section contains information on the development of the educational program
requirements for a capital project. Generally the development of these requirements is
done in two steps. Phase I in the overall process involves identifying space
requirements for feasibility planning. The second step, which is Phase 4, is the
development of the final educational specifications for the school program.
Guideline Educational Space Requirements (Phase 1)
Under normal circumstances, the first phase of each capital project begins with the
development of guideline educational space requirements used to prepare a feasibility
report that identifies potential facility options for the proposed project along with the
associated costs.
During this phase, a facilities planner from the Division of Long-range Planning is
assigned to work with the principal and a PTA representative to develop a description of
the spaces needed to support your educational program. Based on the scope of your
project, this phase will take place at the school over two or more meetings. A Division of
Construction project manager is also assigned at this point to participate in the
development of the guideline educational space requirements. The project manager
becomes that principal’s main point of contact when the guideline requirements are
completed and the project moves into the selection of the feasibility study architect
(Phase 2). All communication between the school and the architectural team should go
through the principal to the project manager.
Final Educational Specifications (Phase 4)
After the feasibility study (Phase 3) has been completed and the BOE Includes the
project in the subsequent annual capital budget request for further funding, the final
educational specifications are developed. These specifications are an expansion of the
guideline space requirements with further detail on the amenities and spaces required
to support your program. They are based on Montgomery County Public Schools
(MCPS) standards for new construction.
A draft final education specification based on the facility option recommended in the
feasibility study will be prepared by your facilities planner. The principal notifies the
facilities advisory participants that worked on the feasibility study of upcoming meetings.
The meetings will be facilitated by your facility planner. The participants will meet
periodically to discuss the draft until agreement is reached on a final specification. The
draft specification will also be distributed for comment to all program/curriculum
coordinators (i.e., art, music, media, etc.) and other central office support staff (i.e., food
services, etc.) who provide direct input for their area of responsibility. Most of the work
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needed to refine the educational space requirements into a final specification may have
been reviewed during the development of the guideline space requirements that were
used for the feasibility study. If this occurs for your project, the work needed to develop
the final specifications will be minimal. The final specifications will be used by an
architect as a guide for the development of the facility layout and design.
Once the educational specification is finalized, it will be transmitted to the Division of
Construction. An architect will then be selected and the project will move on to the
architectural design phase.
Examples of a guideline space requirement and final educational specification are
included at the end of this section.
HELPFUL HINTS:
•

Try to have the participants visit sites with educational programs similar to your
project.

•

Have a meeting with school staff to determine school-wide building goals that will
support programs such as: organizing the spaces used by all students to the center
of the building, creating ways for staff to meet and interact, storage issues, special
programs, etc.
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Brown Station Elementary School
Square Foot Summary
When this project is complete, the following spaces are to be provided:
Capacity after modernization will be 683.
Facility

# Description

Net

Total Net

Sq. Ft.

Sq. Ft.

Classrooms
Prekindergarten
Prekindergarten (HeadStart)
Kindergarten
Grades 1-2
Grades 3-5

Includes 250 s.f.
1 storage
Includes 250 s.f.
1 storage
Includes 250 s.f.
5 storage
Includes 150 s.f.
10 storage
Includes 150 s.f.
13 storage

1300

1300

1300

1300

1300

6500

900

9000

900

11700

1050
250
250
250
500
250
250

3150
250
250
250
500
250
250

Special Education
Classroom (PEP) includes observation rooms
Parent/Group Conference Room (PEP)
Speech/Therapy Room (PEP)
Motor Therapy Room (PEP)
Resource Room
Speech/Language Room
Therapy/Support Room

Includes 200 s.f.
3 storage
1
1
1
1
1
1

Instructional Support Rooms
Testing/Conference Room

1

150

150

Instructional Data Assistant Office
Support Staff Offices
ESOL Room
Title 1 Parent Resource Room

1
2
1
1

250
150
450
500

250
300
450
500

Reading Recovery

1

100

100
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Music

Includes 250 s.f.
1 storage
Includes 250 s.f.
1 storage

Instrumental Music Room
Dual purpose Room

1
1

400
1000

400
1000

Main Resource Area
Materials Preparation/Office Area

1
1

2100
400

2100
400

Media Storage
Textbook Storage

1
1

350
200

350
200

Control Room and Storage
Telecommunication Equipment Closet
Telecommunication Closet
Computer Laboratory

1
1
3
1

250
150
50
900

250
150
150
900

Gymnasium
Office
Storage

1
1
1

3700
150
250

3700
150
250

Storage
Outside Storage

2
1

100
150

200
150

Multipurpose Room
Chair Storage

1
1

3700
200

3700
200

Table Storage
Platform

1
1

200
450

200
450

(Before/After Care Kitchenette)
(Before/After Care Storage)

1
1

30
100

30
100

1
1
1
1
1

300
155
192
100
70

300
155
192
100
70

Art

1100

1100

1050

1050

Media Center

Physical Education (if there is a gymnasium)

Multipurpose Room

Kitchen
Serving Area
Walk-in Cooler/Freezer
Dry Storage
Office
Toilet Room

12

Preparation Area

1

555

555

General Office

1

500

500

Workroom
Principal's Office

1
1

350
250

350
250

Assistant Principal's Office
Conference

1
1

150
300

150
300

Counselor's Office
Telephone Booth

1
1

250
50

250
50

Storage
Record Room
Toilet Room
2nd Floor Workroom

1
1
1
1

100
100
50
75

100
100
50
75

1
1
1

100
100
450

100
100
450

Waiting Area
Treatment/Medication Area
Office/Health Assessment Room
Health Assessment/Isolation Room
Rest Areas

1
1
1
1
1

100
120
100
100
200

100
120
100
100
200

Toilet Room
Storage Area

1
1

50
40

50
40

Staff Lounge

1

700

700

Building Services Office
Locker/Shower Area
Compactor/Trash Room
Recycling Room

1
1
1
1

150
150
150
150

150
150
150
150

General Storage and Receiving

1

400

400

Administration

Staff Development Area
Staff Development Office
Reading Specialist Office
Training/Conference Room
Health Services Suite

Building Service Facilities
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General Storage
Building Services Outdoor Storage

3 250 sq. ft. each
1

250
175

750
175

Book Storage
PTA Storage

1
1

200
150

200
150

Total

19

61512

Add-Alternate for County Day Care Facility:
Classroom

1

1050

1050

Office and Food Preparation Area

1

200

Toilets

1

30

Indoor Storage

1

60

Outdoor Storage

1

60

200
30
60
60

Storage/Support for Program Supplies

1

250

250

Total

1650
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Brown Station
Elementary School
Modernization
Educational Specifications

March 2011

Montgomery County Public Schools
Rockville, Maryland 20850
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□
□
□

□
□
□

Introduction
This document describes the facilities that are needed for the Brown Station Elementary School
modernization educational program. The descriptions provide the architect with important guidelines
and will be used by staff representatives when reviewing drawings for the facility.
The program capacity for this school will be 658 with a master-planned (core) capacity for 740. The
school needs a six-classroom master-planned addition to bring the program school up to its masterplanned capacity. The architect should show the location for the future classroom addition.
The educational specifications are divided into three sections.

•

The first section, the space summary, lists the type of spaces and square footage required when
the project is complete.

•

The second section describes the general design, location, and specific requirements for each
type of space in accordance with Montgomery County Public Schools (MCPS) standards.

•

The third section identifies any additional program requirements for the school.

The architect should show the location for relocatable classrooms, should they be required in the future.
These units should be sited in a location where it will not cause conflict with the constructability of a
future addition. The necessary utility connections, i.e. electrical power, fire alarm, public address, and
data should be provided near the future location of relocatable classrooms.
The architect will provide a space summary comparison between the programmed space requirements
and the proposed after each phase of the project including but not limited to the feasibility study,
schematic design, design development, and final design phase.
For all new schools and modernizations, the project will be designed for LEED Silver certification by the
United States Green Building Council (USBGC) under the LEED for Schools guidelines. If this project is a
classroom addition, the certification requirement applies only if the addition doubles the existing
building footprint. If this project is a building renovation, the certification requirement applies only if
the renovation alters more than fifty percent of the existing building gross floor area.
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General Planning Considerations

□
□

□
□
□
□
□
□
□

In the general planning of this building, special consideration is to be given to the following comments
and instructions:
The architect is expected to be compliant with all national, state and local fire safety, life safety, and
health code regulations and to follow applicable rules of the State Interagency Committee on School
Construction.
The building is to be accessible to the disabled within the meaning of the latest edition of the Americans
with Disabilities Act and to conform to all the latest requirements of the Americans with Disabilities Act
Accessibility Guidelines (ADAAG) as published by the U.S. Architectural and Transportation Barriers
Compliance Board. (The regulation can be found at http://www.accessboard.gov/adaag/html/adaag.htm). In addition to the ADAAG, the Maryland Accessibility Code
(COMAR.05.02.02) revised in 2002 also is required for public schools. (The regulation can be found at
http://mdcodes.umbc.edu/dhcd2/Title05.pdf)
The facility is to reflect an appealing visual, acoustic, and thermal environment and is to be properly
furnished and equipped. Well-chosen colors and textures are to be used. Lighting must meet current
standards and provide adequate levels.
High quality materials are to be used in the construction. The architect should refer to the MCPS Design
Guidelines.
The first impression of a building is important. The main entrance to the school should have a clear and
inviting identity, and the entrance area should be designed and landscaped to emphasize its importance.
A covered walkway from the bus loading area to the front door is desirable. The design of the main
lobby area needs to convey a feeling of warmth and welcome. The inclusion of a lighted showcase in
which children's work can be displayed is recommended.
The design of the building and grounds must provide for a secure environment for students and staff.
Isolated areas should be minimized and natural surveillance encouraged by eliminating visual barriers.
For security purposes, all doors into classrooms, conference rooms, offices etc. must have a sidelight
window with shades.
Water coolers should be provided throughout the school.
Every teaching station, support space, and core area must be wired for computer, CCTV, and telephone,
along with adequate electrical supply in compliance with Maryland Sate design guidelines for
Technology in Schools and the MCPS Office of the Chief Technology Office (OCTO) guidelines. Facilities
must be adaptable to accommodate rapid development in high technology and its equipment since
educational program and organization in this field are dynamic. Space and power supply must be
flexible to meet these changing needs.
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Core spaces such as the cafeteria, gymnasiums, and instructional media center should be easily accessible
for community use and secure from the rest of the building after school hours.
An MCPS-designed alarm system will provide security for this facility. The architect will provide for this
system in consultation with the Division of Construction staff.
Building code requirements call for less than fifty percent of interior corridor space to be used for
displaying flammable materials. Display areas can be provided by a 5’ x 5’ bulletin board per classroom
or an equivalent amount of space in a larger area. Please refer to the Division of Construction for
specific standards.
Students should have ADA compliant access to the play areas from the multipurpose room. Play areas
are to be protected from any vehicular traffic. Unobstructed supervision of play areas from one central
area is desirable.
The school is to be air-conditioned except for the gymnasium and kitchen. Careful placement of glass is
required to avoid excess heat gain in occupied areas.

Some windows must be operable in each space in the building. Transmission of radiation
through windows into various portions of the plant is to be considered in relation to heating and
ventilating and in relation to planning the building for air conditioning. All instructional spaces
should have windows, preferably exterior windows. If the design does not permit exterior
windows, windows onto corridors should be provided.
Zoning the plant for heating and air conditioning should be related to after-hours use of various areas
such as offices, gymnasium, multipurpose room, and the instructional media center. Appropriate
location of parking, corridor barriers, and toilet rooms is necessary for after-hours use. Some
classrooms nearby the multipurpose room should be zoned for after hour use as well.
The architect should refer to Mode's 2006 Classroom Acoustic Guidelines to address the acoustical
qualities for classrooms. In addition, the architect should refer to American National Standard,
Acoustical Performance Criteria, Design Requirements, and Guidelines for Schools (ANSI S12.60-2002) for
additional information.
Noise and distracting sounds are to be minimized. In areas such as the multipurpose room and
classrooms, which may be used for meetings and adult education, the sound of operating fans for
ventilation should not interfere with instruction.
Adult restrooms should be provided in accordance with the latest code requirements. Adult restrooms
in elementary schools will be unisex.
Spaces that serve no real educational function, such as corridors, should be limited while at the same
time assuring an easy to supervise and smooth flow of pupil traffic to and from the instructional media
center, multipurpose room, gymnasium, specialized centers, and support rooms.
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Carpeting should be limited to the principal’s office, assistant principal’s office and conference room in
the administration suite and the main reading room of the instructional media center.
All instructional, resource, or office spaces that students may occupy should be designed with either a
sidelight or glass panel in the door and must be able to be supervised from the corridor or an adjacent
space. Doors should be provided between classrooms whenever possible, however, expensive folding
walls should be carefully considered as they are rarely utilized.

The classrooms should be designed to accommodate various size groups. Each classroom should be
readily adaptable for group work, various presentation formats, and should have maximum
connectivity to outside resources.
The shape of the classroom and the design of built-in features and storage areas should provide
optimum net usable floor area. Elongated rooms and features that protrude into floor area, limiting
flexibility, are to be discouraged. Rectangular shaped classrooms are preferred.
Metal adjustable shelving is to be provided in all building storage closets.
All plan reviews will be coordinated through the Division of Construction.
Special consideration must be given to energy conservation including total life-cycle costs. The current
Maryland State Department of General Service (DGS) requirements will be applied as design criteria.
Life-cycle cost accounting in accordance with DGS criteria is required.
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Description of Facilities

Please refer to the summary of spaces in the front of this document for the square foot requirements
for each space described below. Square foot allocations should be considered the standard to be
followed, although minor deviations are permitted.

□
□
□
□
□
□
□
□
□
□
□

Prekindergarten/Kindergarten Classroom
If the school has a Head Start program, the classroom should be designed as a
prekindergarten/kindergarten classroom.
Each room should allow flexibility in creation of activity areas and to provide for individualized
instruction through arrangement of the "centers" approach.
An area should be designated for placement of a 12’ by 15’ area rug over the finished floor.
A 100 square foot walk-in storage closet and 150 square feet of general storage (casework throughout
the classroom) is needed.
When possible there should be interconnecting interior doors between all kindergarten and prekindergarten rooms.
All prekindergarten rooms should have an outside door or be directly accessible to the outside and
convenient to the main entrance of the school building.
The prekindergarten classrooms require a separate and fenced outdoor play area that must be adjacent
to the classroom. If the school does not have a prekindergarten program than the outdoor play area
should be master planned so that it can be added on at a later time. The prekindergarten play area
should include a 40’x40’ paved play area and a 40’x40’ mulched area.
The computers should not be located next to a whiteboard where magnets might damage the hardware
and software. Glare from the windows on the computer screens should be eliminated as much as
possible. Security for the computers should be planned in consultation with the MCPS Division of
Construction (DOC). Computer/technology wiring must be in accordance with MSDE/MCPS standards.
Every classroom must have computer outlets for five student workstations and one teacher workstation.
The building information and communications distribution system and other aspects of the building
design must comply with the February 2002 revision of the MSDE Maryland Public School Standards for
Telecommunications Distribution Systems.
The main teaching wall layout should be in accordance to DOC construction standards.
A sink with a drinking fountain must be provided, with cabinets above and below.
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In a non class-size reduction school, the built-in student wardrobe area must provide 28 individual
compartments to store students’ belongings. The architect is to refer to the DOC construction standards
for a typical cubby design. Lockers in the classroom may be considered for the kindergarten classrooms.
In a class-size reduction school, the built-in student wardrobe area must provide 24 individual
compartments to store students’ belongings. The architect is to refer to the DOC construction standards
for a typical cubby design. Lockers in the classroom may be considered for the kindergarten classrooms.
A total of 20 feet of tack board and 10 feet of magnetic whiteboard should be installed at eye-level
height for small children, with tack stripping along walls for display of student work.
Each room must have a toilet room that is accessible from within the room and easily accessible from
outside. The toilet room will contain a standard height toilet, a sink with child-height mirror, and soap
and towel dispensers that are accessible to small children. The light switch should automatically turn on
the vent fan.
Each classroom should be equipped with window blinds per the MCPS design guidelines.
Battery operated clocks will be installed. The clock should not be mounted behind the projection screen.
All classrooms should be equipped with a handicapped accessible sink with drinking bubbler.
A full-length mirror should be installed.
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Standard Classroom
Each room must have an open classroom area with moveable furniture.
150 square feet of casework storage is needed in the classroom.
The computers should not be located next to a whiteboard where magnets might damage the hardware
and software. Glare from the windows on the computer screens should also be eliminated as much as
possible. Security for the computers should be planned in consultation with the MCPS Division of
Construction (DOC). Computer/technology wiring must be in accordance with DOC/MSDE/OSTA
standards.
Every classroom must have computer outlets for 5 student workstations and 1 teacher workstation. The
building information and communications distribution system and other aspects of the building design
must comply with the latest edition of MSDE Maryland Public School Standards for Telecommunications
Distribution System.
Approximately 30 to 35 linear feet of magnetic white board and 20 to 24 linear feet of tack board, both
with tack strips and map rails above the boards, should be installed in each classroom. White boards
should be located so as to reduce glare. Tack strip is needed on all available walls. The architect should
refer to the DOC construction standards for the main teaching wall layout.
Thirty built-in individual compartments in the wardrobe area for storing student personal property are
required. The architect should refer to the DOC construction standards for a typical cubby design for
grades K-1 and grades 2-5. Lockers in the hallway may be used in place of the classroom cubbies.
If lockers are designed for storing individual student property, the architect should design the facility
with 700 lockers if the core capacity is 640 and 815 lockers if the core capacity is 740.
All classrooms should be equipped with a handicapped accessible sink with drinking bubbler.
A storage area is needed to hold at least two science kits (approximate 27" x 17" x 12" each) and one
math kit in each classroom.
General storage space must be built in and must accommodate 24- by 36-inch paper and a 4-drawer file
cabinet. Each classroom must include 48 linear feet of built-in adjustable shelving.
A small lockable teacher's wardrobe must be provided, as per DOC construction standards.
Designated shelf space, not near a window, for an aquarium/terrarium with nearby electrical outlet, is
desirable.
Each classroom should be equipped with window blinds. The specifications for the window blinds will be
provided by DOC.

23

□
□
□
□
□

Each classroom should be equipped with a retractable projection screen (7’ x 7’). The projection screen
should not be mounted near any emergency lighting tracks. All areas of the screen should be
illuminated and readable when the lights are dimmed.
Electrical and data outlets should be provided in the ceiling for a ceiling mounted LCD projector.
Battery operated clocks will be installed. The clock should not be mounted behind the projection screen.
Appropriate CCTV receptacles and a duplex outlet should be provided.
A school may consider reducing the size of each classroom to create small break-out rooms in the
school. The number and design of these breakout rooms may be determined by school and MCPS staff.
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Special Education
Spatial Needs
Classrooms
Special Education Resource Room
Speech/Language Room
Occupational Therapy/Physical Therapy (OT/PT) Room
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Classrooms
Special education classrooms should be located with similar grade classrooms in the building so that
integration with regular students at the primary and at the upper grade levels occurs naturally.
The specific requirements are the same as the requirements for standard classroom requirements.
Please refer to the preceding section for these requirements.
Please see the additional requirements section of this document for additional special education
program requirements specific to this school.

Resource Room
Each room must have whiteboard, tack board, open and closed lockable storage, open shelving, counter
space, and a lockable teacher wardrobe. Room for a teacher's desk, lockable file cabinet, and assorted
sized furniture with adjustable legs should be provided.
The resource room should be wired for 3 computer workstations.
The resource room must contain a sink with counter space.

Speech/Language Room
This room requires a whiteboard, tack board, open and closed lockable storage, open shelving, and a
lockable teacher wardrobe.
Room for a teacher's desk, lockable file cabinet, and table to work with small groups of students is
required.
The speech/language room should be wired for access to one computer workstation each.
The speech room must be located on the first floor and be acoustically treated.
The speech room needs a 4’ x 4’ mirror mounted to the wall to supplement verbal skills training.
The speech room requires a sink with counter space.
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Occupational Therapy/Physical Therapy (OT/PT) Room
Each room must have whiteboard that is mounted two feet off the floor.
A tack board, open and closed lockable storage, open shelving, and a lockable teacher wardrobe are
required.
A sink with counter space is required in the OT/PT room.
Room for a teacher's desk, lockable file cabinet, and assorted sized furniture with adjustable legs should
be provided.
The OT/PT rooms should be wired for access to one computer workstation each.
The OT/PT requires a ceiling mounted hook for a swing.
The OT/PT room requires lockable storage with sufficient area to house large gross motor equipment
(minimum of 35 square feet) such as therapy balls, scooter boards, walkers, balance beams, ramps, etc.
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Support Room

The following rooms will provide for individual and small group instruction as needed for the entire
student body.
Spatial Needs
Testing/Conference Room
Instructional Data Assistant Office
Support Staff Offices (two)
ESOL Classroom

□
□
□
□
□
□
□
□
□

These rooms should be centrally located, with easy access to the office and conference room and to
toilet rooms that can accommodate the physically disabled.
The rooms must be well ventilated.
Each room must have whiteboard, tack board, open and closed lockable storage, open shelving, counter
space, and a lockable teacher wardrobe. Room for a teacher's desk, lockable file cabinet, and assorted
sized furniture with adjustable legs should be provided.
Sufficient electrical outlets are to be provided. Quadruplex outlets may be utilized where feasible.

Testing/Conference Room
School and/or central office staff test individual students or small groups of students. Typical testing
includes psychological, diagnostic, vision/hearing, gifted, and makeup testing for required standardized
tests. This room also will be used to accommodate post-test conferences with teachers and/or parents.
This room needs acoustical treatment as well as video, voice, and data outlets.

Instructional Data Assistant Office
This room is required for a data assistant who conducts assessments, updates individual student test
scores, and provides remediation of students' skills.
This room houses one computer with printer and card reader and must be lockable and secure.
This room requires some built-in casework with shelves and doors, a small lockable teacher’s wardrobe,
whiteboards both with and without coordinate grids, and video, voice, data outlets, and space for file
cabinets.
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ESOL Classroom
Some students receive small group instruction in English as a second language for one or two periods a
day.
This classroom requires a sink.

Support Staff Offices
Office space is needed for permanent as well as itinerant support staff (curriculum coordinator, team
coordinator, social worker, psychologist, auditory and vision specialists, and psychiatrist).
A teacher’s wardrobe should be provided for itinerant staff use.
Video, voice, and data outlets should be provided.
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Art Room
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The art room is to provide space for teaching and creating art, displaying student work and
educational aids, and storing supplies and materials. The room should be designed as follows:
The art room must not be carpeted.
Both art and music rooms must be located near student restrooms.
For technology accessibility purposes, the art room is to be considered as a regular classroom
with appropriate data, CCTV, modem, and electrical outlets.
The design of all work, display, and storage areas should create an environment that is functional
and easy to clean.
Lighting should be both natural and artificial and conducive to close work.
A door to the outside is desirable.
Space and electrical outlets for two kilns should be in the farthest corner of the storeroom with
proper ventilation.
Eight duplex electrical outlets are to be provided (where feasible quadruplex outlets may be
utilized).
The window wall should have the following:
Windows that permit views of the surrounding landscape.
Blinds to permit room darkening.
Shelves under windows 15” deep.
Tack board or tack strips above windows if space permits.
The teaching wall should have the following:
Two 3-foot wide by 7-foot tall, 18" deep, shelf sections for storage of unfinished work.
Eight-foot long by 4-foot tall whiteboard between two 8-foot sections of 6-foot tall white/tack board
with 2-foot tall tack board above the white board. Tack and white boards should be mounted 2 to 4
inches above low shelving.
Fourteen-inch deep, 24 inch high, shelving under the center of the 16-foot long tack board and white
board.
Wall mounted projection screen with electrical outlet underneath.
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The wall near the entrance should have the following:
One standard sink and one 30-inch high student sink, one of which should be located on a peninsula
(Peninsula is to be no longer than 3 feet). One sink should be handicapped accessible. Faucets should
be accessible to students (preferably on the side of the sink and not the back of the sink) and positioned
to prevent splashes onto floor.
Sinks and sink area should also include:
Removable plaster traps
Closed cabinets below and above
Conveniently located towel and soap dispensers
At least 9 feet of counter space (includes 1 ½ feet of counter space on both sides of the sinks) with
rounded corners
Hot and cold water faucets with bubbler
A 5- to 7-foot open space is needed for drying rack(s) along one wall.
Approximately 30 smock hooks in 3 feet of staggered tiers, beginning 2 feet from the floor, spaced 4
inches apart, up to 48 inches high. (Optional in rooms where one end of MCPS-built drying rack(s) that
measure 44 inches wide and 24 inches deep is accessible, since hooks can be installed on pegboard
ends.)
The wall opposite or adjacent to the teaching station should have the following:
One 6-foot tall, 12-foot long tack board with 24-inch tall, 14-inch deep shelving units below.
Two or three 7-foot tall, 18-inch deep, 36-inch wide shelf sections near kiln area for storage of ceramic
work

Kiln Area
The kiln area should be located at the far end of the storeroom and should accommodate two kilns.
Two kiln exhaust hoods and fans (local switch) must be installed. Positive ventilation (using negative
pressure) is needed to assure removal of fumes.
Kilns should be 30 inches wide, 30 inches deep and 36 inches tall. Allow an additional 6 inches in depth
for opening of the kiln lid.
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Electrical characteristics for the kiln are 208 volt, 30 amps, single phase, and 7200 watts. Provide 2-50
amp 250-volt outlet NEMA configuration 6-50R. Provide outlet(s) on wall behind kiln(s).
Kilns may be located in the far end of the storeroom with built-in hood above and metal shelving 12
inches to 18 inches deep on walls adjacent to the kiln area. See notes above for additional kiln
information.

Art Storeroom
The storeroom must have a 6-foot wide, 30-inch tall, and 34-inch deep worktable immediately inside the
entrance to the storeroom with built-in adjustable shelves below and 14-inch deep wall hung shelving
above. This table will accommodate a 30-inch square paper cutter and storage of large art
reproductions and papers below, in 3 banks of shelving units 8 inches on center, 20-inches wide (inside
width).
One or two 6-foot tall 20-inch wide paper storage shelf section(s), 24 inches deep with shelves 8 inches
on center to accommodate 18" x 24" paper.
Seven foot tall open shelving, 18 inches deep, should be provided along remaining walls where space
permits. Twelve to fourteen inch deep sections are acceptable for some sections where 18-inch deep
shelves won't fit.
Storeroom door is to be lockable, and 2 coat hooks are to be mounted behind the door.
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Music Suite
Spatial Needs

Music Room (includes 250 sq. ft. storage)
Instrumental Music Room
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The music room and instrumental music room should be located adjacent to each other with a shared
storage room.
These rooms should be located near the multipurpose room to allow easy access to the platform.
The rooms must be acoustically isolated from the rest of the school.

Music Room
The music room should have a clear circular area of at least 20 feet in diameter and access to the music
storage room.
A 150-square foot secure closet area to store instruments, equipment, choral music, and instructional
charts is necessary with access from the music room.
Variable sized shelving must allow for storage of books, records, and small instruments.
The music room needs a child height sink with a work area and drinking fountain.
Window blinds and a wall-mounted retractable projection screen are required.
Approximately 20 feet of white board and 4 feet of tack board must be provided. Continuous tack strips
are needed around the room.
Specific storage and shelving specifications are available through Montgomery County Public School's
Division of Construction.
Eight duplex electrical outlets are to be provided (where feasible, quadruplex outlets may be utilized).
This room must be acoustically treated.
Doors into the music room and stage platform must be wide enough to accommodate the passage of a
piano.

Instrumental Music Room
A secure closet area is needed adjacent to the room for large instrument storage.

32

□
□
□
□
□
□
□
□

A sink and countertop area should be provided for cleaning and repairing musical instruments.
The Instrumental Music Room must be soundproofed.
Doors into the instrumental music room must be wide enough to accommodate the passage of a piano.

Dual Purpose Room
This room should be designed to accommodate both art and music activities in the school but with less
detail than the regular art and music rooms.
Some acoustical treatment should be provided in the room.
One sink for student use should be provided along with some countertop area.
No kiln area is needed and less shelving than described in the art room is to be provided.
The exact details of the design should be discussed with the school staff and community.
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Instructional Media Center
Spatial Needs

Main Resource Area
Materials Preparation/Office Area
Media Storage
Textbook Storage
Control Room/Storage
Head End Equipment Closet
LAN Wire Closet
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The architect should refer to the MSDE document, Facilities Guidelines for Library Media Programs, 1998
as a guide for media center design.
Staff in the Department of Educational Media and Technology must approve specific design.
The media center is to be central to the instructional program of the school.
The total media complex is to be enclosed and lockable.
The media center is to accommodate multiple arrangements and uses as functions change. It should be
acoustically designed for multiple activities. Furniture and shelving should have casters for easy moving,
to divide one area from another, and create traffic patterns.
A complete media center is to include the following areas that are described in the following sections:
o Study and Research Area
o Informal Reading Area
o Instructional Area
o Production and Group Project Area
o Administrative Area

Main Resource Area
The main resource area should have 3 separate lighting zones for the storytelling area, the instructional
area, and the circulation area. Each zone should be independently operable. Dimming capabilities are
recommended in the storytelling and instructional areas.
Two CCTV outlets should be located in the main resource room --one near the storytelling area and one
in the instructional area. CCTV receptacles and electrical outlets should be located 44" AFF.
The Main Resource Area is to be subdivided to provide for the following program activities:
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Study and Research Area
Space is needed in the Main Resource Area for an information desk, catalogs, online stations, study and
research tables, reference materials, professional library materials, basic collections, and stacks.

Informal Reading Area
Space is needed in the Main Resource Area for books and periodicals to encourage literacy, lifelong
learning, and reading for pleasure.
This area needs to provide space to seat 30 students on the floor away from the busy areas for a
storytelling area.
A projection screen should be accessible. Emergency lighting should not affect the projection screen.
Zone lighting should be controlled from this area.
A CCTV receptacle and appropriate electrical outlet should be located near this area.
The architect may want to define this area by architecture and/or accent carpeting.
Picture book shelving also may help define this area.

Instructional Area
Space is needed in the Main Resource Area for formal seating for small, large group, and whole class
instruction.
A “teaching wall” with appropriate instructional technology, and display space is needed.
This area should not be located near an entrance.
It should seat 30 students at tables.
A projection screen with appropriate floor mounted outlets should be located in this area.
Lights in this area should be separate for dimming without affecting the reference area.

Production and Group Project Area
Space is needed in the Main Resource Area for functional work and meetings for individuals, teams, and
classes as well as facilities for media production should be designed in the main resource area.
This area allows for individual study desks for students to carry on independent study research projects,
analyze information, and solve problems.
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Administrative Area
Space is needed in the Main Resource Area for the circulation desk should be designed near the
entrance of the media center. This area needs writing space, book return, computer workstation, file
cabinet, and storage.
An electronic catalog area (ECC) should be located near the circulation desk and should contain one to
two computer workstations.
The reference section area should contain two to four computer workstations. These should be located
near the electronic card catalog and be positioned so they may be utilized with the ECC for directed
instruction to students for on-line retrieval skills. Appropriate data, telephone and electrical outlets as
well as casework should be provided for these workstations. Casework should include wire
management, area for student books and a pullout keyboard.

Materials Preparation/Office Area
The Office and Materials Preparation Rooms may be combined into one room. The Office access should
be located immediately behind the circulation desk at the entrance to the Media Center. Plentiful
interior windows from these rooms into the Media Center are to be provided for supervision.
The materials preparation area provides for the preparation of several types of instructional materials,
such as transparencies, slides, and charts.
The materials preparation area should have corridor access.
This space requires appropriate counter space for repairs, including cabinetry, sink, storage of tools and
cords, as well as electrical and computer receptacles for testing equipment.
Appropriate casework for storage, computer workstations, data, electrical, and modem receptacles
should be provided.
See media center specifications available from the Division of Construction.
The office area should include space for collaborative planning and processing of library media
materials.
The office area must be accessible to the materials preparation area and main reading room. It should
include appropriate casework for a computer workstation, book shelving, and cabinetry as well as
phone, data, and electrical receptacles. Adequate space should be allocated for the media center file
server.
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Media and Textbook Storage
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The storage areas should be located adjacent to the materials preparation work area and should have
the following specifications:
Space is needed for the storage of instructional materials, such as seasonal materials, maps and globes,
and instructional equipment, such as projectors for distribution. Minor repairs, cleaning, and testing of
equipment are completed here. Space for manipulatives, especially mathematics and science, is
needed.
Textbook storage provides for storage of textbooks, workbooks, and classroom materials.

Control Room/Storage Area
A support room should be located adjacent to the control room so the room can serve the dual function
of a support space and TV studio.
The support room used as a TV studio should have adequate electrical outlets and acoustical treatment.
See studio specifications for media center communication labs available from the Division of
Construction.

Telecommunication Equipment Closet
This room is to be located in or near the instructional media center.
It should have corridor access and be centrally located in the school.
Specifications for this space are available from the Division of Construction.

Shelving Requirements
The architect is to refer to the MCPS specifications with the Division of Construction for the material to
be used for the shelving in the media center resource area and storage area.
The shelving should be interchangeable within standard upright wall units in accordance with MCPS
specifications (maximum height and island shelving requirements are available from the Division of
Construction).
Low shelving is desirable for sight and safety reasons when extra shelving is needed.
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Shelving is to be allocated on the average as follows:

Books
Picture Books (with dividers)
Magazines (with space for back issues)
New Book/Interest Display
Media Center Storage (20-24” depth)
Textbook Storage (12-18” depth)
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Linear Feet
700
165
20
10
As space allows
As space allows

Computer Laboratory
This room should have direct access to the Instructional Media Center.
The computer laboratory should be zoned for independent air-conditioning during times when the rest
of the building is closed.
Specific design guidelines beyond these specifications are available through the Division of Construction
and the Office of Strategic Technology and Assessment (OSTA).
The room should be designed to accommodate up to 30 computer workstations.
Floor-mounted electrical/network capabilities evenly spaced down center of classroom floor for
computer workstations is required.
Electrical/network capability in the front of the room (teaching wall) for 6 computer workstations is
required.
One of the storage wardrobes must be lockable to accommodate laptop computers.
The teaching wall should be designed to accommodate a Promethean board. The teaching wall layout
will be provided by the Division of Construction.
Tack boards should be provided in the laboratory.
A modular telephone outlet (RJ11) for use with a modem should be provided as well as a location for a
printer to be accessed by all workstations. Specifications detailing the design of the computer lab are
available from the Division of Construction.
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Physical Education

The gymnasium has two major purposes:
• To provide an indoor facility for the physical education instructional program.
• To provide for student and community recreation during after school hours, weekends, summers,
and holidays.
Spatial Needs

Gymnasium (74’x50’)
Physical Education Office
Storage Rooms
Lobby Area
Outdoor Storage
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Gymnasium
The location of the gymnasium should be near the play areas, directly accessible from a corridor, and
easily accessible from the parking lots.
Buffering the gymnasium with a corridor or related spaces is required to separate gymnasium noise
from the rest of the school.
The physical education office should be adjacent to the gymnasium and lobby.
The architect should refer to detailed requirements provided by Division of Construction in the
"Architect’s Guide".
Any windows into the gymnasium should be oriented north and south so that direct east-west sunlight
does not impact play in the gymnasium. However, windows should not be placed in the end walls.
The gymnasium should be ADA accessible from within and without (access from inside gym to
playfields).
A ceiling clearance of 18-20 feet free of girders, pipes, heating vents, lights and curtain supports is
required.
No ledges or sills should be created over 6' in height that would make it difficult to retrieve a ball.
Glazed tile on the walls must cover at least seven feet from the floors.
If the gymnasium is a community sized gymnasium (84’x 75’) then a vinyl-mesh curtain to divide the
floor area into two equal size spaces should be provided. It must be the type that can be electrically
rolled to the ceiling for storage. If the gymnasium has a divider curtain, a clock with a protective wire
covering should be provided on both ends of the room.
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Adequate lighting in the gymnasium is required. The lighting should be securely mounted and guarded
to prevent damage by balls with key lock switches to control the lighting.
A minimum number of windows to prevent glare and glass breakage is requested.
Acoustical treatment of walls and ceiling is required and must be able to withstand damage by balls.
Ventilation equipment must not inhibit use of the space for auditorium purposes.
A wood floor should be installed in the gymnasium. Striping for basketball, volleyball, and floor games
should be provided. (i.e. hopscotch and four square)
Graphics or approved words should be painted on the gymnasium walls. The school may choose from
an approved curriculum list of words to paint on the gymnasium walls. The list of words will be provided
by MCPS staff.
A whiteboard, 4’x6’, with no ledge is required.
Separate heating source or controls to permit use when the remaining part of the building is not
occupied is required.
Recessed door handles are required.
Doorway center posts must be removable to allow for the passage of equipment.
A recessed fire alarm box or covered fire alarm box, preferably in a corner of the room needs to be
provided.
Two call buttons located at opposite sides of the gymnasium are required to contact the main office.
A clock with a protective wire covering should be provided on a sidewall of the gymnasium. The fire
extinguisher, if mounted in the gymnasium, should be recessed into the wall.
Wall safety padding must be mounted under each basketball backstop with 16 feet under end basketball
backstops and 12 feet under side basketball backstops with nylon nets.
Doors or openings should not be directly behind basketball backstops.
Fan-shaped basketball backstop, adjustable from 8 feet to 10 feet, must be mounted four feet from the
sidewalls to provide two equal sized side courts. The backstops must be of aluminum composition.
Collapsible rims must be provided.
A basketball backstop, adjustable from 8 feet to 10 feet, must be mounted on each end wall for full
court play. The fan-shaped backstops must be of aluminum composition. Collapsible rims must be
provided.
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A hand crank must be provided for the adjustable basketball backstops if they are not operated
electrically.
Four climbing ropes (1 knotted, 3 plain) with hoist located 6 feet from the ground and safety cables
located away from ceiling lights and basketball backstops should be provided.
One 8-foot semi-guyed (wall mounted) horizontal bar with safety chain and floor plates should be
provided. The MCPS shade shop will provide safety padding.
One pair of volleyball aluminum uprights and one center volleyball aluminum upright (insertion type)
must be provided. Heavy-duty net ratchet and removable crank handle should be included.
Five solid brass floor plates and floor sleeves need to be installed. Two volleyball nets, 32" in length with
end sleeves for wooden dowels should be provided.
Two portable game standards are required.
A wall-mounted, chin up bar should be provided. The lowest bar height should be approximately 5 feet
from the floor.
Computer data/CCTV/electrical/network receptacles on opposite walls of the gymnasium are required.

Physical Education Office
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The following items are required in the physical education office:
Non-breakable window to the gymnasium, low enough to view students, is required.
Non-breakable window to the lobby for supervision, low enough to view students, is required.
Toilet and shower facilities are required.
Computer/Telephone/Cable TV outlets connected to the school-wide network are required.
Venetian blinds for windows are required.
VCT flooring is required.
A call button the main office is required.
Three full size clothing locker should be provided.
Electrical outlets.
A tack board should be provided.
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A wall-mounted clock should be provided.
A small closet with shelves should be designed in this office.

Storage Rooms
All of the storage rooms require 8-foot doors and 12-foot ceiling heights with a flush threshold.
The large storage room requires 8-foot double doors with no center post and must be able to
accommodate a set of parallel bars.
The large storage room must contain shelves, 6 feet high and 18 inches deep, mounted on at least two
walls. The shelves must be adjustable after installation.
Both of the small storage closets must contain shelves, 6 feet high 18 inches deep, mounted on the two
side and back walls. The shelves must be adjustable after installation.
Two volleyball wall racks should be installed in the small storage closet designated for community use.
Each rack will hold two uprights.
The large storage closet must have a length that will accommodate a 12' long balance beam.

Lobby Area
Separate toilet rooms for boys and girls should be located in the lobby.
An electric water cooler and public telephone should be located in the lobby area.
Six feet of tack board should be installed in the lobby area.
The window between the lobby and physical education office must be low enough to view people in the
lobby.
A control gate to separate the gymnasium, lobby area, and restrooms from the rest of the school during
after-hours is required.
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Multipurpose Room and Platform
Spatial Needs
Multipurpose Room
Platform
Chair Storage
Table Storage
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Multipurpose Room
The multipurpose room should have a ceiling height of 12–14 feet.
A building service utility closet should be provided near the entrance to the multipurpose room
for convenient lunch cleanups.
Table storage and chair storage must be located adjacent to the multipurpose room.
Exits from the multipurpose room must be sufficient to allow maximum seating.
Toilet rooms and an electric water cooler should be near the multipurpose room to allow for
public use.
Audiences need to be able to hear and see presentations from all locations in the room.
Ventilation equipment noise must not inhibit use of the space for auditorium purposes.
Acoustical treatment is needed.
Proper lighting and sound amplification are required.
Each side of the risers at the multipurpose room floor level should be equipped with
CCTV/data/voice/modem/electrical receptacles.
Lighting, windows, fire alarm box, clock, and ceiling must be protected to prevent damage by
balls.
Outdoor play areas should be accessible from the multipurpose room. Children should not have
to cross driveways or parking lots to access the play areas.
An audio loop system should be provided for hearing impaired students; guidelines are available
through the Division of Construction.
An independent sound system should be provided in the multipurpose room.
A call button to the main office should be provided.
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If there is no gymnasium, then the architect should refer to the physical education section for the
storage requirements.

Platform

The platform should have a proscenium opening 24 feet wide. The depth is to be 15 feet deep.
The platform floor is to be three risers above the multipurpose room floor. A full set of platform
curtains is to be provided. An 8'x10' motorized projection screen is to be provided. Platform
steps must NOT be carpeted.
The platform must be accessible to the physically handicapped.
Each side of the platform should be equipped with CCTV/data/voice/modem/electrical
receptacles.

Chair and Table Storage
Storage rooms are required for the storing the tables in the multipurpose room and folding chairs.
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Food Services
The kitchen is operated as a "finishing kitchen" and should include an area for dry storage, a manager's
workstation, toilet facilities, preparation and serving area, and a receiving area for daily deliveries.
A sheltered dock is preferred and should be separate from other school receiving.
Delivery flow path must be clear of preparation area.
The trash room should be separate from the rest of the building i.e. no common walls.
The trash room should not be accessed from the kitchen.
Air conditioning must be available at all times in elementary kitchens, storage, and office.
Code requirements for lighting, surfaces, and equipment must be met. The Division of Construction will
provide current code requirements.
Windows must have screens.
Receiving door should be 48” wide and must be self-closing with peephole and doorbell to manager’s
office.
An easy to mop, slip resistant quarry tile floor is required. Color of grout should be the same or darker
than the color of the floor.
There should be direct access to both the hallway and the multipurpose room to facilitate one-way
circulation through the serving line.
A minimum 9’ ceiling height is recommended.
A building service closet with floor type mop basin shall be located outside the kitchen but readily
accessible to the kitchen.
A dedicated circuit is required for the cash register with under the floor conduit for connection to the
computer in the manager’s office.

Serving Area
A 26 ft. long serving line with 3-ft. clearance at each end should be provided.
The color selection will be approved by Food Services.
A single door refrigerator and microwave oven on a cart adjacent to the service area is needed.
A wall clock and tack board on the serving line wall is needed.
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Walk-in Cooler/Freezer
A 7' 9" x 8' 8 1/2" cooler is required.
A 7' 9" x 10’ 8 1/2" freezer with a height of 8' 6" is required.
A mobile polymer shelving and dunnage is required.
A roof top compressor is required.

Dry Storage
The recommended dimension for the dry storage area is 12’ x 16’.
A mobile polymer shelving and dunnage is required.
Adequate ceiling height for top shelf storage should be considered.
This space should be totally secure and free of roof access ladders or electrical panels.
Locking cabinets for chemical storage should be provided.

Manager‘s Office
Visibility to delivery and serving area is required.
The office should be located away or protected from outside door draft.
Desk (NIC), file (NIC), telephone, tack board, and LAN access are required.

Toilet Room
A hand sink with soap and towel dispenser, sanitary napkin disposal, and 3 full-height lockers are
required.

Preparation Area
A double convection oven with roll-in bottom is required.
An oven cart and dolly (2 each) are required.
A half size range is required.
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A heat removal exhaust hood is required.
Work tables, one 6 ft. and the other 8 ft. with 2 drawers each, under the table are needed.
Arlington wire baskets (500 each) and dollies (10 each) are required.
Hand sink with pedals and soap and towel dispensers that meet the code requirements are needed.
A three compartment sink, 24” x 24” x 14”, with 24 inch drain boards, is required. Disposal in drain
board with pre-rinse spray is required.
A 6-foot louvered shelf above with hooks is required.
A mobile warmer to accommodate Arlington baskets is needed.
Two utility carts are required.
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Administration suite
Spatial Needs
General Office
Workroom
Code Red/Code Blue Command Center
Principal’s Office
Assistant Principal’s Office
Conference Room
Counselor’s Office
Telephone Room
Storage Room
Records Room
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The administration suite must be located with good access from the main entrance of the school and
visual oversight of the main entrance and bus drop-off area.
The suite must be a natural first stop for visitors to the school and must, therefore, have direct corridor
access. A security vestibule must be designed so that all visitors must enter the general office to check in
before entering the school.
Spaces need to be arranged for student and visitor flow and for efficient use by office staff.
The general office is to be treated as the center of the administration suite with direct access to the
principal's office, the workroom, and the health suite.
A coat closet is to be provided for office staff and visitors.
The Administration suite should be carpeted.
Sufficient electrical outlets are to be provided (where feasible, quadruplex outlets may be utilized) as
well as CCTV receptacle for the general office, principal's, and assistant principal's offices.
A glass display case should be located in the vestibule of the Administration suite entrance.

The administration suite should be designed with separate toilet rooms. If the school chooses,
one of these toilet rooms may be located in the principal’s office.

General Office
A counter should be provided near the entrance to greet and separate visitors from staff and to
provide a place to write.
Space for two to three staff persons is required behind the counter.
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The general office should be equipped with a staff bulletin board.

Workroom
The location of mailboxes should not create congestion by impeding the smooth flow of traffic in the
general office and hallways.
Cabinetry appropriate for storing a variety of office and school supplies should be designed along one
wall of the workroom.
A portion of countertop is to be more than 30 inch wide to accommodate a large paper cutter.
Space adequate for a large copying machine with necessary electric service and ventilation is required.
A sink is needed in the workroom.
There should be direct access to a corridor from the workroom.
The workroom should be treated acoustically to keep machine and work noises at low levels.

Command Center
An interior room in the school needs to be designated as the command center for Code Red/Code Blue
emergencies. In many schools, the workroom in the administration suite may serve this purpose. The
room cannot be on an outside wall.
The room designated as the command center must have all data and communication equipment
including data, cable, phone, and public address (PA) system.
The PA console should be located in the room that is designated as the command center.
Window coverings such as mini blinds or roller shades must be provided for all windows and doors to
the command center.
In secondary schools, the security camera monitors should be located in this area.
The space designated as the Command Center must be large enough to accommodate up to six staff
persons.
Storage space is needed for the Code Red/Code Blue emergency kit.

Principal’s Office
This office should be carpeted.
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This office should be equipped with a tack board and two-shelf adjustable bookcases under the
windows. Each shelf must be able to hold a 12 inch notebook upright.
The office should be directly accessible to the conference room through a connecting door.
This office should have good visible access of the main entrance and to the bus drop-off area.

Assistant Principal’s Office
This office should be carpeted.
This office should be equipped with a tack board and two-shelf adjustable bookcases under the
windows. Each shelf must be able to hold a 12 inch notebook upright
This office should have good visible access to the main entrance and bus drop-off.

Conference Room
The conference room should be carpeted.
The conference room is to have a whiteboard, a tack board, and one bookcase.
The conference room should be equipped with a telephone jack.
Casework should be provided on one wall with two, two-drawer file cabinets for confidential records,
letters forms, etc.

Counselor’s Office
This office should be carpeted.
The counselor’s office should be easily accessible from the classrooms and near, but not a part of, the
administration suite and should have a window.
This office needs a whiteboard, tack board, telephone, and bookshelves.

Telephone Booth
A small room where a teacher can talk privately on the telephone is required. (The room needs a
door with a window, or a "phone in use" light.)
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This room should have a small built in countertop and room for one chair.
This room should be carpeted.

Storage and Records Rooms
Two lockable rooms are needed for storage of office supplies and student records.
The records room needs space for lockable file cabinets.

2nd Floor Workroom
This room requires appropriate electrical wiring and ventilation to house a copier for staff us
This room requires a work counter and cabinets under and over the counter for storing supplies.
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Staff Development Area
Spatial Needs
Staff Development Office
Reading Specialist Office
Training/Conference Room
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Staff Development Office
The staff development area should be located near the classrooms.
The office should include one workstation.
This office needs a whiteboard, tack board, closet, and video, voice, and data outlets.

Reading Specialist Office
The staff development area should be located near the classrooms.
The office should include one workstation.
This office needs a whiteboard, tack board, closet, and video, voice, and data outlets.

Training/Conference Room
This room will be used for staff training needs.
This room should include ample shelving for training materials.
The room should be able to comfortably accommodate up to 12 participants seated around a
conference table.
A whiteboard and tack board should be installed.
The wiring for an overhead LCD projector should be provided.
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Health Services Suite
Spatial Needs
Waiting Area

Treatment/Medication Area
Office/Health Assessment Room
Health Assessment/Isolation Room
Rest Area
Toilet Room
Storage Room
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The Health Services Suite should be in complete compliance with COMAR 13A.05.05.10A.
The health suite must meet accessibility requirements of the ADA, and at a minimum, include
spaces for waiting, examination and treatment, storage, resting, a separate room for private
consultation and for use as the school health services professional’s office, a toilet room, and
lockable cabinets for storing health records and medications.
A designated school health services professional must be involved in the planning of the health
services suite.
The architect should refer to MSDE document, School Health Services, June 2002 for specific
utility information.
The suite should be designed to provide easy visual supervision of all the spaces by the health
services professional. The suite should be laid out so that an additional workstation for a health
professional can be positioned near the treatment and waiting areas.
In addition to access to the general office, the health services suite also must have a window into
the general office so that office staff may monitor the room when heath staff is unavailable.
The health room also must have a door to the corridor.
Ventilation is important throughout the health suite. .
The countertops should be seamless to aid in maintaining sanitary conditions.
The floor finish should be an easily cleaned non-absorbent material. Carpet should not be used
in any areas of the health suite.
A non-porous ceiling material should be used. Vinyl-coated ceiling tile or painted drywall is an
acceptable choice.
If any of the areas are enclosed then glazed walls areas should be provided.
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The health suite requires wall and base cabinets, lockable file cabinets, for storing health records.
A portion of these cabinets must be lockable to store medications, medical supplies, and
equipment.

Waiting Area
The waiting area should have space for four to eight chairs.
A small tack board should be provided in the waiting area to display health care and other
information of importance to students and staff.

Treatment/Medication Area
This area should be adjacent to the waiting area to facilitate the efficient flow of students.
This area should have a kitchen type sink with cabinets above and below (including a locked
medicine cabinet), a 34-inch high countertop, and a small residential style refrigerator/freezer to
store medical supplies and foods.
A minimum of 12 linear feet of wall and base cabinets should be provided.
The freezer should have an icemaker.
The treatment area also requires a computer.
A small sink, with cup, towel, and soap dispensers should be provided.

Office/Health Assessment Room
The room requires one computer, fax machine, and electronic connection and physical proximity
to a copy machine.
The spaces used for consultation and examinations must be enclosed with sufficient acoustical
isolation to ensure complete privacy and confidentiality.
A small sink, with cup, towel, and soap dispensers should be provided.

Health Assessment/Isolation Room
The spaces used for consultation and examinations must be enclosed with sufficient acoustical
isolation to ensure complete privacy and confidentiality.
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A small sink, with cup, towel, and soap dispensers should be provided.

Rest Area
This area should not be a fully contained room but rather an area that can provide privacy for
each cot with a draw curtain on a ceiling track.
The rest area needs space for two to four cots, and one bedside cabinet.
There should be a separate privacy room within the rest area, with a door and space for a cot and
a single pedestal desk and chair.
In the rest area and privacy room, supplementary power ventilation capable of 20 changes per
hour should be provided, with control by means of a separate switch within the health suite.

Toilet Room
One ADA toilet should be provided.
The toilet room should be accessed without having to go through another functional space in the health
suite such as a rest area.
Ideally, students should be able to enter the health suite solely to use the toilet room without disrupting
other activities.

Storage Room
The storage area is to have space sufficient for a four drawer locked file cabinet, a wardrobe for
coats, and space for storing large items such as wheelchairs.
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Staff Lounge
The staff lounge is a place for staff members to relax, study, plan, and think together.
Two toilet rooms are required just outside of the staff lounge. The toilet rooms may be labeled "adult"
rather than "male" and "female" in an elementary school.
The staff lounge should contain a compact built-in kitchen with six linear feet of counter space for a
microwave and sink and a space for a refrigerator (nic).
A clock should be provided.
A small, enclosed room with countertop and space for one chair is needed for a telephone.
Ventilation must be provided. An operable window in the staff room is preferred.
An area should be designated for a computer with jacks for computer & telephone (modem).

56

Building Service Facilities
Spatial needs
Building Service Office
Locker/Shower area
Compactor/Trash Room
Recycling Room
General Storage & Receiving Area
General Storage
Building Service Outdoor Storage
Building Service Closets
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Building Service Office
The entire building services area should be located adjacent to the general receiving area.
The office should be designed as a general office that can accommodate two staff members with two
desks and appropriate wiring for computers, phones, etc.

Locker/Shower Area
A locker area must be located near the receiving area.
Six full-size lockers should be provided in the locker area.
The locker area should be designed with an enclosed toilet room and shower room for building service staff
use.

Compactor/Can Wash/Trash Room
This room needs to be completely separate from the kitchen spaces with no common walls.
Trash trucks must have access to this room.
The room should be heated and have adequate interior lighting, floor drainage, and easily cleanable
surfaces.
Hot and cold water should be available for flushing and cleaning.
The room should be designed to be pest free and well ventilated.
Floors should be sloped so that wash down stays within the room and goes down the drain.
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The compactors need to be installed with enough clearance away from the wall to permit staff to access
the equipment from all sides.
A roll-up door for trash transfer to trucks, steam cleaning equipment, and trash collection containers are
needed.
The room should be designed with a ramp to allow trashcans to be rolled to the dock.

Recycling Room
The recycling room should be located next to the trash room. This room will be used for the sorting of
recycled items.
Space for a recycling dumpster for cardboard is needed outside of the recycling room (approximately
8’x8’).
This room needs to be completely separate from the kitchen spaces with no common walls.
Trash trucks must have access to this room.
The room should be heated and have adequate interior lighting, floor drainage, and easily cleanable
surfaces.
Hot and cold water should be available for flushing and cleaning.
The room should be designed to be pest free and well ventilated.
Floors should be sloped so that wash down stays within the room and goes down the drain.
A roll-up door for trash transfer to trucks, steam cleaning equipment, and trash collection containers are
needed.
Ramp should allow trashcans to be rolled to the dock.

General Storage and Receiving Area
The receiving area should be enclosed, floor to ceiling, with a chain link fence.
Flexible shelving is required but should not occupy more than one third of the area.
This area must be secured.
Good lighting and easy access to materials being stored are required.
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Electrical outlets, upgraded lighting and ventilation must be provided in this area.

General Storage
Flexible shelving to accommodate books, teaching aids, large size (24" x 36") paper, and other
instructional supplies is required.
Good lighting and easy access to materials being stored are required.
Electrical outlets, upgraded lighting and ventilation must be provided in all large storage rooms for
future flexibility.

Building Service Outdoor Storage Room
Outdoor storage is to be near the service area and is to be suitable for heavy mowing, snow removal,
and other outdoor equipment.
The dimensions of the outdoor storage area must be able to accommodate two tractors side by side.
(one tractor is approximately 9’ long by 7.5’ wide and a second smaller tractor) and other equipment.
A rolling garage style door and a regular door must be provided.
A ramped and paved driveway is required for the tractor so that it can access the sidewalk and
driveways of the school during snow removal.
Electrical service and lighting inside must be provided. Access to the light switches must be available at
both entrances.
Proper ventilation for storage of gasoline is required.

Building Service Closets
At a minimum, there should be a building service closet for each 19,000 gross square of the facility. In
addition, there should be a building service closet on each floor and each wing of the facility.
The closets should be a minimum of 25 sq. ft.
The building service closet must accommodate a minimum of one utility cart.
The closet requires shelving for cleaning supplies.
The closet requires a floor mop sink with hot and cold running water and a floor drain.
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A mop/broom holder is required.
Where feasible, closet doors should swing outward in order to maximize the storage area and provide
easier access to items within the closets.
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Physical Education Instructional Site Requirements
The site should be designed to provide a clear view of all play areas and to facilitate supervision from
one location.
Protective fencing may need to be provided near heavily wooded areas, busy streets, steep hills, parking
lots and turnaround areas.
Metal drains/grates should not be located in the playing fields and paved play.
Paved areas and fields must be as level as possible. Water should not collect on paved areas
The items described below are for a school with a site meeting the 12-acre requirement. At schools with
smaller sites, the architect is to work with MCPS staff, including the Physical Education Curriculum
Coordinator, Safety Director, and school staff to determine layout of the play areas. The outdoor
physical educational instructional space should not be compromised for playground equipment.

Softball Fields
Two softball fields should be provided with the following design requirements:
250' radius, with a soccer field superimposed should be provided if possible. See below for the soccer
field dimensions.
The site size will determine the number and dimension of the softball fields.
Softball fields should have metal benches protected by fencing for each team's use.
The fencing and benches should not interfere with soccer field usage.
The softball backstops (2) shall be in diagonal corners of the field or in corners on the same side. See
diagram in Architect's Guide provided by Division of Construction.
Softball infields are not skinned for elementary schools. However, one field may be skinned if it does not
significantly impact the soccer playing area.

Soccer
The site size will determine the size of the soccer fields. The elementary school size soccer field is
150'x240' however the minimum size field should be 105' x 180'.
No permanent goals or temporary goals should be installed on the soccer fields.
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Paved Play Areas
Two paved areas, 80' x 100' should be provided if the site permits. On small sites, one paved play area
If located adjacent to one another, a grassy strip of at least 20' should be between the two paved areas.
One area should have four basketball goals with appropriate striping (see diagram in Architect's Guide
available from the Division of Construction).
A second area, designated for primary use, shall be striped according to drawings provided in the
Architect's Guide available from the Division of Construction.

Kindergarten Paved Play Area
A third paved area, at least 40’x 60’ but preferably 80' x 100', is needed for the Kindergarten students.
This area needs to be located adjacent to the Kindergarten playground (mulched) area and close to the
other paved play areas.
This area requires a fence around it or adequate separation from the other paved play areas.
The area will be striped according to drawings provided in the Architect's Guide available from the
Division of Construction.

Playground Equipment Areas (mulched areas)
One or two areas shall be provided near the playing fields and large paved play area for playground
equipment. Each area should be approximately 40’x40’. The size and shape of the play area will be
developed during the design process in consultation with MCPS staff.
The area shall be level, bare ground, unseeded, and no sod. MCPS will provide equipment dimensions
for these areas.
An underground drainage system must be provided.
The loose-fill surfacing material (engineered wood fiber) must meet ADA requirements. A border must
be provided to contain the filler. The surfacing materials must meet or exceed safety specifications for
shock absorbing qualities as outlined by US CPSC.
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Kindergarten Play Area (mulched area)
A mulched kindergarten play area of 40' x 60' should be located adjacent to the kindergarten paved play
area described in the physical education section for playground equipment. The size and shape of the
play area will be developed during the design process in consultation with MCPS staff.
The area shall be level bare ground, unseeded, and no sod. MCPS will provide equipment dimensions
for this area.
Protective fencing should enclose the area.
An underground drainage system must be provided.
The loose-fill surfacing material (engineered wood fiber) must meet ADA requirements. A border must
be provided to contain the filler. The surfacing materials must meet or exceed safety specifications for
shock absorbing qualities as outlined by US CPSC.
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Site Requirements
12 useable acres for new schools is ideal. More than 12 acres may be needed due to terrain or for
environmental protection requirements.
Other considerations include road access, ability to extend sewer, water and other utilities, good
topography, compatible adjacent land use.
The site should be designed to provide a clear view of all play areas and to facilitate supervision from
one location.
A minimum of 80 parking spaces should be designed initially for a school with regular staffing
allocations, with future expansion possible. At schools with class-size reduction, 100 parking spaces
should be provided.
Protective fencing may need to be provided near heavily wooded areas, busy streets, steep hills, parking
lots and turnaround areas.
Metal drains/grates should not be located in the playing fields, paved play areas and mulched
playground equipment areas.
Paved areas and fields must be as level as possible. Water should not collect on paved areas or in
mulched areas.
Playground equipment areas should not be located at the bottom of hills unless a provision is made to
channel water away from the equipment areas.

Driveway and Service Drive
The driveway must be 24' wide, 50' radius for turnaround, for buses, with a separate entrance and exit
or turnaround is required.
Bus traffic should be separated from car traffic at all times, when possible. Bus loading zones should be
able to accommodate the entire student body.
All driveways must be arranged so that children do not cross them to get to the play areas. Access to
the Head Start and future day care areas must be considered.
Pedestrian access to the school facilities should be designed to make the best use of community rightof-ways and should not require students to cross in loading zone areas.
The design must follow ADAAG 4.1.2(5)c, which stipulates that when a passenger loading zone is
provided, a portion of it shall comply with ADAAG 4.6.6. At a minimum, the established car loop for
passenger drop off should not interfere with the accessible parking spaces.
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Driveway aprons are to be perpendicular to the centerline of the street; and if there is an intersecting
street on the opposite side from the proposed driveways, the driveway apron is to line up with the
intersecting street.
The grade of the driveways shall not exceed eight percent and should provide for a minimum centerline
radius of 50 feet to provide adequate turning space for buses.
A service drive 15' wide with an adequate turnaround is required to service the kitchen, boiler room,
and general delivery area.
Where necessary, oil filler pipes, with adequate overflow pipes, are to be easily accessible for a tractortrailer.

Landscaping
Planting should include screen planting and other planting needed for erosion control.
Existing plant stock, if on site, is to be evaluated for use and protected accordingly.
Landscaping to support energy conservation and to relate the building to the site with aesthetic appeal
must be included.
Planting areas along sidewalks and wooded and flowered areas are to be situated to enable the physical
education program to be carried on without undue disturbance to the classrooms.
Provision for outdoor watering must be included.
The landscaping plan should include areas for outdoors environmental education programs.
Areas should be identified where plowed snow could easily be piled.

Additional Program Requirements
Preschool Education Program (PEP)
• Provide 3 classrooms at 1,050 square feet with toilet facilities.
• Provide observation rooms at 100 square feet with views and sounds into classrooms, also
with a door to corridor and one-way glass.
• Provide storage at 200 square feet per classroom.
• Provide a kitchenette at 100 square feet to be shared between classrooms with a dishwasher
and washer/dryer to be shared.
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Provide a Parent/Group Conference Room of 250 square feet.
Provide a Speech Therapy Room of 250 square feet.
Provide a Motor Therapy Room of 250 square feet.
Provide a small fenced outdoor play area if possible, with storage for outdoor toys.
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Section 4
ARCHITECT SELECTION
The architect selection process is structured to choose competent architectural firms to
conduct feasibility studies and design the project to reflect the requirements of the
educational specifications and, to the extent possible, the aesthetic preferences of the
school community. Architectural firms interested in competing for project commissions
are invited to provide information on their qualifications and experience to the Division of
Construction on an annual basis. A committee comprised of the director, assistant to
the director, architect for school facilities, and project manager in the Division of
Construction as well as the planner review the qualifications of various firms to make a
short-list of five firms to be presented to the Architectural Selection Committee (ASC).
The ASC, which is chaired by the director, Division of Construction, or designee, the
architect for school facilities, project manager, planner and includes the building
principal or principal designee, a representative of the school community and school
staff, evaluates the information to determine the top three firms to interview. Interviews
are conducted to select the best qualified firm for the project. That firm is nominated to
the Board of Education to receive the design contract award. The Board may accept or
reject the committee’s recommendation.

Sequence of Events
1. Completed, approved guideline Educational Specifications for feasibility planning or
final educational program specifications for architectural design are received from
the Division of Long-range Planning. These specifications define the functional
requirements of the project and provide a basis for determining the types of
architectural and engineering services that will be required. For interested
architectural firms, the specifications provide an indication of the level of effort and
skills required to produce a successful final product.
2. Expressions of interest in providing architectural services are solicited from qualified
firms by publishing a public notice in a local newspaper for three consecutive days
(required by law) and by using other notification methodologies that have been
shown to be effective in providing this information to large numbers of qualified firms.
During the time period defined in the public notice, interested architectural and
engineering firms may apply for consideration for projects by submitting the following
information to the director of the Division of Construction:
A.

A letter of interest in the project signed by an officer of the firm.

B.

Completed, up-to-date U.S. Government Standard Form 330. This form is
used by the Federal Government for architect and engineering selection
and requires applicants to provide the types of information that allow
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MCPS to make an informed judgment on an applicant’s experience and
qualifications.
C.

Optional additional information on completed projects and special
qualifications.

3. Responses to the solicitation are evaluated by a team of professional designers and
construction managers within the Division of Construction. After reviewing all
proposals (usually in excess of fifty architectural brochures), this team will
recommend three to five firms to the architectural selection committee for
interviewing.
Architectural firm interviews will be scheduled for a time and date that is convenient for
the selection committee. The interviews will be held during normal business hours at an
MCPS central office.
Selection of firms for short-listing and interviews is based on the following criteria:
A. General competence, including that of proposed consultants
B. Geographic location of firm and consultants
C. Past performance on MCPS projects or on similar work elsewhere, especially
with regard to errors, omissions, and adherence to budget and schedule
limitations
D. Compatibility of the size of the firm with the size of the proposed project
E. Indications of the firm’s recent total workload and capacity to accomplish the
proposed work in the required time
F. Indications of the firm’s understanding of the project’s requirements
G. Special experience, design approach, or other special qualifications
H. Originality and quality of design of previous work
I. Firm’s financial responsibility
J. Measures of protection for MCPS against errors and omissions
4. Architectural Selection Committee Interviews Short-listed Firms
Depending on the number of firms to be interviewed, the complexity of the project, and
the size of the selection committee, interviews may be scheduled on one or more days.
The interviews are structured so that each firm receives an equitable opportunity with
the committee to present their qualifications and whatever information they feel makes
the firm uniquely qualified for the project. At the conclusion of the presentation, the
committee votes on the firm to receive the commission.
5. Appointment by Board of Education
The Director, Division of Construction, negotiates an appropriate fee for services to be
provided with the selected firm. The firm and agreed upon fee must be approved by the
Board of Education before further design work may begin.
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THINGS TO REMEMBER IN EVALUATING ARCHITECTS
Those who make the best presentations or make the best impressions in interviews
don’t necessarily do the best work.
Focus on substance, not appearance.
Things about a specific building you like or hate may be the result of compromises
forced by the client and not a reflection of the architect’s talent.
It’s important to have confidence in the abilities of the architect, and some are better at
hand-holding than others, but the most polite don’t necessarily do the best work.

69

Section 5
FEASIBILITY STUDY
Subsequent to the selection of an architect for the feasibility study, the project manager
will meet with you to discuss the logistics for the study. The primary purpose of the
feasibility study is to transform the guideline educational space requirements into a
facility plan and determine the scope of work and associated costs.
Feasibility Study Meetings
Notices to the school, neighborhood associations, and the surrounding community will
be sent by the Division of Construction to invite participation in the feasibility study
process. Participants are drawn from representatives of the Division of Construction,
Division of Long-range Planning, the PT(S)A, school staff, parents, and representatives
of adjacent neighborhood associations or landowners if they express interest.
The principal’s primary task during this phase is to identify the educational goal
envisioned for the school program and facility needs that should be addressed as
part of the project. The architect will then work with the Feasibility Study
participants to ensure the goals and facility needs are addressed by the plans
developed in the feasibility study.
The principal will also work with the project manager and facilities planner to,
establish agendas, facilitate decision making, liaison with other MCPS staff
participating in the process, and direct the meeting participant’s work to a final
consensus. The project manager will be responsible for ensuring that the
architect complies with MCPS standards and performs their duties in a timely and
competent manner.
Using the guideline educational space requirements, the architect selected to do the
feasibility study works with the participants to determine the most effective manner in
which the selected site and, if the project is a modernization, the existing building, can
be converted to meet program needs. Participants have multiple opportunities to review
and discuss alternate approaches to completing the project. Approximately four
meetings over a period of a few months are usually required to develop the feasibility
study.
The final result of the feasibility study is a report prepared that provides various
alternatives and a recommendation of the most appropriate approach to achieving the
goals expressed in the educational space requirements. The superintendent uses the
feasibility report to make a recommendation on the project’s funding as part of the
biennial development of the CIP. The BOE must then decide whether to include the
superintendent’s request in their CIP submission to the County Council for further
funding.
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An example of a completed feasibility report is included in this section.
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Section 6
DESIGN PROCESS
The architectural design process encompasses the development of the architectural
design and construction bid documents for the proposed facility. This process evolves
through several phases and will last from one to two years based on the project scope
and timing for completion.
Selection of a Construction Manager
For large or particularly complex construction projects, the Division of Construction may
determine the need for a construction manager to both provide input during the design
phase and coordinate all the sub-contracted trades during construction. The process
for selecting a construction manager (CM) is the same as the process for architect
selection.
The difference between a general contractor and construction manager is that the CM
acts more as a fiduciary agent to the owner and is involved in all phases of the building
process including design, bid solicitation, job management and accounting. There is
generally a closer alliance between the CM and the owner than evident with the GC and
owner. Of course, this type of relationship generally requires the CM to gain the owner's
trust, a quality that often is only obtained after years of interaction and positive
experience between the two.
Participants in the Architectural Design
Once again, notices are sent out to the school, neighborhood associations, and the
surrounding community to invite participants to work with the architect to complete the
facility design. The makeup of the group and roles of the participants are similar to that
of the Feasibility Study participants. Their work during the architectural design phase
will be limited primarily to the development of the schematic design. The project
manager will provide you with the same assistance during this process as was provided
during feasibility planning.
Schematic Design
The first phase in the architectural design process is the schematic or preliminary plan
development. At this point in the process, the architect works with the Facility Advisory
participants to transform the relatively vague concepts in the feasibility study into the
actual conceptual space arrangement of a finished building. School staff and community
priorities are reflected in the proposed design, as the budget allows. This conceptual
plan incorporates the specific requirements of the educational specifications and the
budget approved by the BOE.
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The schematic design is an iterative process in which the architect's proposed approach
is critiqued by the Facility Advisory participants until a consensus is reached on a
preliminary schematic design. Under normal circumstances, the schematic design will
involve 4-6 meetings between the Facility Advisory participants and the architect to
finalize the preliminary plan. However, depending on the size of the project, the number
of participants, and the difficulty of the issues, the schematic design process can take
up to six months.
The final result of the schematic design process is a brochure outlining the facility plans
that must be approved by the Board. The schematic design brochure describes the
proposed building and includes drawings of the site plan, floor plans, and building
exteriors. An example of a schematic brochure is included at the end of this section.
The principal and at least one PTA/PTSA representative should plan to attend the BOE
meeting at which the schematic design is scheduled for discussion and approval. The
project manager will notify the principal several weeks prior to the Board meeting and
ask for suggestions on who will attend from the school community.
The work of the Facility Advisory participants, with the exception of the principal and
other MCPS staff, is completed when the Board accepts the schematic brochure. Some
schools may elect to present the schematic plans to the community. The project
manager will assist you with presentation of the schematic plans to the school
community or other civic groups.
HELPFUL HINTS:


Plan ways to share the schematic design with the community and staff,
such as the school web site, PTA fairs, civic association presentation,
general display in the media center, etc.



Include central office curriculum coordinators who are involved in your
school programs as meeting participants. This will expedite the resolution
of issues concerning program delivery that may come up later in the
design phase.



Send a short note/letter to the participant members thanking them for their
assistance and support.

Design Development
In design development, the architectural/engineering design team begins to convert the
approved schematic design into the detailed plans and specifications for the facility
construction. Architectural drawings are prepared on how the building will look on the
site. Detailed floor plans are developed that show the actual sizes of all interior spaces.
The relationship of each instructional space to other instructional spaces and to the core
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areas of the building becomes more apparent. The functional utility of instructional
spaces is reviewed with central office subject matter coordinators. Locations of furniture
and equipment within the rooms can be planned. Preliminary construction estimates are
developed and cost alternatives are explored. The end product of this phase of
development is a set of architectural and engineering drawings that represent
approximately 35% of the information required to actually construct the building.
During the design development phase, the principal will be primarily involved in
providing the design team with an educational program perspective on how the
requirements of the educational specifications are transformed into the facility design.
Depending on the size and complexity of the project, the design development process
can take up to six months. During this time, the project manager and architect meet
periodically with school staff and central office curriculum coordinators, preferably
simultaneously, to present the evolving design and to solicit comment and suggestions.
These reviews are intended to give principals an understanding of how the building
looks and what will be included in each room, such as cabinetry, location of
electrical/data/telephone/CATV outlets, location of whiteboards, Prometheans etc.
Unless you've had a course or two in engineering drawing, we don't expect you to know
how to read and interpret the plans. However, the project manager will work with you to
make sure you have a clear understanding of what is in the plans. The project manager
and our in-house staff will also be reviewing the plans at this stage to ensure
compliance with the program and MCPS standards.
At the conclusion of the design development, the drawings will be approximately onethird (1/3) complete. The project manager will organize all review comments, distribute
them to the principal and coordinators, and assure that the architect has incorporated
them into the design documents if appropriate.
Every reasonable attempt is made to incorporate school staff suggestions into the
design, subject to legal and budgetary constraints. Our purpose is to build a facility that
meets MCPS program and building standards. While individuals may have strong
preferences on certain issues, we cannot always include personal preferences in the
plans since individuals are only temporarily assigned; but the building remains, for at
least as long as it takes to pay off the capital improvement bonds sold to pay for it.
When disagreements on program issues arise between curriculum coordinators and
principals, we ask them to attempt to reach a compromise. In most cases, a
compromise is reached. Program issues on which agreement cannot be reached are
referred to the Associate Superintendent of Curriculum and Instructional Programs.
The County Council has mandated that MCPS identify a number of alternative design
features, called "add alternates" as part of the plan. These alternatives are items or
building features that are desirable but not essential for the delivery of the instructional
program, such as repaving an existing parking lot or replacing existing building
elements that can be reused. Their purpose is to allow for a margin of error between the
cost estimates and the actual cost proposed by contractors during the formal bidding
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process. Without this safety margin, the Board would not be able to award a
construction contract if the bid cost exceeded the approved budget, and the project
would be delayed. The number and type of alternates will be developed in consultation
with the principal during design development. If the budget does not permit the
acceptance of all alternates when bids are received, the director, Division of
Construction in conjunction with the Architect for School Facilities will make the
determination of which alternates will be eliminated.
At the conclusion of design development, the building layout is finalized. From this point
forward, things can be rearranged within the room layout; however, the location of
program spaces is fixed.
HELPFUL HINTS:
•

Have staff review their space and imagine themselves in the room. Use a
checklist to have staff consider use of electricity, flow of movement, use of
equipment, location of furniture, traffic in and out of the room, and building
features in proximity to their space.

•

There may be building code requirements in effect that will alter something that
you find useful in the existing building. An example of this is corridor tack boards.
The current fire and life safety code limits the amount of tack boards in corridors
to a small fraction of what was provided in the past. If a building is modernized,
we must comply with this requirement, and you will end up with far less corridor
tack boards than most old buildings contain. Ask your project manager about
this type of situation when you review the plans.

Construction Document Preparation
Once design development is completed and all MCPS review comments have been
incorporated into the facility plans, the architect and their engineers begin the final part
of the architectural design, which is referred to as construction document preparation.
When preparing the construction documents, the design team completes the detailed
drawings and specifications that contractors will use to actually build the facility. All
elements of the building are detailed, and the relative size and location of all
instructional spaces are clearly defined. Exterior details of the building and the site are
also finalized.
At the beginning of construction document development, staff from other MCPS central
office departments will start to become involved in the development of the final plans.
This will include staff from the Network and Computer Services Team who assist the
architect with CATV and global access wiring, staff from the User Services Team who
will assist the architect with telecommunications wiring, and staff from the Security
Division who will assist with the design of the security systems. Input from supporting
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staff will conform to MCPS policy and practices regarding facility designs. The project
manager will ensure that the principal has an opportunity to review and comment on the
design proposals from staff responsible for CATV, telecommunications, data, and
security systems.
The principal's role during this phase will be similar to design development. The
project manager and architect will meet with you periodically during this phase to
review the progress of the plans and get your input. At the end of the
construction document preparation phase, the project manager and architect will
meet with you for a final review of the drawings. The purpose of this review is to
ensure that the principal has a clear understanding of the final room layouts and
what amenities are being provided. This will give you an opportunity to visualize
all the detailed information that is included in the building layout. The project
manager and architect will take as much time as necessary to ensure you are
familiar with what is being provided in the plans. You and your staff should take
advantage of this review to understand what is included and how things are
arranged
in
each
room,
such
as
cabinetry,
shelving,
electrical/data/CATV/telephone outlets, Prometheans, whiteboards and tack
boards, and all the other items that will be identified in the final plans.
It has been the Division of Construction's experience that the principal's
understanding of what is in the final contract documents is the key to a
successful facility design. The architectural design process is an evolution of a
concept into reality. Often during the drawing development, changes occur to a
room layout that appear to be minor, but in reality can alter the functionality of
the space. The project manager is constantly reviewing the plans to ensure this
doesn't occur.
However, the understanding you gain from the final review with the project manager and
architect is added prevention.

HELPFUL HINTS:



Ask the project manager/architect to give you an itemized list of things
not typically included in the construction plans that you may have to
purchase later with furniture and equipment funds, such as clocks, pencil
sharpeners, etc.



The updated plans should be made available at the school for those
interested in seeing what will be done as part of the construction plans.
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Section 7
RELOCATING TO A HOLDING FACILITY
Most elementary and middle school modernization projects will require that the existing
facility be vacated during construction. MCPS maintains several holding facilities for
schools undergoing modernization. There is a tentative housing plan prepared each
year and identified in the annual CIP request for schools scheduled for modernization.
The annual projected housing schedule can change from year to year based on any
number of complicated factors. Under normal circumstances, your holding school
assignment will be firmed up prior to the beginning of the architectural design phase.
The move to a holding facility will be coordinated by the Department of Materials
Management. A representative from that department will contact you approximately six
(6) months prior to your move. They will provide you with specific instructions on the
move’s logistics and assistance on all matters regarding packing, tagging material and,
the physical move. Guidelines that contain information from the Department of Materials
Management regarding the move to a holding facility is included at the end of this
section.
HELPFUL HINTS:
•

Once your modernization project starts architectural planning and a holding facility is
designated, make arrangements with the principal occupying the holding facility to
visit. If there are minor modifications needed to accommodate your program while at
the holding facility, this information needs to be conveyed to the director of the
Department of Facilities Management, as early as possible prior to your relocation.
You will have to facilitate this issue directly with the director of Facilities
Management.

•

Start thinking early about the following:
•
•
•
•
•
•

Transportation and identifying bus stops
What to take to the holding facility from your existing furniture and equipment
New emergency evacuation plans
Registering students at the holding facility
How to plan the relocation move with your staff
Preparing the community and students for the move

•

Be proactive in looking at the holding facility and what will be available while you are
there. If your program has special needs that will be required at the holding facility,
the earlier they are identified the more successful you will be in obtaining additional
resources.

•

You should begin informing the community well in advance of the actual relocation,
and provide them with frequent reminders of the pending relocation. These
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notifications should go to parents of current students as well as parents of students
currently in your feeder school who will be affected by the relocation.
EYE days can be considered, if approved, to facilitate your relocation, as well as early
dismissal for the school year. Discuss these matters with your community
superintendent.
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•

•
•
•

Department of Materials Management
Packing / Moving Guidelines for Relocating to a Holding Facility
Following these guidelines will assist you through the successful completion of your
project. If you have any concerns or questions, please contact us. Communication is
the key to our success!
 Begin NOW to review storerooms at your location to remove items not needed.
 File Cabinets:
1. Do not have to be emptied (unless a lateral file).
2. If cabinet has a lock – do you have the key? If not, wrap masking tape
around the lock to prevent an accidental locking of unit.
 Office desks must be emptied – contents packed.
 Bookcases must be emptied – materials packed.
 Box all materials and label each box (see attached label) with staff name. Place
label on side of box (not top).
 Tag all equipment with the staff nameSEE ATTACHED SAMPLE. (Do not use
box labels on furniture and equipment. Box labels will not peel off!)
 Tape, boxes and box labels are available upon request.
 Copiersmust be serviced for this move. Team Works will move your copier.
We will coordinate the timing of this transfer with Team Works.
 Computerswrap cords to make move easier and assign same system number to
all pieces of computer system. (Use plastic bag for small items.) Email Steve
Silvious.
 Vending machines must be moved by Royalle Dining Services, 1-800-404-8704.
 Personal items should be moved by the staff member. However, we will move
personal items remaining in the building but will not take responsibility.
 The media collection will be moved on carts (DO NOT PACK).
 Work with the staff of the Division of Maintenance to disconnect furniture and/or
equipment you wish to relocate.
 Label all items to be moved.
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Section 8

BIDDING/BUILDING CONSTRUCTION/
ORDERING FURNITURE AND EQUIPMENT
Bidding the Project
When the County Council appropriates construction funds for the estimated cost of the
project, formal bids are solicited from qualified contractors. The bidding process is
governed by state law. General contractors and subcontractors are requested to prequalify annually for the purpose of bidding MCPS projects. This solicitation is placed on
the Division of Construction website and e-Maryland Marketplace to generate interest in
MCPS projects. The qualifications presented by these firms are rated by a third party
along with MCPS staff to pre-qualify contractors to bid MCPS projects. Notice to bid will
be sent to pre-qualified contractors only.
The construction documents are the sole basis on which the contractors base their bids.
Generally, the project is bid as a “base bid” with “alternates”.
The construction bids are opened and read publicly at a specific pre-announced time
and place. The lowest responsible bidder, which means the bidder whose base bid and
accepted alternates TOTAL the lowest number, is awarded the contract subject to BOE
approval.
Since a contractor’s reputation depends on the quality of his or her work, it’s reasonable
to expect competent work. It has been our experience that this occurs the majority of
the time, especially since our inspectors watch them closely and make them redo work
that is not in accordance with the requirements of the contract documents.
We’d like to stress that the Division of Construction staff is responsible for contact with
the contractor(s) to ensure a quality product. DOC staff will be with you throughout the
project and any concerns regarding the construction schedule or any questions for the
contractor should be channeled through your construction inspector.
Building Construction
Construction begins after the Board of Education formally approves the contract with the
lowest responsible bidder and a legally binding contract is executed between the Board
and the successful bidder. At this point in the process, responsibility for the project
transitions to the construction inspection team in the Division of Construction.
Your project will be assigned a construction inspector who is responsible for quality
control of the contractor’s work. The construction inspector and the construction
inspection team leader will assist you with the activities that require the principal’s
involvement during construction. The design project manager will continue to be

141

involved; however, his/her participation will be limited to design issues that come up
during construction.
The construction contract contains all the requirements to complete the building and
incorporates the plans and specifications that formed the basis of the bidding. Anything
not in the contract at this time will either cost extra, if it is additional work, or yield a
credit, if it is subtracted from the required work. For obvious reasons, everyone on the
side that’s paying, i.e., MCPS, tries to minimize additions, and everyone on the side
that’s getting paid, i.e., the contractor and subcontractors, tries to generate reasons for
additions. It’s good to keep this in mind as construction progresses.
Your role during construction will be to act as a conduit for information to the
community and to participate in those activities that require the informed input of
a principal. Specifically, your help will be required in selecting how rooms should
be identified on signs, how the rooms should be numbered, how the building
should be keyed, and aesthetic considerations such as the color scheme for
paint, carpeting, and tile. The architect and Division of Construction staff will
work with you on these details.
Ordering Furniture and Equipment
Another important part of the principal’s role during construction will be
purchasing furniture and equipment (F/E) and planning your move-in. Principals
are contacted early in the construction phase by the Department of Materials
Management with detailed instructions and specific information on purchasing
furniture and equipment and moving into the completed facility. You will also be
given your funding allocation for F/E at this time. You will receive a sample list
from the Department of Materials Management as a guide to purchasing furniture
and equipment. They also provide principals with budget information and assist
with selecting and ordering individual and bulk items. The only specific rule
when ordering furniture and equipment from the capital budget is that any
individual item must cost more than $250 and/or have a life expectancy of at least
ten years. No software may be purchase with capital money.
Job Progress
Although the temptation will be to get directly involved in the daily management of the
project since it’s occurring at “your” school, fight it, especially if you’re susceptible to
ulcers. There will be problems, but others will solve them; it’s their job. No matter what
anyone may have told you, the responsibility is really elsewhere. When the project
begins, control of the site is legally turned over to the contractor. You will be kept
informed of the general progress and be involved in any decision during
construction that affects the building design.
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Construction Progress Meetings
A construction progress meeting for your project generally will occur bi-weekly.
Attendees usually include representatives of the architects and engineers who designed
the facility, management and inspectors from the Division of Construction who legally
represent the owner, which is MCPS, and the contractor and their subcontractors. The
progress meetings are intended to review progress, address quality of workmanship
issues, work out coordination, and, at times, resolve conflicts of items that were missed
by the drawings. You may attend these meetings. However, if you are unable to attend,
the project manager or construction inspector will let you know what occurred as well as
ensure a copy of the meeting minutes is forwarded to the school. You will also be given
advance warning of issues that require the principal’s input so your time can be used
effectively. The Division of Construction staff will work closely with you to schedule
activities such as keying, color selections, and other issues needing the principal’s
review for progress meetings that are convenient for you to attend. If it is inconvenient
for you to attend progress meetings when these decisions need to be made, a separate
meeting will be arranged. Any potential changes which involve the facility design will be
reviewed with the principal prior to implementing.
While most contractors are only interested in doing a good job for the client, there are
times during progress meetings when appearances can be deceiving: there’s a whole
lot of posturing going on, because money is involved. Extra revenue for them, extra
costs for us. Any change or delay involves either extra money that MCPS must pay or a
credit that the contractor must give back. Since problems occur during the actual work
that even the most competent, dedicated people can’t anticipate in advance, it’s a
delicate dance to arrive at equitable solutions.
The Construction Progress Report
After the Board of Education has awarded a contract to build your project, it will be
included on the Construction Project Report published monthly by the Department of
Facilities Management. This report is a public document submitted to the Board that
summarizes significant information about project progress; i.e., when the contract was
awarded, when construction should start, the anticipated date when construction will be
completed, and the percentage of the project that is completed as of the date of the
report. Since the construction process involved hundreds of workers and material
suppliers working for numerous companies, as well as being subjected to weather,
things often don’t go as planned. As time progresses, the report also shows slippage in
the original plan dates. A comments column provides relevant explanations of the
reasons for slippage and anticipated strategies for correcting problems.
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HOW TO TELL IF CONSTRUCTION IS PROGRESSING
Progress, like beauty, is in the eye of the beholder. Like any other complex repetitive
process, it is helpful to have experience in at least one complete construction cycle to
be able to judge when things are going well and when they’re not. Chances are you
haven’t had the pleasure. Not to worry, we have. We will work with you to ensure any
concerns you have are addressed.
A construction progress report that summarizes that status of all active MCPS
construction projects is published monthly and, as mentioned previously, regularly
scheduled construction progress meetings are held bi-weekly.
It is important to recognize that the general contractor or construction manager is
responsible for building the facility in accordance with the plans and for scheduling the
work of their subcontractors so it is completed on schedule. While MCPS can demand
that work performed be corrected or redone because it does not comply with the plans,
we have very little control over how the contractor schedules their work. While we
monitor the schedule closely and make suggestions routinely to improve the work
progress, the only legal measure we can enforce regarding the schedule is the final
completion date.
HELPFUL HINTS:
•

During the later stages of the construction, arrange to take the school support
staff through the building.

•

Try to arrange for your building service manager to attend the progress meetings
as the building is nearing completion.

•

Arrange for a display board at the holding school of photos of the construction
work during various stages for the community or staff.
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Section 9
MOVING IN
Typically, you will begin packing supplies and material to return to the modernized
facility prior to the end of the school year. The Department of Materials Management will
provide you with packing materials for personal items and ensure that your furniture and
equipment arrive when they are needed. They will also ensure that your move is
coordinated with the dates when the facility is available for occupancy. The Department
of Materials Management will contact you well in advance of the anticipated move-in
date with specific instructions for your project. You remain in the holding school until this
notification.
As the project nears completion, final inspections involving all the key players with
contractual obligations are made. A list of “not quite completed or not quite right” items
is compiled. This is called a “punch list”. The contractors have to keep working on the
punch list items until MCPS staff inspectors are satisfied.
Occupancy of the new or modernized facility can, and often does, occur before the
punch list is done. Sometimes we intentionally stage partial occupancy of the project as
individual areas, such as the administrative area and IMC, become completed and
available. Sometimes we wait until everything’s done. Sometimes we don’t have the
luxury of waiting for total completion.
Depending on the original schedule, what actually happens during the construction
process, and conditions over which MCPS has no control and which could not be
anticipated, your project may be substantially complete but still need some final
embellishment when the moving vans pull up. All contracted items will eventually be
done. It’s just that sometimes it takes longer than planned.
If this happens, you will not be abandoned. Division of Construction staff will be there to
continually ensure that contractors finish what they’re being paid to do. They don’t get
their final payments until they do it right.
During your move-in, the school staff will be given instructions and training on the
operation of the building systems. Your building service manager will also receive
maintenance and operation manuals for the building systems and equipment.
MCPS’ resources and experience normally ensure that projects are ready when
scheduled. Chances are, yours will be too. But it’s prudent to remember that things can
happen, such as severe weather, over which we have no control. As we mentioned in
the discussion on the Construction Progress Report, we watch the contractors closely,
so it’s unlikely there will be unpleasant surprises at the end.
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Completing the Punch List/Warranty Items
Typically, there will still be work that needs to be completed, primarily punch list items,
after you move in. Warranty items will also occur periodically during the first year of
occupancy. The warranty specialist and the project inspector from the Division of
Construction are responsible for ensuring this work gets completed properly and in a
timely manner. Division of Construction staff will continue to be involved with the project
until the punch list work is completed and the warranty period expires. They will work
with the principal to schedule the contractor’s work during times when it will not disrupt
the school program. Unless it is an emergency, you should refer punch list and warranty
items to the inspector or warranty specialist.
HELPFUL HINTS:
• Typically we occupy spaces that are completed when they become available
even though the entire facility may not be done. When this occurs, we are
granted a temporary occupancy permit that limits the number of staff and visitors
that may be in the building until the facility is completed. If this situation occurs at
your facility, it may impact registering students and having parents in that building
over the summer. You should be aware that this can happen and may impact
events such as open houses and dedications.
• EYE days can be used, if approved, to facilitate moving into the new or
modernized facility. You should discuss this with your community superintendent.
•

Scheduling of summer programs during your move-in should be reviewed
carefully and held elsewhere if possible.

•

During the first six (6) months of occupancy, ICB and other outside uses of the
facility are curtailed so warranty issues can be resolved and any remaining work
items completed.

•

You will be dealing with technology and building systems. The following are
building systems that will be much different than your old facility:
o
o
o
o

•

Security
Energy Management
Fire Alarm
Telephones

Some of the things you should begin to think about prior to moving into the new
or modernized facility are:
o Keys/Locks
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o
o
o
o

Fire Exit Plans
Movement of students through the building
New site traffic patterns
Arrival/Dismissal procedures

• It usually takes one full cooling and heating season with the building occupied
before the temperature controls for the air conditioning and heating systems are
fully adjusted. You should prepare the building and teaching staff for this situation
in advance of occupying the facility.
• Warranty issues can be complicated. Unfortunately, some subcontractors will try
to blame others for problems in order to avoid making repairs. You should avoid,
if possible, getting involved with who is responsible and let Division of
Construction staff handle these matters.
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Department of Materials Management
Packing / Moving Guidelines for Moving Back into Permanent Location
Following these guidelines will assist you through the successful completion of your
project. If you have any concerns or questions, please contact us. Communication is the
key to our success!















Review storerooms at your location to remove items not needed.
File Cabinets: DO EMPTY ALL FILE CABINETS - contents packed.
Office desks must be emptied – contents packed.
Bookcases must be emptied – materials packed.
Box all materials and label each box (see attached label) with staff name. Place label
on side of box (not top).
Tag all equipment with the staff nameSEE ATTACHED SAMPLE. (Do not use
box labels on furniture and equipment. Box labels will not peel off!)
Tape, boxes and box labels are available upon request.
Copiersmust be serviced for this move. TeamWorks will move your copier. We
will coordinate the timing of this transfer with TeamWorks.
Computerswrap cords to make move easier and assign same system number to all
pieces of computer system. Email Steve Silvious.
Vending machines must be moved by Royalle Dining Services, 1-800-404-8704.
Personal items should be moved by the staff member. However, we will move
personal items remaining in the building but will not take responsibility.
The media collection will be moved on carts (DO NOT PACK).
Work with the staff of the Division of Maintenance to disconnect furniture and/or
equipment you wish to relocate.
Label all items to be moved.

RELAX—This will be a successful move back into your new, beautiful building!

148

Section 10
PROJECT CLOSE OUT
After you have moved into the new or modernized facility, there are still two functions
that need to be completed. A formal Board of Education inspection of the facility and a
post occupancy review to determine how well the completed facility meets expectations.
Board of Education Inspection
The Board of Education inspection serves two purposes:
•

First, it is a requirement that the Board of Education inspect and act on the
acceptance of capital projects. The inspection is delegated to a member(s) with a
formal follow-up action by the entire BOE. This action begins the formal close out of
the project and its capitalization.

•

Second, it provides an opportunity to highlight some of the features of the project.

The Board inspection may include Board member(s), the principal, PTA representatives,
your community superintendent, deputy superintendent, director of facilities
management, director of construction and staff, project architect and
contractor/construction manager.
The inspection is normally scheduled within 90-120 days after you move in. The
Division of Construction will coordinate the scheduling of the actual date with the
principal. It is preferable to assemble the group prior to the inspection for the purpose of
introductions and an explanation of the purpose of the inspection. The decision can be
made before the tour begins. The tour is very informal and everyone has the opportunity
to ask questions and make comments at any time. The process is flexible and we have
the opportunity to make adjustments as necessary.
Post Occupancy Review
After the new or modernized facility has been occupied for one school year, planning
and construction staff will schedule a meeting with the principal and school staff to
discuss how well the building design meets program expectations. The purpose of this
review is to determine what works well and get suggestions for improvements to the
educational specifications, our facilities standards, and the process for planning and
constructing capital projects. The information gained from post occupancy reviews is
incorporated in future programs, facility designs, and the work process when
appropriate.
This ends the trip. Hopefully, it has been a rewarding and successful journey.
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