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FOREWORD

The Interagency Committee on School Construction has approved this Administrative Procedures
Guide to reflect changes in the operation of the program consistent with the revised Rules, Regulations,
and Procedures for the Administration of the School Construction Program as approved by the Board of
Public Works, June 10, 1981, and as amended September 21, 1982, September 17, 1986, December 30,
1987, October 11, 1989, and October 6, 1993.

This publication provides State and local personnel, architects, and governmental officials with an
understanding of the method of operation and administration of the Public School Construction Program.
The material is arranged in sequential order and follows a project from inception through design,
construction, and occupancy.

Formal review stages and approvals are required by the Committee in the development of a
project. These required approvals are in no way meant to restrain local initiative in program or project
development but are instead a means of monitoring the prudent expenditure of State funds.

The guide is organized and presented to facilitate additions or modifications as developed. It can
be kept up-to-date with future insertions or changes. We will review the procedures periodically to make
them more effective. Suggestions you may have that would add clarity or improve effectiveness are
always welcome.

This document should contribute to the improvements in the planning, design, and construction of
public school buildings in the State of Maryland. Through the cooperation and interaction of the local
school district staffs, architects, and the staff of the committee, improved educational facilities and
learning environments can be developed.

Yale Stenzler
Executive Director
September 1994
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100 - GENERAL INFORMATION This section has been

revised and replaces
100.1  AUTHORITY previous Section 100.

A. The authority of the Public School Construction Program (PSCP) is provided in Sections 5-301, 5-
302, 5-303, 5-307, 5-308, 5-309 and 5-310 of the Education Article of the Annotated Code of
Maryland. Related statutes and regulations are listed in Appendix #TBD.

B. History of the Authorization

1. The State Legislature, through Chapter 624 of the Acts of 1971, added Section 130A to Article
77 of the Annotated Code of Maryland providing for a program of State assumption, under
certain conditions, of the costs of public school construction and public school capital
improvements. This statute was subsequently recodified in 1978 and is now in Sections 5-301,
5-302, and 5-303 of the Education Article of the Annotated Code of Maryland. Some of these
sections have been modified since that time. Sections 5-301.1, 5-307, 5-308, 5-309 and 5-310
were added to the Education Article, which pertain to the Public School Construction Program.

2. The legislation authorized the Board of Public Works (BPW) to adopt rules, regulations, and
procedures for the administration of the school construction and capital improvement program
and to establish an Interagency Committee on School Construction (IAC) to administer the
Public School Construction Program. Chapter 306/307 of the Acts of 2004, adopted by the
General Assembly in April 2004 and signed into law in May 2004, requires that the procedures
of the Public School Construction Program, including the procedures described in this
Administrative Procedures Guide, be incorporated as regulation in the Code of Maryland
Regulations (COMAR Chapters 23.03.01 to 23.03.05).

100.2 STATE FUNDING

A. The enabling legislation that created the Public School Construction Program in 1971 established a
program of State funding for school construction under certain conditions.

B. On the recommendation of the IAC, the Board of Public Works considers and approves certain
school projects as part of an annual capital improvement program.’ These approvals are specific as
to a definite project with a prescribed scope and cost. The Public School Construction Program
funds the eligible portion of each project, consistent with these approvals.

C. The Maryland General Assembly receives a budget recommendation from the Governor and
provides funding for the program through the enactment of an annual appropriation in the operating
budget and/or the capital budget. The General Assembly may increase the capital budget at its
discretion.

D. The Public School Construction Program funds the cost of constructing certain school capital
improvements or portions thereof up to the extent of the approvals by the Board of Public Works and
consistent with the current regulations, subject to annual appropriations.

E. The Board of Public Works on December 30, 1987, established a State/local shared cost formula to
determine the maximum State construction allocation for the eligible portion of a project. The Board

! Exceptions to the general process presented here occurred in the FY 2006 and FY 2007 Capital Improvement

Programs, when the General Assembly passed and the Governor enacted capital budgets that allocated specific
funding levels to each of the LEAs. These capital budgets authorized the IAC to approve final project allocations and
planning approvals. For FY 2008, the General Assembly authorized individual LEA allocations but restored authority
to the Board of Public Works to make final project decisions, based on the recommendations of the IAC.
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of Public Works, in response to a recommendation from the Governor's Task Force on School
Construction, approved a revised State/local shared cost formula on October 6, 1993.2 In 2004 the
General Assembly passed legislation that established a new cost-share formula, based on the
January 2004 recommendation of the Task Force to Study Public School Facilities, and required that
the percentages be updated at intervals not to exceed three (3) years. See Appendix #TBD for the
current percentage that applies to each school system.

Any costs in excess of those costs considered eligible for State funding are the responsibility of the
local jurisdiction.

There may be school construction capital improvement projects planned or constructed by a local
jurisdiction that are not eligible for State funding under the regulations. Some of these projects may
require the approval of the State Superintendent of Schools as specified under Section 2-303(f) of
the State Education Article, and are subject to the requirements for project procurement, delivery and
alternative financing of COMAR Chapters 23.03.03 to 23.03.05.

100.3 ORGANIZATIONAL STRUCTURE

A.

The organizational structure of primary responsibilities is shown in Exhibit 1.

100.4 A SCHOOL CAPITAL IMPROVEMENT PROJECT

A.

The outline of procedures and responsibilities for a school capital improvement project is shown in
Exhibit 2.

Eligible Project Categories
1. Existing Buildings

a. Renovation (R): Projects to fully renovate all or part(s) of schools that have been in use for
more than 15 years where the purpose is not to provide significant additional capacity, but
to adequately support State and local educational initiatives, to meet current building
performance and energy standards, and/or to extend the useful life of the part(s) being
renovated. A renovated school or portion of a school is considered to be in an as-new
condition and is not eligible for additional State funding for projects within 15 years of the
date the building is placed in service.

b. Limited Renovation (LR): Projects to partially renovate all or part(s) of schools that have
been in use for more than 15 years in order to extend the useful life of the building,
improve building performance and/or correct deficiencies, or enhance the setting for
educational programs. The project must comprise a minimum of five major building
systems and widespread educational and architectural enhancements. A school that is
approved for a Limited Renovation project is eligible for further State funding participation
within 15 years of the date the building or portion of the building is placed in service, for
work not undertaken in the Limited Renovation.

c. Renovation/Addition (R/A) or Limited Renovation/Addition (LR/A): Projects that meet the
objectives of a renovation or a limited renovation but also construct additions to these
schools in order to increase capacity, to support State and local educational initiatives, and
to extend the useful life of the building.

2

The Maryland General Assembly also approved legislation to modify the percentages for Baltimore City and

Prince George’s County for a designated amount for a specified period of time.
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Addition (A): Projects to construct additions to existing schools to provide space for
significant additional student capacity or to enhance educational programs, with preference
for basic instructional spaces such as classrooms and laboratories. Limited funding will be
provided for portions of the existing building that must be renovated in order to allow
connection to the new addition(s).

Science (Look Of The Future) (SCI): Construction or renovation of high school science
classrooms and laboratories in order to provide spaces that support contemporary science
instruction.

Systemic Renovation (SR): Renovation, replacement or enhancement of a specific building
system that will extend the useful life of the school facility for a minimum of fifteen (15)
years.

New Construction

a.

New: Projects to build new schools, generally to meet capacity needs, where neither re-
districting of school populations nor additions to schools in existing neighborhoods and
communities are possible or practical.

Replacement: Projects to replace the majority or the entirety of an existing school where
the cost of renovation is prohibitive, or site/building layout and other technical factors make
renovation of the entire structure infeasible. Replacement may include expansion to
increase capacity, and must typically be justified on the basis of a feasibility study.

Relocatable Classrooms

a.

b.

State-Owned Relocatable Classrooms: Projects to relocate State-owned relocatable
classrooms from one site to another, either within a school district or between school
districts.

Repairs to State-Owned Relocatable Classrooms are funded through a separate program.

Other: The IAC may recommend that the BPW establish special funding initiatives for
designated programs for a limited period of time. .

PROJECT REVIEW CRITERIA AND PROCESS

The factors used to evaluate and approve projects submitted in the Public School Construction
Capital Improvement Program are provided in detail in Section 102.4 Submission Requirements and
102.5 Evaluation and Approval of Project Requests. These factors are applied with the recognition
that there are great differences between the facility needs of different school systems: local and
community priorities are not the same, local fiscal capacities vary, and the number and scope of
projects also varies. Unigue programmatic, demographic or facility conditions must also be
accounted for. The following types of factors are considered by the PSCP in determining
recommendations.

School System Information

1.

Demographic and Enrollment Information: Includes student enrollment projections indicating
the need to build new schools and additions for increased capacity, or the need to consolidate
schools where student populations are declining. The number and requirements of students
with special needs are also factors for consideration.

Section 100 - GENERAL INFORMATION Page 3
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Educational Programs: Includes the need to build new schools and additions for changing
educational programs, the need to renovate or replace obsolete facilities that do not meet
current educational standards or do not accommodate special programs, and the overall grade
organization of the school system.

Financial Information: Includes local government priorities for public school capital expenditures,
local capacity and commitment to provide matching funds, and local capacity to locally fund
projects prior to or in the absence of State funding.

Environmental and Planning Information: Includes geographic, topographic, and soils
information, overall land uses, existing comprehensive plans, transportation and mobility
connections, water and sewer availability, the location of priority funding areas, as well as the
presence of sensitive environmental areas or sites of historic and archeological interest.

Existing Facility Conditions: Includes the age and condition of public school facilities, their
capacity to accommodate both enrollment changes and current educational programs, and their
possible historic value and interest.

General Project and Program Information

1.

Approved Projects: Status of projects that have been previously approved for planning and
funding within the LEA and within the state, and estimated capacity of the State to assume new
obligations in relation to projects previously approved.

Estimated Cost: Estimated cost of individual school system requests, and of total statewide
request.

Available Funding: Total available State funds anticipated, including new bond authorization,
“Pay-go” funds, and Statewide Contingency Account funds.

State Educational Priorities and Initiatives: Examples include kindergarten and pre-kindergarten
projects in compliance with State legislation, or Look of the Future High School Science
Classroom renovations.

Planning Approvals: To prioritize recommendations for planning approval, the PSCP utilizes a
process that considers the educational impact of the program, the number of students with
special learning needs, the age of the facility, its utilization, and its impact on State planning
goals related to community development, as well as other factors.

Specific Project Criteria.

1.

Eligibility for State Funding: Inclusion of a project within an eligible project category, prior year
funding, and State and local project priority (generally the LEA’s highest ranking requests will be
given preference for approval).

Local Approvals: All projects must be approved by the Board of Education by the date in early
October specified in July by the PSCP, and amended by the date in late November or early
December (if necessary) specified in July by the PSCP, and must also be approved by the local
government by same date in November or December . The local government must indicate its
commitment of local funds for the State match and for ineligible items.

Requests for Planning Approval (See Section 102.4 for specific requirements): The site must be
approved by the local board of education and by State agencies and the IAC, and the scope
must be justified by student enroliments at the school and/or at adjacent schools. Factors
considered in the site approval process are the relation of the school location to priority funding
areas and to existing communities, the availability of water and sewer connections,
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transportation and mobility access, site size, adjacent residential density, and the presence of
sensitive environmental areas or sites of historic or archeological interest. For facilities that are
required to be high performance schools, assurance of the intention to seek high performance
certification must be provided. For replacement schools or schools involving major demolition,
a feasibility study must be submitted and approved by the Designees. Projects for career and
technology education and/or special education must be approved by the respective Assistant
State Superintendent of Schools.

4. Requests for Funding for Major Projects (See Section 102.4 for specific requirements): The
project must be progressing through the design phase and construction funding must be
justified for the following fiscal year. The educational specification must be prepared by the LEA
and reviewed by PSCP/MSDE. The scope of work eligible for State funding will be determined
based on projected enroliments and the State Rated Capacity (SRC) at the school and/or
adjacent schools, the eligible area for renovation, and other factors. If the scope of the project
exceeds State parameters, the LEA will pay for excess costs. Prior year State funding will be
taken into account, and consideration will be given to whether multi-year funding is appropriate
based upon the estimated cash flow required for construction of a larger project. For facilities
that are required to be high performance schools, continuing assurance of the intention to seek
high performance certification must be provided.

5. Requests for Funding for Systemic Renovation Projects: The description of the work, age of
components, and cost estimate must be appropriate.

6. Requests for Funding for Educational Initiatives (Kindergarten/Pre-kindergarten, Look of the
Future High School Science Projects, other): Information regarding student enroliments and
teaching staff must be provided, as well as the area of the school that will be renovated or
added to.

Project Approval Status:

“A” - Approved;

“B” - Eligible for approval, but deferred due to fiscal constraints;

“C” - Deferred due to technical questions, concerns, or problems; or

“D” - Denied because ineligible for State funding.

Steps for recommendations for and/or the approval of projects: See Exhibit 2.

100.6 MAINTENANCE

A.

Maintenance inspections of a sample of all Maryland public schools will be conducted every year.
1. Items noted must be responded to within 30 days of natification.

2. Deficiencies in schools that receive a ranking of Not Adequate or Poor must be corrected within
60 days, and these schools will be reinspected to confirm the corrections.

An annual report on school maintenance is provided to the Board of Public Works in the fall, followed
by an awards ceremony for those schools that receive a ranking of Superior.

Notes: Abbreviations

AE Architect/engineer
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BPW
CIP
DGS
EFMP
IAC
LEA
MDP
MSDE
PSCP

Board of Public Works

Capital Improvement Program

Department of General Services

Educational Facilities Master Plan

Interagency Committee on School Construction
Local Education Agency

Maryland Department of Planning

Maryland State Department of Education
Public School Construction Program
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Exhibit 1

<<lInsert organizational chart here>>
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Exhibit 2

GENERAL PROCESS FOR A SCHOOL CAPITAL
IMPROVEMENT PROJECT IN THE STATE SCHOOL CONSTRUCTION PROGRAM

Specific requirements and procedures are provided in detail in the referenced sections of the
Administrative Procedures Guide. Not all requirements below apply to all project categories.

For projects that are submitted through other programs administered by the PSCP, see the
specific program regulations and procedures that apply.

For locally funded projects that are intended to be requested for State planning and funding
approval, follow the procedures outlined below. Correspondence on these projects is to be
directed to MSDE Facilities Branch, see Exhibit 3, CONTACTs

Prerequisites

By July 1 of each year: The LEA shall submit or amend its Educational Facilities Master Plan
and shall update its facility inventory.

The LEA shall submit a feasibility study in support of demolition of more than 50% of an existing
facility.

By September 1 of each year: The LEA shall submit a schematic design in order to be
recommended by staff for funding in the January round of approvals by the Board of Public
Works. This requirement does not apply to projects utilizing repeat designs, see Section 301.

By November 1 of each year: The LEA shall submit design development documents in order to
be recommended by staff for funding in the January round of approvals by the Board of Public
Works. This requirement does not apply to projects utilizing repeat designs, see Section 302.

B. Project Planning and Funding Approval

1.

By the date in early October specified by the PSCP: LEA submits a request for planning or
funding approval to PSCP as part of its consolidated annual CIP (amendments may be
submitted until the date in late November or early December specified by the PSCP).

Late October/early November: The PSCP staff reviews the request in a work session with the
LEA and requests additional and/or clarifying information.

Mid-November: The PSCP staff makes recommendations to the IAC for a portion of the
anticipated total State funding and conveys the same information to the LEA and local
government. Funding recommendations are based on the estimated total funding and on the
demonstrated progress of the project.

By the date in late November or early December specified by the PSCP: The local government
must approve in writing the LEA request and any amendments in order for the request to be
considered.

Early- to Mid-December: The IAC holds a hearing for LEA representatives to present
information on projects that were not recommended for approval by the PSCP staff. The IAC
makes decisions regarding projects and specific allocations that will be recommended to the
BPW for their approval. By December 31st, the IAC must recommend projects that constitute
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75% of the preliminary school construction allocation for the following fiscal year as presented
by the Governor prior to October 15. These recommendations are conveyed to the LEA and
local government representatives.

Late January: The BPW considers the IAC recommendations for planning and funding,
approves funding for projects not to exceed 75% of the preliminary capital budget, and hears
appeals from school systems on projects that were not recommended for approval by the IAC.

March 1: The IAC recommends project allocations for 90% of the submitted public school
capital budget. These recommendations are not subject to approval by the BPW until after May
1.

Mid- to Late-April: Following the end of the legislative session, the IAC recommends to the
Board of Public Works additional projects for funding and planning approval, based on the
appeals made by the LEAs at the January meeting of the BPW, on additional information
provided by the LEAs, and on the final funding level passed by the General Assembly and
enacted by the Governor. Funds may also be added from the Statewide Contingency Account.

After May 1: The Board of Public Works approves the final allocation of funds. The total amount
of the approved allocation will equal the approved funding. The PSCP sends information
regarding the BPW decisions to each LEA, the local governments, and other interested parties.
A tentative maximum State construction allocation is established for projects approved for
planning, and a maximum State construction allocation, which will not be changed through the
life of the project, is established for projects approved for first-time funding.

10. June 1: Allocations for construction are available.

Acquisition of School Sites

1.

4.

5.

Request for approval of acquisition is submitted by LEA following approval by the local board of
education.

The site is reviewed by State agencies after submission to State Clearinghouse.

Following Clearinghouse approval, the LEA submits a request for site approval to the IAC. The
request is reviewed by PSCP/MDP.

Material is prepared for approval by the IAC and the State Superintendent of Schools.

Site is acquired by LEA after IAC and State Superintendent’s approval.

Educational Specifications

1.

2.

Educational specifications are prepared by the LEA.

PSCP/MSDE reviews and comments on educational specifications.

Architectural/Engineering (A/E) Consultants for Design

1.

2.

3.

A/E is selected by the LEA.
Agreement is drawn up between the LEA and the A/E.

A/E services are funded by the LEA.

Schematic Design (SD)
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SDs are submitted by LEA prior to September 1 of year in which funding request is made in
order for the project to be considered for recommendation for funding approval in the January
meeting of the BPW.

SDs are reviewed and approved by PSCP/MSDE. Written comments will be provided.

Design Development (DD)

1.

2.

Pre-design development meeting may be held among the LEA, PSCP/DGS, and the consultant.

Documents and required supporting materials are submitted by LEA including life cycle and
energy conservation studies (prior to November 1 in order for the project to be considered for
recommendation for funding approval in the January meeting of the BPW).

Documents are reviewed and written comments are provided by MSDE for locally funded
projects, and by PSCP/DGS for projects that have received State planning approval, or planning
approval and funding.

Construction Documents (CD)

1.

2.

CD’s and required supporting materials are submitted by LEA.
Actual solicitation documents are reviewed by PSCP/DGS and written comments are provided.

Documents are reviewed and written comments are provided by MSDE for locally funded
projects, and by PSCP/DGS for projects that have received State planning approval, or planning
approval and funding.

DGS authorizes the project to proceed to solicitation (or construction) if the documents are
determined to be complete and if acceptable responses to written comments are provided.
(Note: the words “or construction” following the word “solicitation” apply to projects procured and
delivered through design-build, job order contracting, intergovernmental purchasing, or other
methods in which the award of contract is made before design is completed.)

Bidding and Contract Award

1. Projectis bid by LEA or procured by other acceptable method.

2. Award of contract is approved by Board, subject to IAC approval.

3. Bid information or other acceptable procurement information is submitted to IAC for approval.
4. Expenses in excess of the State construction cost are a local responsibility.

5. Contract is executed by LEA with record copy submitted to PSCP.

Construction

1. School is constructed under sole direction of LEA.

2. Related construction costs, e.g. site survey, test borings, etc., are borne by LEA.

3. Inspection of construction by local inspectors is performed as appropriate.

4. Change Orders
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a. All change orders approved by LEA are to be submitted for information to PSCP.

b. Change orders requested for State funding will be reviewed for eligibility, availability of
funds, and reasonable pricing.

c. The cost of change orders, or the portion thereof that is in excess of the contingency
established at the time of contract award approval by the IAC, shall be funded by the LEA.

The LEA updates the State’s electronic facility inventory database upon substantial completion
of each project.

L. Relocatable Classrooms

1.

2.

Funds for relocation of State-owned relocatable classrooms are requested as part of the annual
capital improvement program.

a. Project must be justified with respect to student enroliments and other criteria.
b. State participation is based on a fixed cost per relocation.

Funds for repair of State-owned relocatable classrooms are provided through the PSCP
operating budget, and are applied for separately from CIP funds.

M. Project Close-Out

1.

The LEA provides the following information to the PSCP:
a. Contractor’s final requisition(s), including Minority Business Enterprise (MBE) information.

b. Architect’s Certificate of Completion (for new construction and/or major
renovations/additions)

c. LEA Certificate of Acceptance

PSCP makes final adjustments in the total State funding for the project, based on review of all
project expenses and approval of any deduct change orders.

The PSCP conducts an audit of a sample of school construction projects in each LEA to review

procurement, construction management, minority business enterprise, close-out, document
retention, and other matters, and issues a letter noting any audit exceptions.
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Exhibit 3

CONTACTS

PUBLIC SCHOOL CONSTRUCTION PROGRAM (PSCP)

Executive Director: 410-767-0610
Administrative Assistant to the Executive Director 410-767-0611
Deputy Director 410-767-0096
Director of Fiscal Services 410-767-0612
Program Manager 410-767-0742
Chief of Information Technology 410-767-0618
MBE Manager 410-767-0726
Records Manager 410-767-0616
General Office 410-767-0617
FAX 410-333-6522
Website Www.pscp.state.md.us
Address Public School Construction Program

200 West Baltimore St.
Baltimore, MD 21201

MARYLAND STATE DEPARTMENT OF EDUCATION (MSDE),
SCHOOL FACILITIES BRANCH

Chief, School Facilities Branch 410-767-0097
School Facilities Architect Supervisor 410-767-0101
School Facilities Architect 410-767-0615
Administrative Specialist 410-767-0612
FAX 410-333-6522
Address Maryland State Department of Education

School Facilities Branch
200 West Baltimore St.
Baltimore, MD 21201

DEPARTMENT OF GENERAL SERVICES (DGS)

Program Manager 410-767-4378
Program Administrator 410-767-4246
Administrative Officer 410-767-4152
FAX 410-333-7967
Address Department of General Services

301 W.Preston St., Room 1207
Baltimore, MD 21201

MARYLAND DEPARTMENT OF PLANNING (MDP)

Director, Infrastructure Planning Division 410-767-4620
Deputy Director of Infrastructure Planning 410-767-4564
Facility Planner 410-767-4613
FAX 410-333-7967
Address Maryland Department of Planning

301 W.Preston St.,11"™ Floor
Baltimore, MD 21201

END OF SECTION
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102 PUBLIC SCHOOL CONSTRUCTION CAPITAL IMPROVEMENT PROGRAM

102.1

GENERAL

A. Purpose of the Public School Construction Capital Improvement Program

1.

4.

The Public School Construction Capital Improvement Program (CIP) is a six-year plan that
identifies public school construction needs and establishes a reasonable schedule for funding and
implementation.

a. The schedule for funding should reflect the anticipated availability of both local and State
funds, the required or desired date for implementation of the educational program, and a
realistic schedule for the planning, design, and construction of individual projects.

b. Since local capital needs for school construction projects far exceed both local and State
resources, the CIP should prioritize projects in order to establish realistic expectations for
project completion.

The CIP consists of the budget year request and anticipated requests for the following five (5)
years.

Projects within the capital improvement program may be proposed in order to increase capacity, to
support the implementation of State and local educational initiatives, or to improve building
performance.

a. Eligible project categories within the CIP are defined in Section 102.1.C.

b. Projects not eligible within the CIP may be eligible in the Aging Schools Program (ASP, see
Appendix #TBD), the Qualified Zone Academy Bond program (QZAB, see Appendix #TBD),
the Recycled Tire Grant Program (RTG, see Appendix #TBD), or the relocatable classroom
repair fund (see Section #TBD).

The capital improvement program implements the Educational Facilities Master Plan (EFMP), and
consequently should be in alignment with the EFMP (see Section 101).

B. Submittal of Annual Capital Improvement Program

1.

2.

See Section 102.7 for typical schedule of CIP submission dates.

By mid July of each year, the PSCP will disseminate a letter containing the schedule for
submission and meetings for the CIP to be submitted in the following autumn, the cost figure that
will be used to calculate the cost of construction, and any special requirements different from or in
addition to those in these procedures.

By a date in October specified by the PSCP each year, a six-year capital improvement program
request approved by the local board of education is to be submitted to the IAC if State PSCP funds
are to be requested for any project or projects within the next six years.

a. See Section 102.4 for general and specific submission requirements.

b. Projects requested in the CIP should be in agreement with the priority and needs described in
the Educational Facilities Master Plan (See Section 101)

c. Prior to the CIP submission, the IAC staff may discuss with LEA representatives the projects
that will be requested for planning and funding approval.
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(1) This discussion is preliminary in nature and will not be viewed as a statement of the
official CIP submission of a board of education.

(2) A meeting with IAC staff is strongly recommended if the LEA intends to submit a request
for a new project category, if there have been concerns about prior year submissions, or
if the LEA contemplates submitting a request for a limited renovation project.

4. During and following the IAC staff review of each LEA's annual program request, and before the
staff submits funding recommendations for the next fiscal year to the IAC, meetings may be
conducted with the LEA.

5. By a date established by the PSCP in late November or early December of each year,
amendments to the proposed CIP approved by the local board are to be submitted to the IAC.

6. Written local governmental support for the CIP request and amendments is required in order for the
IAC to consider a project as a legitimate request. This letter of support must be received by the
Executive Director of the PSCP by the date specified by the PSCP for receipt of final approved CIP
amendments (see Section 102.7). The letter of support must address all amended as well as all
unchanged project requests. The PSCP may request additional confirmation of support prior to
making final recommendations to the IAC and following BPW approvals in May.

a. Any submitted project that is not approved by the local government will not be considered for
recommendation by the IAC.

b. Any submitted project that is withdrawn by the board of education will not be considered for
recommendation by the IAC.

Project Classifications. Eligible projects address existing buildings, new construction, and relocatable
classrooms. The project classifications under each category are provided below. No priority order is
implied in the sequence in which the project classifications are presented.

1. Existing Buildings

a. Renovation (R): Includes projects to renovate all or part(s) of schools that have been in use for
more than 15 years where the purpose is not to provide significant additional capacity, but to
adequately support the educational program and/or extend the useful life of the part(s) being
renovated. A renovation project achieves the current educational, building performance, and
aesthetic qualities of a new school. Portions of the school may be replaced if dictated by the
condition of the facility or by the educational program. A renovation project precludes further
participation by the State within 15 years after the project is placed in service.

b. Limited Renovation (LR): Includes projects that upgrade or replace a minimum of five major
building systems and include widespread educational or architectural enhancements in
schools or part(s) of schools that have been in use for more than 15 years. A limited
renovation upgrades an existing building and site, or a portion of a building and site, to
achieve many, but not all, of the current educational, building performance, and aesthetic
gualities of a new school. A limited renovation allows further participation by the State within
15 years after the project is placed in service for projects that were not included in the original
awarded scope of the Limited Renovation.

c. Addition (A): Includes projects to construct additions to existing schools to provide additional
student capacity, to enhance educational programs, or both.

102 - CAPITAL IMPROVEMENT PROGRAM Page 4



APPROVED BY THE IAC
SEPTEMBER 27, 2013

Amended August 20, 2020

(1) Within this classification, preference will be given to projects for kindergarten and pre-

kindergarten programs, and to basic instructional spaces such as classrooms and
laboratories.

(2) Limited funding will be provided for portions of the existing building that must be
renovated in order to allow connection to the new addition(s).

(3) However, consideration should be given to the impact of the increased capacity on
existing core spaces, and an addition or additions that provide additional space while also
renovating or enhancing core functions in a significant manner will be eligible for funding
as a Renovation/Addition project (see below).

(4) Additions for "limited use" such as auditoriums, gymnasiums, locker rooms, swimming
pools, kitchens, and cafeterias are also included in this classification, but may be given
lower priority than additions that provide instructional space.

(5) See Section 105 for high performance school requirements that may apply to addition
projects under certain circumstances.

d. Renovation/Addition (R/A) and Limited Renovation/Addition (LR/A): Includes projects to
renovate all or part(s) of existing schools and to construct additions to these schools to
provide additional student capacity, to enhance educational programs, or both. See Section
105 for high performance school requirements that may apply to addition projects under
certain circumstances.

e. Science (Look of the Future) (SCI): Includes renovation of high school science classrooms
and laboratories to support contemporary instruction.

f.  Systemic Renovation (SR): Includes renovation, replacement or enhancement of a specific
building system that will extend the useful life of the school facility for a minimum of fifteen (15)
years. Systemic renovation projects are to be distinguished from routine corrective or
preventive maintenance, which is a local obligation. Eligible project types include roofs,
boilers, chillers, architectural and structural repairs, doors and windows, electrical and
communication systems, and vertical conveyance systems. See Section 500 for more detail
and Section 102.4.C.2.c for submission requirements, Section 102.4.C.3.c for eligibility
requirements, and Section 102.6.E.2.f for funding methodology.

2. New Buildings
a. General
(1) All new schools receiving State capital construction funding shall be high performance
schools, unless waived by the IAC. See Section 105 for definitions, waiver conditions,
and conditions for Additional State Funding.
(2) See Planning Options, Section 102.4.B.2
b. New School: Includes projects to build new schools where additions for additional capacity to
schools in existing neighborhoods and communities are not possible or practical, or where
existing schools cannot be renovated to accommodate programmatic requirements.
c. Replacement School: Includes projects to replace the majority of an existing school where the

cost of renovation is prohibitive, or site and other technical factors make renovation of the
entire structure infeasible.
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(1) Replacement generally occurs on the same site, but a nearby site may be proposed
when conditions on the original site are detrimental.

(2) Replacement may include expansion to increase capacity, when warranted by enroliment
projections and when technically practicable.

(3) Replacement must be justified on the basis of a feasibility study (Section 102.4.B.4.c(2)ii
and Section 203).

Relocatable Classrooms: Includes projects to relocate State-owned relocatable classrooms from
one site to another, either within a school district or between school districts, based on projected
enrollments, educational programs, or the need for temporary classrooms during construction. See
Section 102.4.C.2.1.

a. Requests for funds to repair or dispose of State-owned relocatable classrooms are made
separately, not in the capital improvement program request. See Section #TBD for more
detail.

b. The purchase or movement of locally owned relocatables are not eligible for State funding.

Other: The IAC may recommend that the BPW establish special funding initiatives for designated
programs for a limited period of time.

Cooperative Use Space

a. General. “Cooperative Use Space” means up to 3,000 s.f. of co-located or shared space
within a school that supports LEA or community initiatives to serve school children and the
general community, and which is funded in part by the State.

(1) To be eligible for State participation in funding of up to 3,000 s.f. of cooperative use
space, the area requested must be in addition to and distinct from square footage
typically provided by the Board of Education for the educational program, and must be
clearly identified in all design and construction documents that are submitted for review.

(2) Examples of cooperative use space include but are not limited to health and wellness
clinics, recreation centers, community centers. libraries, and community meeting rooms.

b. Additional space for these purposes in excess of 3,000 gross square feet (gsf) may be funded
at local expense.

Cc. See Section 102.4.A.5 for submission requirements

D. Definitions

1.

2.

"Building Cost" is the cost of constructing a building, not including site work.

"Construction Cost" is the cost of constructing a building, including the cost of appropriate site
work.

“Forward Funded Project” means that the LEA has paid all or some of the State share of a project
that has been approved for planning, or partial funding, or both, by the State. (See Sections
102.4.C.2.h and 102.6.E.2.9).

a. Normally, the LEA forward funds a project in order to maintain the project schedule and in
expectation of eventual reimbursement from the State in future year allocations.
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b. Forward Funded does not signify the practice by which an LEA pays for the contractor’'s

requisition and shortly thereafter seeks reimbursement from the State for a project that has
been funded by the State.

“Locally Funded Project” means that the LEA has proceeded with a major project prior to receiving
State approval for planning. Locally funded systemic renovation projects are not eligible for State
funding participation. (See Sections 102.4.B.4.h and 102.6.E.2.9).

"Maximum Gross Area Allowance" is the maximum number of gross square feet that are eligible for
State funding participation. (See Sections 102.6.A and Appendix 102-B).

"Maximum State Construction Allocation" is the dollar amount approved for State funding, and is
established at the time that the project is approved for construction funding by the BPW. (See
Section 102.6.E.3).

“Offsite Work” is work performed outside of the school property.
“Project Cost” is the cost of constructing a building, including all associated costs for design,
survey, permits, furniture, furnishings and equipment (FF&E), financing, move-in and storage, and

other project-related costs.

"Site Work" is generally, but not exclusively, construction work performed on a site five feet or more
beyond the perimeter wall of the building.

“Average statewide per square foot school building cost” is the cost of new construction that is
used to calculate project allocations for purposes of State participation.

"Tentative Maximum State Construction Budget" is the dollar amount that is to be used for design

purposes, and is established at the time that the project is approved for planning by the BPW.
(See Sections 102.6.E.2).

REFERENCE

Education Article, 85-301, Annotated Code of Maryland

COMAR 23.03.01 and 23.03.02

102.3

APPLICABILITY

A. These procedures are applicable to all facilities owned by local boards that are used primarily for
educational purposes, including:

B.

1.

2.

Charter schools;

Facilities owned by a private entity under an alternative financing arrangement that will become the
property of the local board at a future date certain. (See COMAR 23.03.05.05)

Projects in the Baltimore City 10-year plan funded through bonds issued by the Maryland Stadium
Authority, as established by chapter 647, laws of 2013, except as modified by the Memorandum of
Understanding approved by the board of public works on October 16, 2013.

These procedures are not applicable to:

1.

Administrative and central office buildings that are not used primarily for educational purposes;
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Projects that are not within the Project Categories described in Section 102.4.

Projects funded through other State funded programs (see Administrative Procedures Guide for
relevant program); nor

Projects for the routine maintenance and repair of school facilities.

SUBMISSION REQUIREMENTS

The CIP is divided into the following six major segments which provide programming information
for six fiscal years. The Forms, the attachments, a letter indicating approval by the local Board,
and additional supporting documentation where appropriate, constitute a complete CIP submittal.

Requests for Approval for Planning for the upcoming fiscal year (Forms 102.1, Section
102.4.B)

Requests for Approval of Funding for the upcoming fiscal year (Forms 102.2, Section 102.4.C)

Future planning approval and funding requests for the subsequent five consecutive fiscal
years (Forms 102.3, See Section 102.4.D)

Summary of Current and Future Project Requests (Form 102.4, Section 102.4.E.1).
Status of Previously Approved Projects (Form 102.5, Section 102.4.E.2)

Status of State-Owned Relocatable Classroom buildings (Form 102.6, Section 102.4.E.3).

Forms and Sequence of Priorities

a.

Materials are to be bound, with separate sections for each section listed in Section 102.4.A.1
above, except that Forms 102.1 and 102.2 may be combined in a single section to preserve
priority order among projects.

(1) Number all pages consecutively.

(2) Provide a table of contents and clearly mark the separate sections, preferably by page
tabs or dividers that show the PSCP section (102.1, 102.2, 102.1/102.2, etc.).

Use the most recent PSCP Forms 102.1-102.6, to be found on the PSCP website at
www.pscp.state.md.us. The electronic forms contain formulas that will calculate automatically.

All projects are to have a separate, unique and sequential priority number.

(1) Projects must be submitted in priority order established by the local Board, with a
separate request for each project.

(2) Each project should have a single priority number, including different numbers for
planning and funding requests for the same project. Do not use letters and numbers,
number and hyphens, etc.

(3) Major projects require a separate submission for planning approval (Form 102.1) and
funding (Form 102.2).
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i.  For major projects, receipt of BPW planning approval is a prerequisite to State
construction funding.

i. See Section 102.4.B.1.b for project categories that require and do not require
planning approval.

iii. If requesting planning and construction in the same year for a project, submit a
planning request (Form 102.1) and a construction funding request (Form 102.2),
each with a separate priority number. A request for planning always precedes a
request for funding for the same project, but the requests do not need to be in
immediate sequential priority order.

If amendments are submitted prior to the date in November or December established by the
IAC that change the priority order of projects, submit the projects in the new priority order, and
change the table of contents and Form 102.4 appropriately.

Required Information for Forms (General)

a.

Complete all sections of Forms for each project requested. See Sections 102.4.B and
102.4.C for specific submission requirements for each project category.

The square footage and dates for existing buildings should correspond to those in the PSCP
Facility Inventory Database, updated by each LEA as of the previous July.

(1) If project information differs from that provided in the Educational Facilities Master Plan
(EFMP) of the previous July, provide an explanation of the discrepancy.

(2) For each major project, on Form 102.1 or an attachment, indicate a clear and concise
linkage to the goals, standards, and timeframes provided in the EFMP .

For all projects submitted but not approved in a prior CIP, information on project costs, bid
dates, enrollments, etc. should be updated.

For major projects, indicate if the project includes cooperative use space, and how much
space.

The anticipated bid date should be the anticipated bid opening date.

FY 2010 through FY 2014 only: If project will be a high performance new school building,
provide an “X” (capital) in appropriate line.

(1) The electronic form will calculate the 2% extra local costs and the State and local share
automatically.

(2) Provide evidence of continuing commitment to achieve high performance certification.

Local Approvals

a.

The submittal must include a letter from the local board or the local superintendent indicating
the Board approval of the CIP.

Original letters of financial support from the local government and addressed to the Executive
Director are to be submitted as a separate document no later than the date specified by the
IAC.

Cooperative Use Space.
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Requests for projects which contain square footage for cooperative arrangements must
include a letter of commitment from the Board of Education regarding Board-sponsored
activities, or a letter of commitment from a non-profit organization or another governmental
agency to the Board, clearly agreeing to establish or continue the program for which the
additional square footage is requested.

(1) The PSCP must receive such letters of support before it can recommend cooperative
arrangement space for funding to the IAC; however, it is preferable to obtain such letters
of support before requesting planning approval.

(2) In order for cooperative use space to be excluded from the calculation of State Rated
Capacity (SRC) at a later date, the letter of support must indicate the intention of the
Board and the non-profit organization or another governmental entity to establish a
written agreement that defines mutual responsibilities, the term of the arrangement, and
the consideration, if any.

To be eligible for State participation, the request must show that the area requested will be in
addition to and distinct from square footage typically provided by the Board of Education for
the educational program, and must be clearly identified in all design and construction
documents that are submitted for review.

Enrollments

a.

Enrollments should be shown for the school year of the request and for each school year to
the 7t year thereafter.

By May 1, the LEA should review and evaluate the latest public school enroliment projections
prepared by the Maryland Department of Planning (MDP).

(1) If the LEA agrees with the MDP forecast, submit a written statement of agreement. The
written agreement must include a copy of the LEA’s enrollment projections.

(2) If the LEA disagrees with the MDP forecast, the reply must include an explanation of the
methodology used to prepare the projections.

(3) If MDP finds, after review of the response, a significant variance (greater than 5%)
between the LEA’s projections and those of MDP, MDP will schedule a meeting to
discuss and resolve the variance.

The “Proposed Enroliment” figure in the Section “State Scope” is the number of students that
are justifiable in the seventh year when the enrollment projection of the subject school is
combined with the projections of the adjacent schools and the total is compared with the total
current State Rated Capacity (SRC) of the subject school and the adjacent schools.

The “Proposed Enrollment” figure in the Section “Local Scope” should reflect the number of
students the school is designed to house per Board policy or other factors not reflected in the
enrollment projections. The school may be designed to house a number of students larger or
smaller than the State-justified Proposed Enrollment. The smaller figure will always govern in
the calculation of State participation.

These enrollment figures will not necessarily be the same as the eventual State Rated

Capacity of the school, which is calculated during design and after construction to reflect the
actual utilization of spaces in the school, and should be periodically updated.
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If the actual enroliment data for the previous September 30 for each school in the school
system is not available at the time of the October submission, provide updated information as
soon as it is available.

(1) This information must be submitted by October 315t in order for PSCP staff to consider it
in the November recommendations to the IAC.

(2) September 30 actual enrollment data and revised projections may be submitted at any
time prior to March 31 of the following calendar year in order to be considered by PSCP
staff in their interim and final recommendations to the IAC.

7. Adjacent Schools

a. An adjacent school is an existing school or a proposed new school that:

(1) Is of the same type (elementary, middle, high, etc.)

(2) Has an attendance area that is geographically contiguous with that of the subject school,
or

(3) Has an attendance area that is not geographically contiguous with that of the subject
school but can be readily accessed for purposes of redistricting; or

(4) Forms part of a larger redistricting plan, i.e. houses students who will be sent to a school
adjacent to the subject school when the capacity of the subject school becomes
available.

b. For enrollments and capacities of adjacent schools, indicate if any of the geographically
adjacent schools should not be considered in the calculation of available capacity, and why
(e.g. board of education policies or practice regarding road crossings). This remark may apply
to charter schools, see next item.

c. Include in the list of adjacent schools any charter school facilities that have been approved by
the Board of Education, including charter schools in leased facilities.

d. No adjacent school should be used for more than one project justification unless an
explanation is provided that shows that overcrowding at the adjacent school will be relieved by
more than one capital project.

8. Costs

a. Show a breakdown of costs — construction, site development (if applicable), extra local costs
associated with high performance school certification (if applicable), contingency, and other —
on the appropriate lines of Forms 102.1 and 102.2 for all projects.

b. Round all figures to the nearest thousand.

c. Include design fees, permit charges, and other miscellaneous local expenses under “Other
Costs”.

d. Total costs should correspond to total costs shown on Form 102.4.

e. Show budget year request on line of Form 102.2.

High Performance Schools (see Section 105)
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(1) For schools subject to the high performance schools requirements, the extra local costs

and the additional State funding were calculated automatically for fiscal years 2010

through 2014 by use of the electronic Forms 102.1 and 102.2 (available on PSCP
website at www.pscp.state.md.us).

(2) For informational purposes, the LEA shall report to the extent feasible on the real cost of
achieving high performance certification as projects move through design, construction,
and close-out.

B. Current Year Requests for Local Project Planning Approval (Form 102.1)

1. General

a.

The annual CIP includes projects for which State planning approval is requested, generally for
the next fiscal year. For locally funded projects and projects with smaller scope, planning
approval may be requested in the same fiscal year as funding approval.

Planning approval is required for all major projects as a precondition for approval of funding.
The following categories of projects do not require planning approval:

(1) Systemic renovations (Section 500);

(2) Science classroom renovations;

(3) Open space pod conversions.

(4) Movement of State-owned relocatable classrooms;

(5) Small addition projects, at the determination of the PSCP/MSDE.

Approval of planning represents a confirmation by the State that the project is needed and that
the State will provide funding in a fiscal year, pending eligibility for funding (Section 102.5) and
availability of funds at the time of the request.

Planning approval does not guarantee that construction funding will be allocated by the State
in a specific fiscal year.

The request for planning approval should be based on a review of current SRCs and current
and future facility, enroliment, and programmatic conditions, including the number of projects
already approved for planning within the LEA, the capacity of the LEA to move projects
previously approved for planning forward to construction, and the potential for future State and
local funding at the time that it is needed. These same factors will be considered in the
approval of planning by the IAC.

Requests for planning approval must be supported by information provided in the Educational
Facilities Master Plan (Section 101).

Approval of planning does not automatically expire after a certain time. However, if a project
has not been requested for funding within two years of approval of planning, the Designees
may recommend rescission of planning approval to the IAC.

Requests for approval of planning for new schools, and for replacement schools that involve
an increase of State Rated Capacity, including replacement schools that have an oversized
core area, that are located outside of Priority Funding Areas, are subject to the requirements
of Regulations .03, and .28 of COMAR 23.03.02, Regulations for the Administration of the
Public School Construction Program. See Section 104.
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2. Planning Options

a.

Existing public school buildings should be renovated whenever it is possible and economical
to retain the school building within the neighborhood or community and preserve and enhance
prior State and/or local investments.

The LEA should pursue the following progressive options to address problems related to
school overcapacity (excessive enrollment) or educational inadequacy:

(1) Redistricting to use existing capacity in adjacent or nearby schools (projects for additional
capacity will generally not be recommended for planning approval or funding where
adequate capacity is available at adjacent schools, see Section 102.4.A.7);

(2) Renovation of an entire facility or a portion thereof, with or without additions as justified
by enroliment projections or by the educational program. The availability of previously
closed school buildings should be examined to determine if they can be reopened and
renovated.

(3) Replacement of an existing facility, preferably on the same site, based on a feasibility
study to justify the abandonment or demolition of the existing facility, with or without an
increase of capacity (Sec. 203); and

(4) New school facility.

3. General Submission Requirements

a.

See “Required Information for Forms (General)” (Section 102.4.A.3), Enrollment (Section
102.4.A.6), State Rated Capacity (Section Appendix 102-A), Adjacent Schools (Section
102.4.A.7), and Costs (Section 102.4.A.8). Complete all sections of Forms 102.1 for each
project requested.

For planned new construction or replacement projects:

(1) Indicate anticipated transportation modal split (percent walking and/or biking, percent
being bused and percent arriving by car). Contact the Maryland Department of Planning
for further information.

(2) Indicate Priority Funding Area (PFA) status, local comprehensive plan designation, and
water/sewerage status for each planning request for new construction, replacement,

renovation, limited renovation, or addition project.

(3) Indicate if project utilizes a prototype or repeat plan,

4.  Eligibility and Specific Submission Requirements

a.

General

(1) PSCP staff will not recommend planning approval for a new or replacement project until
the site has been approved by the IAC. Show date of approval on Form 102.1.

i.  The site must be reviewed and approved through the State Clearinghouse (or the
individual agencies involved) and the site must be subsequently submitted to the
IAC for approval no later than the second week of March following the date of the
CIP submission in order for the project to be considered in the final round of CIP
approvals.
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ii. Asthe Clearinghouse process can take up to 60 days, it is advisable to submit to the
Clearinghouse no later than the first week of the January that follows submission of
the request.

A project at an existing school is eligible for funding approval if the facility, portion of the
facility to be renovated, or building system to be upgraded or replaced, has been in use
for more than 15 years and has not been renovated, upgraded, or replaced within 15
years, measured from the January 1t following submission of the CIP request

Exception: If a project has been previously approved for a Limited Renovation (LR)
project, a new project in the area of renovation is eligible for approval if the system to be
upgraded or replaced was not part of the approved and awarded scope of the LR project
(see Section 102.4.B.4.d).

Projects for Enrollment Capacity.

(1)

(2)

®3)

(4)

(5)

New schools, replacement schools with enlarged capacity, and additions for capacity
purposes must be justified on the basis of enrollment for the subject school and adjacent
schools.

Such enrollment shall be consistent with the countywide enrollment projections agreed
upon by the LEA and the Maryland Department of Planning.

Funding will be based on the projected enrollment, not on the Proposed Scope when the
latter exceeds the former.

i.  Before requesting funding for a project that has received planning approval, the LEA
should verify any revisions to the previously approved enrollment figure based upon
the most recent enroliment data.

i. The approved scope and projected enroliment of a project will be shown in the final
approved State CIP.

iii. The final projected enrollment will be determined at the time that funding is
approved, and will not be adjusted thereafter, with the exception of a BRAC-related
project for capacity, see Section 102.6.E.4.c).

iv. In cases in which the LEA Proposed Enroliment of the school will be less than the
number justified by enrollment projections (e.g. because of policies regarding local
rated capacity), the lower number will be used to determine State participation.

The majority of the enrollment for a proposed new school should be in the attendance
area at the time of proposal. Nearby schools of the same type or grade structure as the
proposed new school (elementary, middle, high) should be projected to be fully utilized or
overcrowded within seven (7) years of the September 30 prior to the date of submission
of the CIP request, and the proposed facility should be projected to be at least 50%
utilized at the time of opening.

See Section 105 for requirements regarding High Performance schools.

Replacement or Renovation Projects

(1)

Conditions at an existing school must be such that work is clearly warranted to correct
building or educational inadequacies and there will be continuing occupancy of the
replacement or renovated school at reasonable levels.
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(2) Feasibility Studies

A feasibility study is recommended in all cases to determine the most educationally
effective and cost efficient scope of work.

A feasibility study, including a 40-year life cycle cost analysis, is required to be
submitted and reviewed to justify the abandonment of, or the demolition of more
than 50% of, an existing facility. Requirements for the content of the feasibility study
are provided in Appendix 203.

(3) For Complete Renovation projects, give the age of each portion of the building.
Information should correspond exactly to data in the PSCP Facilities Inventory Database.
The age categories and percentages of new construction funding are:

40 years & older 100%
31 -39 years 85%
26 — 30 years 75%
21 - 25 years 65%
16 — 20 years 50%
0 — 15 years 0%

(4) See Section 105 for requirements regarding High Performance schools.

Limited Renovation Projects:

(1) Scope

The scope must include at least five major building systems, as defined by the
eligible systemic renovation categories listed in Section 500 (with lighting and
electrical power counted as two separate systems). Generally, system upgrades will
be considered to be building-wide in scope unless shown to be otherwise.

The scope must also include widespread educational and architectural
enhancements that will benefit most of the students in the facility, consisting of
comprehensive improvements to a variety of educational spaces that are distributed
throughout the facility, or to selective educational spaces that are more concentrated
but which are used by most or all students in the course of the normal school week.

e  Generally, educational enhancements will be specific to defined areas of the
building unless shown to be otherwise.

e A project that is so extensive as to renovate all but a small amount of the
existing building will be considered a full renovation.

Provide clear descriptions of:

e Building Systems: The major building systems that will be upgraded or
replaced, with the same level of specific detail that would be required for an
equivalent systemic renovation project (see Section 500);

e Educational Enhancements: The educational and architectural enhancements .

The scope of the educational enhancements must be clearly delineated,
preferably using building plans (8-1/2"X11” or 11"X17") or in a feasibility study.
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e  Other Work: Minor renovations and upgrades (e.g. lockers) that fall outside of
the scope of the minimum of five major building systems.

Extensive discussion between the LEA and the staff of the PSCP may be required to
ascertain the extent of the building and educational enhancements. In order not to
impede the determination of eligibility and approval, these discussions should occur in
the summer prior to submission of the request for approval of planning in an annual CIP.

Following discussion and presentation of documentation, which may include building
plans and descriptive material, the determination of the PSCP staff about the eligibility of
the scope will be final.

The total proposed construction cost of a Limited Renovation must be less than the
calculated cost, per the State funding formula, of the complete renovation of the eligible
portion of the facility. (Section 102.6.E.2.c).

Documentation must be provided to identify previous State-funded work that will be
removed or substantially altered by the limited renovation project. Provide:

i.  Age of building system to be removed or altered;
i. Age of building square footage that will be renovated or demolished;

iii. Amount of State funding associated with building systems to be removed or altered,
or with square footage to be renovated or demolished.

A school that has been approved for a Limited Renovation (LR) project may be eligible
for planning approval in a later fiscal year for a portion of the school not previously
renovated, or for upgrade or replacement of a building system not included in the
approved scope of the LR work. The later request for planning approval should include
graphic information that shows the area of the previous LR and the new proposed area of
work.

Career Technology Education (CTE) Programs

1)

(2)

3)

(4)

Projects involving separate career technology education (CTE) centers must have a letter
of support from the Maryland State Department of Education Assistant State
Superintendent, Division of Career and College Readiness (DCCR) before local planning
approval and/or construction funding will be given by the IAC/BPW.

Projects involving CTE programs of study in comprehensive high schools are eligible for
local planning approval from the IAC/BPW, but must have a letter of support from the
Maryland State Department of Education Assistant State Superintendent Division of
Career and College Readiness (DCCR) before schematic design approval and/or
construction funding will be given by the IAC/BPW.

The MSDE DCCR letter of support indicates agreement with the proposed CTE programs
of study in terms of their relevance to the current and projected labor market demand.
MSDE DCCR support does not determine specific staffing or enrollment for the
programs, guarantee IAC/BPW support for the project, or guarantee IAC/BPW approval
at the projected enrollment and square foot area requested.

Submission requirements are determined by MSDE/DCCR. PSCP/MSDE will assist the
LEA in the review process.
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Submit a copy of the letter of support with the CIP request and/or the schematic design
submission for the project.

Special Education Programs

(1)

(2)

(3)

(4)

()

Projects involving separate special education day schools must have a letter of support
from the Maryland State Department of Education Assistant State Superintendent ,
Division of Special Education/Early Intervention Services before local planning approval
and/or construction funding will be given by the IAC/BPW.

Comprehensive schools with special education programs;

i. Projects involving regional special education centers are eligible for local planning
approval from the IAC/BPW, but must have a letter of support from the Maryland
State Department of Education Assistant State Superintendent, Division of Special
Education/Early Intervention Services (DSE/EIS) before schematic design approval
and/or construction funding will be given by the IAC/BPW.

ii. Regional special education center means a special education service location in a
comprehensive school that provides special education programs and related services
to students from outside their regular attendance area.

iii. Projects involving comprehensive schools with special education services only for
students within their home attendance area do not require a letter of support.

MSDE support will be based on a review of individualized education programs and
documentation of the provision of supplementary aids and services as required by 34
Code of Federal Regulations (CFR) 300 Sections 28 and 300.130. MSDE support does
not determine specific staffing or enroliment for the programs, guarantee IAC/BPW
support for the project, or guarantee IAC/BPW approval at the projected enroliment and
square foot area requested.

Submission requirements to request a letter of support are determined by MSDE
DSE/EIS. PSCP/MSDE staff will assist the LEA in the review process.

Submit a copy of the letter of support with the CIP request and/or the schematic design
submission for the project.

Additions for programmatic purposes must be justified on the basis of an analysis of the
existing school to demonstrate that the required program cannot be accommodated within
existing or renovated spaces.

Locally Funded Projects. The LEA may submit a request for planning approval for a locally
funded project that has been initiated at the local level and has proceeded into the design
phase, and possibly into or through the construction phase without prior IAC/BPW approval.

@
)

®)

The project request will be reviewed without prejudice.

The capacity and scope eligible for State participation will be tentatively established when
the project is approved for planning by the BPW.

Projected Enroliment.

i. If the solicitation opening was between Oct. 1 and March 31, use the most recent
prior September 30 enrollment.
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i. If the solicitation opening was between April 1 and September 30, use the
enrollment reported for that same September 30 date. .

(4) Square Feet per Student. Use the maximum gross area allowance per student figure in
the State Space and Capacity Formula that was in effect on the date of the bid opening.

(5) Cost per Square Foot. Use the PSCP published cost per square foot for the July that
falls within the calendar year of the bid opening.

(6) All MBE Participation information must be submitted with the CIP request for a locally
funded project which has been or will be bid prior to the date of anticipated BPW
approval. Use the “Minority Business Enterprise Procedures for State Funded Public
School Construction Projects” that was in effect on the date of bid opening.

i. No locally funded project will be recommended for approval or planning if required
MBE documentation has not been submitted.

ii. No locally funded project that has been approved for planning will be recommended
for award of contract if required MBE documentation has not been submitted.

iii. Planning approval will be rescinded for a locally funded project that has been
approved for planning but for which required MBE documentation that is submitted
with the request for award of contract is found to be deficient.

(7) For a locally funded new school, replacement, or large addition project that is required to
be a high performance building, LEED Silver or comparable certification, evidence of the
LEA’s intention to seek certification, or a request for a waiver must be submitted. See
High Performance Building requirements, Section 105.

(8) A locally funded project that is approved by the BPW in an annual CIP may be classified
as a forward funded project, depending on the level of prior local construction funding at
the time of BPW approval.

i.  “Forward-funded project” means a school construction project that the State has
approved for planning and for which the LEA has paid some portion of the State
share with local funds.

ii. For projects for which only Pay-go funds may be used to reimburse the State portion
that has been locally funded, the anticipated availability of Pay-go funding may
influence whether a project is recommended for planning approval.

C. Current Year Requests for Project Funding (Form 102.2)

1.

General

a. The annual CIP is a plan that addresses major projects, systemic renovations, and the
movement of State-owned relocatables for which State funding approval is requested for the
budget year.

b. The number of projects requested should not exceed the number that can reasonably be
executed by the LEA during the fiscal year.

c. The funds requested should not exceed a reasonable estimate of the State funding that will be
available for the LEA.
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d. The number of projects and their cost should not exceed the capacity of the local government
to provide matching funds if the projects are approved by the State.

e. Requests for approval of funding for new schools, and for replacement schools that involve an
increase of State Rated Capacity, including replacement schools that have an oversized core
area, that are located outside of Priority Funding Areas, are subject to the requirements of
Regulations .03, and .28 of COMAR 23.03.02, Regulations for the Administration of the Public
School Construction Program. See Section 104.

2. Submittal Requirements
a. General:
(1) See “Required Information for Forms (General)” Section 102.4.A.3.
(2) Complete all sections of Forms 102.2 for each project requested.
(3) Funding and Cost Information

i.  The funding request for the budget year should be shown in the line provided and
should correspond to the amount shown in Form 102.4 column H.

i. For each project, the total funding shown in Form 102.2 should correspond to the
total shown in Form 102.4 column C.

iii. For projects that will require funding in more than one fiscal year, a “draw schedule”
showing the anticipated expenditure schedule throughout the requested fiscal year
and beyond should be provided. The draw schedule may be based on either
monthly or quarterly anticipated requisitions.

iv. Budget year funding requests should not exceed the amount that will reasonably be
needed during the fiscal year, based on the draw schedule. Proposed bid date
should be reviewed in order to confirm that State funds will be needed in the budget
year. Design documents and verifiable construction and draw schedules will be
relied on to ensure that the progress of the project toward construction will warrant
the funding requested in the CIP submission.

(4) Additional submittal requirements for specific project categories are shown in the sections
below.

b. Projects that have received prior year Planning Approval: All information on enroliments, age
of component portions (existing buildings), scope of work (Limited Renovations), and Career
Technology Education and Special Education populations should be updated.

c. Systemic Renovation projects (see also Section 500):

(1) Systemic renovation projects require only a submission of Form 102.2. A request for
approval of planning (Form 102.1) should not be submitted.

(2) Project information should correspond to information provided in the Comprehensive
Maintenance Plan (CMP) to be submitted by October 15 of each year.

(3) Provide a complete breakdown of costs, including contingency (2.5% of State
participation) and “Other” costs (design fees, permits, etc.).
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(4) Provide a complete description and justification for each project. Describe all work to be
included in the project in order to clarify:

The scope on which the cost estimate is based;

If an entire system or portion of a system is to be replaced (e.g., all 37 windows in a
school, or all windows (original) in the 1975 south wing, or all windows (1978) in the
1955 east wing); and

All ineligible work that is proposed.

(5) Provide the age of the building system or the age and number of units (e.g. roof, boilers,
windows) to be replaced.

(6) Roof Replacement Projects:

Vi.

Vii.

viii.

Address how the 1/4 inch-per-foot slope requirement will be met.

Provide roof plans of the entire school on 8-1/2" X 11" pages, giving the square
footage and age of each identified section and the total.

Indicate on the plan the existing slope of the roof.

Indicate the existing roof type(s) and the replacement roof type(s).

Describe any special features or equipment on the roof.

Provide the three (3) most recent annual roofing inspection reports completed by the
LEA. No roof replacement project will be approved for funding if the roof inspection
reports do not demonstrate that roof inspections are conducted at least annually.
Provide evidence showing that annual roof inspections conducted by qualified
inspectors are scheduled preventive maintenance tasks in the LEA’s computerized
maintenance management system (CMMS) such that the CMMS automatically

generates work orders for the inspections; and

Provide evidence showing that all identified deficiencies requiring corrective work
have been timely entered as work orders in the LEA’'s CMMS.

(7) Provide SRC and enroliment information only for the requested school. Generally,
enrollments must show continuing utilization of at least 60% in order for the project to be
justified.

Look of the Future High School Science Classroom Projects. Provide for each request:

(1) One or more 8 1/2"x11”, single line drawing of the floor plan of the school with gross
square feet (GSF) of the area for the proposed science project.

(2) List of existing and proposed science spaces with net square footages.

(3) Estimated cost and basis for estimate.

Prekindergarten/Kindergarten Requests

(1) For each prekindergarten and/or kindergarten project request, provide:
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i.  Number of classrooms at the school currently used for prekindergarten and/or
kindergarten.

i. Number of these classrooms that do not meet criteria defined in the Final Report of
the Task Force to Study Public School Facilities (February 2004) for prekindergarten
and/or kindergarten, including square footage, storage, adjacent toilet room, child
height sink, and access to age-appropriate outdoor play equipment.

iii. Current number of students in other grades occupying relocatable classrooms who
could be moved into appropriate permanent space after construction of
prekindergarten and/or kindergarten addition(s) or renovation of other space(s).

On page 2 of Form 102.1 and Form 102.2:
i.  Current number of students in mandated prekindergarten and kindergarten.

ii. Projections of number of students in mandated prekindergarten and/or kindergarten
programs for 7t year.

iii. Current State Rated Capacity of school.

iv. Projection of total number of students in all grades in the school for 7t year. It is not
necessary to show adjacent schools.

Provide one or more 8 1/2"x11", single-line drawing(s) of the floor plan of the school with
GSF of the area for the proposed kindergarten/prekindergarten project and related work,
identification of existing and proposed K/PK spaces with net square footages,
identification of existing and proposed spaces for grades 1-5 or 1-6 with net square
footages, and the estimated cost and basis for estimate. Clearly label all spaces.

In some cases, the PSCP may request a listing of all kindergarten and/or prekindergarten
spaces within a school district or school cluster in order to determine the total number of
available and projected kindergarten and/or prekindergarten seats measured against the
projected number of kindergarten and/or prekindergarten students.

Relocatable Classrooms:

@

)

State-Owned Relocatables

i. Show the same information as for a classroom addition project (i.e., description,
justification, SRC of subject and adjacent schools, etc., see Section 102.4.B.4.b
above).

ii. State-owned relocatable classrooms may also be used to provide temporary space
during renovation of an existing facility.

iii. Requests should be budgeted at the LEA estimated cost but not to exceed $50,000
total per classroom, with the State share based on the cost-share formula.

LEA-Owned Relocatables: State funding is not available for the purchase of LEA-Owned
relocatable classrooms.

Locally Funded Projects: The LEA may submit a request for funding approval concurrent with
a request for planning approval for a locally funded project that has been initiated at the local
level and has proceeded into the design or the construction phase without prior IAC/BPW
approval.
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The project request will be reviewed without prejudice.
Clearly indicate the dates when local funds were provided.

The capacity and scope eligible for State participation will be established when the
project is approved for funding by the BPW.

Projected enrollment:

i. If the solicitation opening was between Oct. 1 and March 31, use the most recent
prior September 30 enroliment.

ii. If the solicitation opening was between April 1 and September 30, use enrollment
reported for that same September 30 date.

Use the Square Feet per Student, the Cost per Square Foot, and the State-local cost-
share percentage that were used for the request for approval of planning .

All MBE Participation information must be submitted with the CIP request for a locally
funded project which has been or will be bid prior to the date of anticipated BPW
approval. Use the “Minority Business Enterprise Procedures for State Funded Public
School Construction Projects” that was in effect on the date of bid opening.

i.  No locally funded project that has been recommended for approval of planning will
be recommended for approval of funding if required MBE documentation has not
been submitted.

i. Planning approval will be rescinded for a locally funded project that has been
approved for planning but for which required MBE documentation that is submitted
with the request for approval of funding is found to be deficient.

Other Submissions. Submit all the appropriate drawings, specifications, high
performance building information if applicable, forms, cost estimates, life cycle cost
analysis (LCCA), and energy conservation studies, bidding documents, bid tabulations,
contracts, or other information normally submitted for projects prior to or after contract
award (depending upon the current status of the project).

Submit revised Assurance Form no later than date of final submission of amendments
and local government assurance, accepting potential federal tax consequences
associated with reimbursement of forward funded projects with State tax-exempt bond
proceeds. The form will be provided no later than October 30 following the submission
date.

Forward Funded Projects:

(1)

()

©)

For locally funded projects for which bids have been or will be issued prior to the
anticipated date of BPW approval of funding, provide all required MBE Participation
documentation to PSCP.

Projected Enrollment, Square Feet per Student, Cost per Square Foot, and State-Local
Cost Share Percentage. Follow the same procedures as for Locally Funded projects
described in 102.4.C.2.g above.

Submit revised Assurance Form no later than date of final submission of amendments
and local government assurance, accepting potential federal tax consequences
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associated with reimbursement of forward funded projects with State tax-exempt bond
proceeds. The form will be provided no later than October 30 following the submission
date.

All MBE Participation information must be submitted with the CIP request for a forward
funded project which has been or will be bid prior to the date of anticipated BPW
approval. Use the “Minority Business Enterprise Procedures for State Funded Public
School Construction Projects” that was in effect on the date of bid opening.

i. No forward funded project that has been recommended for or approved for planning
will be recommended for award of contract if required MBE documentation has not
been submitted.

i. Planning approval will be rescinded for a forward funded project that has been
approved for planning but for which required MBE documentation that is submitted
with the request for award of funding is found to be deficient.

a. General

(1)

(2)

3)

b. For

A project at an existing school is eligible for funding approval if the facility, portion of the
facility to be renovated, or building system to be upgraded or replaced, has been in use
for more than 15 years and has not been renovated, upgraded, or replaced within 15
years, measured from the January 1%t following submission of the CIP request

Exception: If a project has been previously approved for a Limited Renovation (LR)
project, a new project in the area of renovation is eligible for approval if the system to be
upgraded or replaced was not part of the approved and awarded scope of the LR project
(see Section 102.4.B.4.d).

Need for Funds. A request for funding will only be approved on evidence that the funds
will be needed and expended in the fiscal year.

Provision of the detailed information outlined below will expedite project review,
increasing the likelihood that a high-priority project can be recommended for approval in
the January round of BPW approvals in order to be constructed during the following
summer.

major projects (renovation, limited renovation, renovation/addition, limited

renovation/addition, addition, new, and replacement):

1)

(@)
3)

Submit educational specifications a minimum of 30 days prior to submission of the
schematic design documents (see Section 102.7 below. See also Section 202 and
Appendix 202).

Planning approval is a pre-requisite for approval of funding.

Submission of design documents:

i. To be considered for recommendation of funding in the January round of BPW
approvals, submit schematic designs by September 1 and design development

documents by November 1. Projects that do not meet these deadlines are still
eligible for consideration in the final round of BPW approvals in May.
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i. Submit schematic design documents no later than March 15 of the following year in
order for a project to be considered for recommendation of funding in the final round

of BPW approvals.

c. A systemic renovation project is eligible for funding approval if the building system to be
upgraded or replaced has been in use for more than 15 years and has not been upgraded or
replaced within 15 years, measured from the January following submission of the Capital
Improvement Program request

D. Future Project Requests — Form 102.3

1.

5.

1.

Use Form 102.3 to provide information on the anticipated requests for the next five future fiscal
years. A single Form 102.3 may be used to show more than one year's anticipated requests for a
single project as long as the appropriate amounts and fiscal years are made clear.

a. The number of projects requested in each future year should not exceed the number that can
reasonably be executed by the LEA during the fiscal year.

b. The funds requested in each future fiscal year should not exceed a reasonable estimate of the
State funding that will be available for the LEA.

c. The number of projects and their cost should not exceed the capacity of the local government
to provide matching funds if the projects are approved by the State.

For major projects, show specific projects rather than generalized categories of projects.
For smaller projects:

a. Use one Form 102.3 to show all systemic renovation requests for each single year, a
separate Form 102.3 for all science classroom renovations for each single year, etc.

b. Whenever possible, identify specific projects and list them individually on the form, with

estimated costs and State-local shares.

For major projects, use a separate Form 102.3 for each project, but showing planning and funding
for each project on the same form.

All anticipated requests for future projects should be in constant current dollars.

a. Use the cost calculation methods outlined in Section 102.6 to determine the estimated future
State and local costs.

b. Total estimated project costs should correspond to costs shown on Form 102.4.

All anticipated requests for future projects should be consistent with the EFMP.

Summary and Status Forms — Forms 102.4, 102.5, 102.6

Summary of Current and Future Project Requests (Form 102.4)

a. Use Form 102.4 to summarize the current requests for the next fiscal year and the requests
anticipated for the succeeding five years.

b. Project priority, titles, descriptions, current year budget request, and total project cost on Form
102.4 should correspond to the information shown on Forms 102.1, 102.2 and 102.3. If
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discrepancies are found between Form 102.4 and other forms, the information provided in
Forms 102.1, 102.2 and 102.3 will be used.

Future project needs on Form 102.4 should preferably refer to specific projects. If future
requests are not yet well defined, provide place holders with an estimated cost for generic
needs such as “Systemic Renovations TBD.”

Indicate the planning year as LP (local planning). If LP and funding are anticipated to fall in
the same year, provide two lines for the project.

When possible, spread project funding requests over two or three years on the 102.4 form.
The amount shown for the budget year should correspond to the requested funding figure
shown on Form 102.2.

Submit Form 102.4 in paper format with your CIP submission, and also electronically to the
CIP Program Manager.

2. Status of Previously Approved Projects — Form 102.5

a.

Show all projects funded through State programs, including the Capital Improvement Program
(CIP), the Aging School Program (ASP), Qualified Zone Academy Bond program (QZAB), and
Emergency Repair Fund (ERP). Do not show projects in the Recycled Tire Grant (RTG)
program.

Show actual dates for approval by the IAC of SD, DD, CD, and contract, as appropriate, not
the dates of local board approval.

In column 7:
(1) If a project is not contractually closed out, show completion at 99%.

(2) If a project has been contractually closed out since the previous year’s submission, show
completion at 100%.

(3) Do not show projects that were closed out (100%) in Form 102.5 in the previous year CIP
submission.

3. Status of State Owned Relocatable Classrooms — Form 102.6

a.

b.

Use Form 102.6 to report the status of State-owned relocatable classrooms.

Provide information in Form 102.6 on the current use and the justification for keeping each
State-owned relocatable which has been sited for more than two years. For relocatables that
are justified by a need for additional seats, include the State Rated Capacity, FTE enrollment
and two years of projections for the school and adjacent schools.

F. Amendments

1. Amendments to Capital Improvement Program Requests.

a.

Amendments to the CIP request must be received by the date in late November/early
December specified by the PSCP in the letter of the previous July.

(1) An original and six (6) copies should be submitted, preferably on colored paper to

distinguish them from the original, and should be clearly marked “REVISED” and showing
the date of their submission.
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(2) Amendments must follow the same procedural steps as the original requests. The
appropriate forms must be completed showing the amendments and must be clearly
marked as amendments. All forms affected by the amendment must be revised,
including Form 102.4.

(3) If amendments change the priority order of projects, submit the projects in new priority
order, and change the Table of Contents and Form 102.4 appropriately.

All amendments must be approved by the local board of education. A cover letter signed by
the superintendent indicating local board approval is sufficient.

The letter of support from the local government (see Section 102.1.B.6) must address all
amended as well as unchanged project requests.

Late submission of extensive amendments to the scope or priority of projects, or inclusion of
new projects, may jeopardize the inclusion of these projects in the recommendations that the
PSCP staff will make to the IAC in early December for January approval by the BPW.

2. Amendments to an Approved Capital Improvement Program

a.

b.

Amendments to an approved CIP may be requested at any time.

The LEA should prepare the appropriate Forms 102.1, 102.2, and 102.4, and submit them
along with appropriate justification and back-up information.

(1) Forms shall be clearly marked "Amendment," dated, and must be approved in writing by
the board of education and the local government.

(2) After review, the LEA will be informed of IAC staff recommendations and IAC and BPW
action. Opportunities for LEA appeal before the IAC and the BPW are the same as for
the normal CIP approval process.

102.5 EVALUATION AND APPROVAL OF PROJECT REQUESTS

A.

General

1. Projects will generally be evaluated on the basis of past and projected enroliments, not only at the
school in question, but at adjacent or nearby schools, and on consistency with the EFMP.

a.

Projects for additional capacity may not be recommended for planning approval or funding
where adequate capacity is available at adjacent schools. See Section 102.4.B.2. and
102.4.B.4.b.

In most cases, enrollment projections of the subject and adjacent schools must show that the
school will be at least 50% occupied at the completion of the project and will be fully utilized
within seven years of the date of project submission.

2.  Priority Order.

a.

Although the LEA establishes priorities for its local capital program, the evaluation of these
priorities with respect to other projects in the State and the limited State funds available is a
function of the IAC and the BPW.
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Generally, the 1AC will follow the local priority order to the extent that projects are eligible and
funds are anticipated to be available. Exceptions may be made:

(1) To approve projects that address State statutory mandates (e.g. full day kindergarten or
prekindergarten for economically disadvantaged children) or State initiatives (e.g. high
school science classroom renovations).

(2) Atthe request of the local Board, with concurrence by the local government.

Projects may be recommended for deferral or modification so that the most critically needed
projects in the subdivision or in other subdivisions may proceed.

The IAC may also place a higher priority on projects that respond to State mandates or
initiatives.

B. Procedure

1.

Projects will be evaluated and assigned a project status code of "A,” "B,"” "C,” or "D." Project
approval status is determined and assigned to a project based upon an evaluation of project merit
and a number of technical factors specific to the project type, as follows:

a.

"A" - Approved for planning or construction funding. All PSCP and LEA staff questions,
problems, or comments are currently resolved; the project is approved; and project
development should proceed. (Note: Projects will be shown as “A” in CIP documents
submitted to the BPW following IAC approval, pending approval by the BPW.)

"B" - Deferred but eligible for planning or construction funding. All PSCP and LEA staff
guestions, problems, or comments are resolved; the project is eligible for funding but is
deferred due to fiscal constraints.

"C" - Deferred based on issues yet to be resolved. The project as currently proposed or as it
currently stands in the planning process is not eligible for approval until outstanding technical
qguestions or problems have been resolved. Problem areas differ for different types of
projects, and may include but are not necessarily limited to: site approval,
capacity/enrollment, scope, estimated cost, availability of local funds, alternative solutions
available, master plan inconsistency, other agency approvals, and progress of educational
specifications or design documents,.

"D" - Denied: Ineligible project. The Project does not meet PSCP funding guidelines and is
therefore ineligible for State approval of planning or funding. Typical causes for denial include
but are not limited to:

(1) Systemic Renovation project has a total construction value less than the required
minimum;

(2) Project type does not correspond to a CIP category (Section 102.1.C). The project may
be eligible through another State funding program.

(3) School was renovated or system was installed too recently (Section 102.1.C.1)

All projects will be reviewed periodically prior to mid-April based on the stated criteria in order to be
considered for planning approval or funding in the next fiscal year. New information submitted by
the LEA may be considered for reclassification of project approval status. LEAs will be regularly
notified of project status and outstanding issues of concern through formal and informal
communications.
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3. All requests will be reviewed for consistency with existing State and local priorities, rules,
regulations, procedures, and laws that are applicable to State funded public school construction
projects.

C. State Prioritization Methodology for Planning Requests

1. Steps in the Planning Prioritization Process

a.

For each submitted CIP project that is eligible for planning approval (Project Status Code B,
see above Section 102.5.B.1), a numerical score will be calculated based on the factors in 2.
below, and the criteria factors that involve judgment outlined in 3. below will also be reviewed.

The points are intended to provide guidance to the staff of the Program in developing
recommendations for consideration by the IAC. Other factors, including the judgment factors
cited below as well as knowledge of each school system’s needs and priorities, will influence
the recommendations.

For each LEA that submits a request for planning, the eligible project that has the highest
local priority will be assessed in order to ensure that each LEA that makes a request for
planning approval receives consideration for at least one project.

The prioritized list that results from Step (3) will be continually revised until early April to
incorporate new project information received during the CIP process as well as new estimates
of total project funding.

2. Quantifiable Planning Criteria (each factor has a range of 1 to 5 (low to high))

a.

State Educational Priority. Reflects scope of the project in terms of minor or major impact on
educational programs and numbers of students, and whether the project addresses State
educational mandates or initiatives, such as full day kindergarten, pre-kindergarten for
economically disadvantaged children, or high school science.

Enrollment Priority. This factor measures the degree of overcrowding at a proposed school
and its adjacent schools.

(1) For a renovation or addition project, the projected enrollment of the school for the
seventh school year following the year of submission is divided by the current State
Rated Capacity (SRC) to arrive at a decimal figure.

(2) For new schools, the aggregate projected enroliment of the adjacent schools for the
seventh school year as shown in Form 102.2 is divided by their respective SRCs.

(3) The highest points go to the 20% of projects that have the greatest impacts, with lower
point values awarded similarly by quintiles.

State Planning Goals. Reflects the impact that the proposed project will have on statewide
planning goals to foster communities and mitigate sprawl. The possible points are awarded
for school location as follows:

5 points: Community location (within Designated Neighborhoods or within corporate limits).
4 points: Certified Priority Funding Area adjacent to residential development.

3 points: Certified Priority Funding Area not adjacent to residential development.

2 points: County Growth Area with water and sewer planned.

1 point: Rural Area

102 - CAPITAL IMPROVEMENT PROGRAM Page 28



APPROVED BY THE IAC
SEPTEMBER 27, 2013

Amended August 20, 2020
Average Age of Building Area - This factor gives priority to older buildings. In order to
determine the average age of the square footage for each building, the date of each addition
and renovation is listed with its respective square footage. To determine the average of
square footage:

(1) The proportion of area built or renovated in each year, based on the total square
footage, is calculated.

(2) The age of each area of the building is multiplied by the proportion of total area it
represents; the sum of these calculations is the average age of the building.

Special Populations - Beyond a certain threshold for each category of student, this factor
reflects the percentage of students at the school who are receiving special education services
outside the regular classroom, are eligible for free and reduced price meals (FRPM), and/or
are English language learners reported as Limited English Proficient (LEP). The respective
thresholds are:

(1) Greater than 10% of students receive special education services outside of the regular
classroom more than 60% of the time;

(2) Greater than 40% of students receive FRPM; and/or
(3) Greater than 10% of students are LEP.

Other factors determined by the IAC, e.g.: One additional point for capacity projects that
remove adequate public facility ordinance closure of housing in designated growth areas.

3. Planning Factors That Entail Judgment.

a.

LEA’s Backlog of Previously Approved Projects. If an LEA has a large backlog of projects to
which the State has committed funds, additional projects will generally not be added to the
list. If, however, the LEA is able to carry projects in the backlog to construction without
immediate reimbursement from the State, planning approval for pressing new projects may
be considered. Planning approval may also be considered to ensure that all LEAs that need
them have future projects at some stage of development.

Local Capacity to Proceed with the Project. Some LEAs and local governments may have
the capacity to proceed with the design of a project even if they do not receive State planning
approval; others may require the commitment of funding implicit in State planning approval
before they will proceed.

Total Cost of the Project, and When State Funds Will Be Required. A very large project,
although it has a high priority, may block several other projects of lower priority; in this case,
the State may, in consultation with the LEA, consider by passing the higher priority project.
On the other hand, it may be that the costly project will extend over several years, and the
impact on State funds will be relatively small in any one funding year.

Eligibility for State Reimbursement Using Bond Proceeds. For a locally funded project that is
submitted for both planning and funding approval, if a project schedule indicates that delayed
approval will require the use of State Pay-go funds rather than bond proceeds for
reimbursement, the project may receive higher consideration. However, a locally funded
project that has been completed and is only eligible for reimbursement with State Pay-go
funds will generally receive lower consideration, based on an assessment of Pay-go fund
availability.
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Impact on Local Growth Outside of Priority Funding Areas. A capacity project in a county-
designated growth area that is currently closed because of a local Adequate Public Facility
Ordinance restriction may receive higher consideration.

Other. Other factors will be considered that may be specific to a school system or to a
particular school project. These may include the impact that the proposed school project will
have on the fiscal viability of the school district; the effect of the project on significant student
behavior and/or achievement issues; the requirements of rural schools; and schools where a
safety issue is present.

STATE MAXIMUM CONSTRUCTION ALLOCATION

A. Maximum Gross Area Allowance

1.

General

a.

The Maximum Gross Area Allowance is the size of the facility that, in the judgment of the IAC,
can reasonably accommodate the number of students and the educational program.

The Maximum Gross Area Allowance is the product of the approved student enrollment and
the maximum gross area allowance per student.

(1) The maximum gross area allowance per student is set by the Board of Public works upon
recommendation of the IAC.

(2) The PSCP will periodically review the allocation of area per student for different grade
levels and for different educational programs and may recommend changes to the IAC.
The review will be based on current educational practice.
(3) See Appendix 102-B for:
i.  Currently approved gross area allowance per student.
ii. Gross area allowance for specific program elements.
The maximum gross area allowance is the limit for State participation in a project. Costs of
that part of a project which exceeds the maximum gross area allowance will be a local
responsibility.
The maximum gross area allowance shall not be considered a minimum State space design
standard. An LEA may build a school to a size larger or smaller than that determined through

the calculation of the Maximum Gross Area Allowance.

(1) If the project area is larger than the Maximum Gross Area Allowance, the excess area is
ineligible for State participation.

(2) If the project area is smaller than the Maximum Gross Area Allowance, the State
participation will be based on the actual size of the project.

In some circumstances, the IAC may approve a Maximum Gross Area Allowance in excess of
that derived from the Capacity and Space Formula. Examples include but are not limited to:

(1) Additions for programmatic purposes that result in a building that is larger than the
Maximum Gross Area Allowance.
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(2) Additions for capacity where the configuration of the existing building precludes
renovation of existing spaces.

For new schools, the Maximum Gross Area Allowance is the product of the approved projected
enrollment and the square foot allowance per pupil or flat rate if applicable.

For major renovation projects:

a. The Maximum Gross Area Allowance is the same as for a comparable new school of the
same approved capacity.

b. Areas 15 years of age or less, including areas that have received major renovation within 15
years, are ineligible for State funding and will be deducted from the maximum gross area
allowance.

For additions to increase capacity, the Maximum Gross Area Allowance of the addition will be

computed on the basis of the maximum gross area allowance for a comparable new school of the

same approved capacity, less the area of the existing school that will remain.

For additions for other purposes, see Appendix 102-B for gross square foot allowances.

For additions with renovations or limited renovations: See Appendix 102-B.

For Science Classroom Renovations: See Appendix 102-B.

Other: See Section 102-B

State-Local Cost Share Percentage.

1.

The appropriate State-local cost share percentage shall be applied to the project costs that are
eligible for State participation.

The State-local cost share percentage is recalculated every three years based on the factors
described in COMAR 23.03.02.05. See Appendix #TBD for current cost share percentages.

The cost share is established at the time of first-time funding approval and is not changed
thereafter. For multi-year projects that received first-time funding in an annual CIP, the cost share
will be as shown on the CIP worksheet for the project. A project that received planning approval in
an annual CIP without receiving funding will be subject to the cost share percentage applicable to
the year in which it receives funding approval, or the year in which the bid is taken if it is a locally
funded or forward funded project.

Average Statewide Per Square Foot School Building Cost.

1.

The IAC determines the most accurate average statewide per square foot school building cost by
reviewing costs experienced by the LEAs in the previous six months for new construction. Various
national and local costing services and construction management entities may also be used.

This data is distributed to LEAs in July, and is applicable to projects for which contracts are
awarded in the following July.

The PSCP continues to gather information on project costs following distribution of the average
statewide per square foot cost, and may make an adjustment prior to the final approval of projects.

Local Costs. The LEA is required to have local funds available for the payment of ineligible project
costs.
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E. Procedures for Calculation of Tentative and Maximum State Construction Allocation.

1. General

a.

The tentative construction budget with State and local share will be determined prior to the
approval of planning by the BPW. The State share of funding will be adjusted when
construction funding is approved, and again when the contract is approved.

The PSCP will provide funds for a percentage of the eligible construction costs of an approved
project. These percentages are set forth in Appendix #TBD.

The computation of the Tentative and Maximum State Construction Budget is generally based
on the approved gross square feet in the project and the appropriate construction cost or
building cost figure.

For some project types and in some circumstances, the Tentative and Maximum State
Construction Allocation will be based on the estimated or the actual cost of the construction.

Prevailing Wage Rates

(1) Prevailing Wage Rates must be used for all State-funded school construction projects in
which:

i.  The total cost of construction exceeds $500,000; and
ii. The State participation in the cost of construction is 50% or greater.

(2) A project that is required to have prevailing wage rates but is awarded without these rates
will be funded by the State at 49.9% of eligible costs.

(3) If, there is uncertainty prior to solicitation whether a project will meet criteria i. or ii. above,
bids may be solicited with a requirement for prevailing wage and an alternate removing
the requirement (or vice versa), and based on the results of the solicitation, the LEA may:

i.  Accept the bid or offer with prevailing wages, and receive full State participation; or

ii. Accept the bid or offer without prevailing wage rates, and receive State funding at
49.9% of eligible costs.

2. Tentative Maximum State Construction Budget.

a.

General

(1) A tentative maximum State construction budget for a major project will be established
when planning approval is recommended by the IAC and the planning project is approved
by the BPW.

(2) When construction funding is approved, the maximum State construction allocation is
established.

(3) In an existing building, areas 15 years of age or less, including areas that have received
major renovation within 15 years, are ineligible for State funding (See Section 102.1.C.1).

For a new school, replacement school, or major addition for capacity purposes.
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The computation is the result of:

i.  Multiplying the approved Maximum Gross Area Allowance by the building cost per
square foot;

ii. Adding to this a site allocation of 12% of the building cost and a contingency of 2-
1/2% applied to the sum of the building and site costs; and

iii. Multiplying the sum by the State-local cost share percentage.

For replacement projects, the cost of projects approved by the State within the previous
15 years for the facility that is being replaced is not subtracted from the Tentative
Maximum State Construction Budget. An exception to this rule may occur when
previously approved and executed plans to expand capacity or undertake major
renovation did not take into account the future replacement of the facility.

For schools required to be high performance schools that were approved for funding
during FY 2010 through FY 2014, the State will participate in Additional State Funding
equal to 50% of 2% added to the combined cost of building and site (see Section 105 and
Forms 102.1 and 102.2 for projects submitted in that timeframe)

For an addition to a new or replacement school in which the core area was originally
oversized in anticipation of the addition, the State share of the cost of the eligible
oversized area will be added to the State share of the addition.

i The State share of the oversized area will be based on the construction costs that
applied at the time of original project procurement.

ii.  Throughout the design review process, the location and size of the oversized area
must be clearly shown on design document submissions.

For renovation work within an existing school.

(1)

()

The computation is the result of:

i.  Multiplying the approved Maximum Gross Area Allowance by the percentages of the
building cost per square foot that vary according to the age of the building;

i. Summing the above products and adding to this a site allocation of 5% of the
building cost and a contingency allocation of 2-1/2% applied to the sum of the
building and site costs; and

iii. Multiplying the sum by the State-local cost share percentage.

The percentage of building cost is based upon the age of the existing spaces in which
renovation work is to take place. The percentages are:

40 years or more 100%
31 to 39 years 85%
26 to 30 years 75%
21to 25 years 65%
16 to 20 years 50%
0 to 15 years 0%

102 - CAPITAL IMPROVEMENT PROGRAM Page 33



3.

APPROVED BY THE IAC
SEPTEMBER 27, 2013

Amended August 20, 2020

(3) The age of each building portion is calculated by subtracting the year in which

construction was completed or the project was placed in service, whichever was earlier,
from the January 1 of the year following submission of the CIP request.

(4) The PSCP will provide an updated chart of dates for each age category in the letter that
is distributed in July relative to the CIP for the following autumn.

(5) If the Maximum Gross Area Allowance is less than the area of the existing building, it will
be applied to the oldest portions of the building first, then progressively to newer sections
until it is fully used.

An Addition Project Combined with a Renovation Project.

(1) The renovation portion is calculated in accordance with Sections 102.6.A.3 and
102.6.E.2.c above, and the addition portion is calculated in accordance with Section
102.6.A.4 above.

(2) If the Maximum Gross Area Allowance is greater than the area of the existing building, it
will be applied to the existing building first, with the remainder applied to the addition until
it is fully used.

Limited Renovations. If the total area of the existing school is larger than the Maximum Gross
Area Allowance calculated from the projected enroliments, the cost of the work may be
determined as a ratio of the Maximum Gross Area Allowance divided by the total area of the
building, unless it can be shown that the work is restricted to specific areas of the facility.

Systemic Renovation Projects. State funding shall be based on the State-local shared cost
formula applied to the estimated cost of the project. There is no allocation for site work.

Locally funded and forward funded projects.

(1) The Tentative and Maximum State Construction Allocations will be calculated, as
appropriate for the project type, based on either:

i.  The enrollments, Square Feet per Student, the Cost per Square Foot, and the State-
local cost-share percentage that were approved in the request for funding and
planning (see Sections 102.4.B and 102.4.C); or

i. The estimated or actual cost of the project, and the State-local cost-share
percentage that was in effect at the time of solicitation.

(2) State funds, if provided for a contract previously awarded, will not include any financing
costs incurred by the LEA.

(3) Local Boards and local governments are required to be aware of any tax liabilities that
may follow on the use of State tax-exempt bond proceeds to reimburse costs paid for
using local tax-exempt bond proceeds.

(4) state funds will not be provided for any work or items that are included in the contract
documents which are ineligible for State funding at the time of State approval,
irrespective of whether they were eligible at the time of project solicitation.

Maximum State Construction Allocation.

a.

General
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The method for determining the Maximum State Construction Allocation for each type of
project is the same as for determining the Tentative Maximum State Construction Budget
at the time of planning approval.

i.  New information will be considered, e.g. the current enroliment and projections, the
current average State per square foot cost, the current age of building portions, and
the current State-local cost share percentage)

i. The estimated or actual cost of construction, if known, may be used in place of the
cost developed through formula.

At the time that a project is approved for funding by the BPW, a maximum State
construction allocation is established for the project. All construction costs in excess of
the established State share shall be the sole responsibility of the LEA.

This maximum State construction allocation will not be supplemented with additional
State funds from another funding program, for example funds from the Aging Schools
Program, the Qualified Zone Academy Bond program, or the Emergency Repair Fund.

The State share of funding for the project will not be subsequently increased, except for
BRAC-related projects (see Section 102.6.E.4.c).

If projected enroliments are based on a proposed change of educational program that
does not subsequently occur, the State share of funding will be reduced to correspond to
the actual enroliments and educational programs.

Adjustments to the Maximum State Construction Allocation

1)

(2)

If bids or proposals are received by the LEA and the cost of the lowest responsible
bidder/proposer exceeds the combined State-local allocation, the local jurisdiction can:

i.  Supplement the allocation (and assume responsibility for all change orders),
i. Revise and solicit anew (with no subsequent adjustment in State funds), or

iii. Cancel the project. A letter requesting cancellation should be addressed to the
Executive Director of the PSCP. The motion to rescind the project funding will be
approved by the IAC.

If the cost/proposal of the lowest responsible bidder or offerer is below the State
maximum allocation, the maximum State construction allocation will be revised to reflect
the State share of the actual construction costs.

i. An allowance of up to 2-1/2% will remain in the project's allocation for change
orders. The balance, including any unused portion of the contingency, will revert to
the Statewide Contingency Account.

i. The LEA will be informed of the revised estimate of total State participation in the
program.

iii. For funds allocated in fiscal year 2010 and subsequent fiscal years, the reverted
funds may be used within two years of the reversion by the LEA for a) an eligible
project submitted in one of those fiscal years that was not funded, or b) held in
reserve for an eligible future fiscal year project. The LEA will be informed if the
reverted funds are subject to these conditions.
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4. Special Allocations

a.

For approved replacement or renovation projects where declining enrollment has been
experienced, the project capacity, scope, and tentative budget will be based upon a capacity
that reflects the level at which the enrollment can reasonably be expected to stabilize.

High Performance Schools: Additional State Funding will be provided for projects that were
approved for funding in fiscal years 2010 through 2014 (See Section 105).

Base Realignment and Closure (BRAC) Related Projects.

1)

(2)

3)

4)

®)

(6)

Applicability. This section relates only to school construction projects that are impacted
by the 2005 Defense Base Closure and Realignment (BRAC) Commission Report,
effective November 9, 2005.

Definition of BRAC-Related Project.

i.  Will provide additional capacity for students directly related to military or contractual
employees at a base affected by BRAC, or

ii.  Will provide new or renovated space for educational programs in preparation for new
jobs on military bases that are related, as determined by the IAC or its designee.

Criteria for Designation as a BRAC-Related Project.

i.  School must be located within a certified Priority Funding Area and less than 10
miles from the perimeter of a BRAC-affected military base, or

ii. School must be located less than 20 minutes in driving time from the entrance gate
of a BRAC-affected military base.

For projects other than new, replacement, renovation, or limited renovation, LEA must
submit with the local capital improvement program request a comprehensive plan to
upgrade the condition of the entire facility to match the final condition of the proposed CIP
project within six years of the application, or submit evidence that the facility is already in
such condition.

If a project that is approved to receive designation as a BRAC-related project is also
approved as a project for planning and funding in an annual CIP:

i. The LEA may, in an annual capital improvement program, request approval of
supplemental funding for the project after the elapse of a period to be determined by
the IAC, but not less than 2 years from the time of project completion.

i. No additional request for planning approval is needed.

Basis for Supplemental State Funding.

i.  The actual enrolliments that have resulted from BRAC actions, according to criteria
established by the IAC, that are in excess by a minimum of 5% of the enrollment
projections that applied at the time of approval or bid date of the BRAC-Related
project, whichever was earlier.
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i. The cost of construction that was applicable on the date of bid, according to either

the formulas in Section 102.6 of this procedure, or the actual cost of construction,
whichever is less.

iii. The cost share percentage that was applicable at the time of bid.
(7) The request for supplemental funding is to be submitted as a new project request in the

annual CIP, and will be considered for approval of funding according to the factors
described in Section 102.5 of this procedure.

102.7 CAPITAL IMPROVEMENT PROGRAM APPROVAL PROCEDURE - SUMMARY

By May 1, review the latest public school enroliment projections prepared by MDP.
Educational Facilities Master Plan or amendments must be submitted by July 1.

Discussions between LEA and IAC staffs may take place to provide IAC staff information as to likely
LEA high priority requests for the upcoming fiscal year. Review and preparation of CIP materials by
both LEA and PSCP continues. Work on schematic and design development drawings continues for
LEAs intending to request funds in the fall.

By September 1, schematic documents must be submitted to PSCP (for project recommendations to be
submitted by the IAC for approvals in the following January).

By a date in October established by the PSCP, the LEA shall submit the Board of Education approved
CIP to the PSCP.

By October 15, the Governor announces the preliminary capital budget for school construction.
During October and November, PSCP-LEA program review meetings take place.

By November 1, design development documents, including cost estimates, life cycle costs, and energy
conservation studies, must be submitted to PSCP (for project recommendations to be submitted by the
IAC for approvals in the following January).

In mid-November, IAC staff makes its program recommendations to IAC. These recommendations are
communicated to each LEA. The LEA will notify the IAC of projects it intends to appeal.

By a date in late November or early December established by the IAC, amendments to the CIP and a
local government commitment of support must be submitted to PSCP.

In December, IAC holds a public hearing to hear appeals for projects not recommended by PSCP staff.
IAC decides upon the recommendations to be made to the BPW. The LEA and other concerned parties
are informed of IAC recommendations and the LEA notifies the IAC of projects that will be appealed to
the BPW.

By December 31%, the IAC submits its recommendations to the BPW. Recommendations will account
for not less than 75% of the Governor’s preliminary public school construction funding for the fiscal year.

In January, the BPW holds a public hearing to receive testimony on IAC recommendations and to hear
appeals for projects not recommended by the IAC. The Board of Public works approves funding for
projects not exceeding 75% of the Governor’s preliminary public school construction funding for the
fiscal year.
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Before March 1, the IAC recommends project funding totaling 90% of the Governor’'s proposed public
school construction funding for the fiscal year.

Between January and April, the Legislature considers the Governor's funding recommendations and
approves an appropriation for public school construction funding for the upcoming fiscal year.

In mid- to late-April, the IAC recommends to the Board of Public Works additional projects for funding
and planning approval, based on the appeals made by the LEAs at the January meeting of the BPW, on
additional information provided by the LEAs, and on the final funding level passed by the General
Assembly and enacted by the Governor. Funds may also be added from the Statewide Contingency
Account.

The Board of Public Works approves the final allocation of funds. The total amount of the approved
allocation will equal the approved funding.

Throughout the year, amendments to the CIP may be submitted to the IAC for consideration as
recommendations to the BPW.

END OF SECTION
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IAC/PSCP Form 102.7
Annual Self-Certification of State-Funded Window Air-Conditioning Units

As a condition to receiving State funds to purchase window air-conditioning units (and associated electrical
upgrades, installation, and security) for schools where more than half of classrooms are not temperature-
controlled, a Local Education Agency (LEA) must comply with the Code of Maryland Regulation (COMAR)
23.03.02.111(2). This regulation requires the LEA to complete an annual self-certification that window air-

conditioning units purchased and installed with State funds since October 1, 2016 are operable and have
been maintained.

has received State funds to purchase and inst: - _window air-conditioning units.

LEA #

-_window air-conditioning units are operable as of
#

Date

- _window air-conditioning units have been maintained (in accordance with manufacturer's
# recommendations) between October 1, 2016

Date

Fiscal Year [ Number of [Month/Year Number Number
School Name PSC # Funded Units Installed Operable Maintained
Total - - -

| hereby certify that to the best of my knowledge the above information is accurate and complete.

Signature of Superintendent of Schools Date

Printed Name of Superintendent
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103 - ARCHITECTURAL AND ENGINEERING SERVICES

103.1 GENERAL

A.

The plans, specifications, and related documents for each State-funded construction project
must be developed under the supervision and responsibility of an architect or engineer who
is licensed to practice in the State of Maryland.

Unless waived by the IAC or its designee, construction projects that include site
development or the design of structural, mechanical, plumbing, or electrical systems must,
respectively, include the design services of a professional engineer licensed to practice in
the State of Maryland with acceptable experience in civil, structural, mechanical, plumbing,
or electrical engineering.

103.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.14B

103.3  APPLICABILITY

A.

This procedure applies to all new construction, renovation, limited renovation, addition, site
development, structural, mechanical, plumbing, and electrical system projects, unless
waived by the IAC or its designee.

103.4  SELECTION AND AGREEMENT

A.

The process by which the LEA selects an architect or engineer is determined by local
statute, policy, or practice.

The payment of all fees related to the selection and employment of the architect, engineer,
or other consultants is the sole responsibility of the LEA.

The agreement between the LEA and the Architect/Engineer (A/E) shall include:

1. Provisions for the IAC staff review and approval of the schematic, design development,
and construction documents as required by other sections of these procedures;

2. Assurance that the project design is in accordance with the State guidelines for energy
usage and DGS standards and procedures for energy conservation, life cycle cost
analysis, and roofing, [see Energy Conservation, Implementation of Life Cycle Cost
Analysis, and Standards for Roofing, Re-roofing, and Guarantee Requirements in the
DGS Procedure Manual for Professional Services];

3. Cost control provisions, such as add alternates to the base bhid;

4. Provisions for high performance design and construction as required;

5. Provisions requiring the A/E to obtain separate pricing for any ineligible work or items
included in the project that will be locally funded; and
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6. Provisions for the A/E to monitor change orders during construction and record the
reasons for the change.

103.5 PROCEDURAL STEPS

A.

Prior to the selection of the A/E, the capacity, general scope, area allowance, and
preliminary construction budget shall be established and recognized by the LEA and the
IAC. At the time planning is approved, a tentative maximum State construction allocation is
established by the IAC and provided to the LEA.

The LEA shall notify the PSCP/MSDE when the A/E has been selected and the project
design review meetings have been scheduled.

If design work is to be done by an employee of the LEA, the LEA shall identify the Board of
Education as the design firm and provide the staff member's name and registration number.

The selected A/E firm may obtain a current copy of the PSCP Administrative Procedures
Guide before beginning work.

END OF SECTION
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104 — SCHOOL SITE APPROVAL

104.1

A.

GENERAL

The site approval procedure enables the State to objectively review the suitability and
sustainability of locally selected school sites as well as their appropriateness to support
educational programs.

School facility planners are encouraged to work with planning and zoning officials to
develop and use school land banking procedures so that an inventory of future
prospective school sites are maintained in each jurisdiction is areas targeted for growth.

It is important that future school sites are situated within neighborhood and that the sites
be educationally suitable. Emphasis should be given to acquisition of future school sites
associated with major subdivision approvals and municipal annexations. Consideration
should also be given to school sites in existing communities where appropriate, such as
in areas targeted for redevelopment.

School sites should reflect sustainable community planning practices and be consistent
with the requirements of the educational program. Community planning practices
include: shared locations and use of sites, minimized school site sizes, public
transportation, and shared parking options and densities that promote walking and biking.
(See Appendix 104)

All new school sites, and sites for replacement schools that have an increased capacity
or an expanded core area, shall be located in a PFA unless a waiver is granted by the
IAC. COMAR 23.03.03, .13, and 28.

1. A waiver from the IAC will be required for the acquisition of school sites outside of
PFAs.

2. “Expanded core area” means core areas of the school, including but not limited to
the cafeteria, gymnasium, health suite, library, etc., that exceed space required for
the current or projected student enrollment but which may serve an increased
occupancy at a later date.

New school sites and reuse of existing school properties located in existing communities
should be given preference over sites outside existing communities.

104.2 REFERENCE

A.

COMAR 23.03.02.03, Capital Improvement Program
COMAR 23.03.02.13 Site Selection
COMAR 23.03.02.28 Priority funding Area Waiver Criteria, and
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104.3 APPLICABILITY

A.

IAC approval and the approval of the State Superintendent of Schools are required for
the acquisition of all new sites, whether for imminent use or site bank purposes, except
as described in Section in B, below.

If five acres or less is being added to an existing site, and the property to be acquired will
remain unaltered, the acquisition is not subject to formal approval by the State
Superintendent. The State Superintendent and IAC must be notified in writing by the LEA
of the acquisition.

IAC approval is required for the use of previously approved sites if the approval was
given more than five years prior to the date when the LEA requests planning approval for
a project at that site in an annual capital improvement program (CIP see section 102.4).
The LEA must follow the procedure for new site acquisition as outlined in Section 104.4
below.

Maryland State Clearinghouse review of all sites is required prior to IAC approval except
if the site is five acres or less, is being added to an existing site, and the property to be
acquired will remain unaltered. See Section 104.5.

Priority Funding Area review shall be conducted by the IAC for sites for new schools and
replacement schools on new sites that add capacity, including a school being built with an
expanded core to accommodate projected future growth. See Section 104.7.

104.4 SITE VISIT

A.

The LEA shall request a site visit by a representative of the Maryland Department of
Planning when an LEA determines that it intends to acquire a site for a new school or for
the site bank.

The site visit will occur before or shortly after the submission to the Clearinghouse for
review.

Prior to or at the visit, the LEA should be prepared to discuss the following information:
1. The overall property boundaries and existing physical conditions.

2. The LEA’s planned acquisition schedule.

3. Adescription of any potential physical problems with the site.

4.  Adjacent schools with boundaries that will be impacted by the new school.

5. Comprehensive Plan Designation, Zoning Designation, Priority Funding Area
Designation and Adequate Public Facilities information:

a. Explanation of how the proposed site is related to the county or municipal
growth plan and to the State’s growth policies;
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b. A site location plan indicating existing or proposed land uses, zoning |,
roadways, sidewalks, trails, parks and other public uses within a one mile
radius of the proposed site;

c.  Sustainable community planning practices:

1. Site Size;
2. Opportunities for Co-Location/Shared Use of School Facilities;
3. Surrounding Residential Density;

4. Walkability;

5. Public Transportation Options;

6. Parking options;

7. Parks, Recreation Areas, Sidewalks, Trails and Bicycle Lanes.

d. The PFA status for the proposed school site;

e. Adequate Public Facility Ordinances (APFO). If a county has an APFO for
schools, and a development moratorium is in place inside a PFA, evidence
that this site will address APFO restrictions inside the PFA and how the county
will mitigate potential growth impacts outside the PFA resulting from the new
school.

6. Sewer and Water Service. Indicate the existing or planned water and sewer service
area for the site as defined in the water and sewer plan approved by the Maryland

Department of the Environment.

7. A description of the proposed travel patterns for the site area consistent with the
policies of the County Transportation Plan.

8.  For high school sites, describe efforts to be made to minimize the amount of
planned motorized vehicular travel.
104.5 MARYLAND STATE CLEARINGHOUSE REVIEW

A. The LEA shall submit site selection materials to the Maryland State Clearinghouse with a
cover letter requesting a review-

1. Address: Maryland State Clearinghouse
Maryland Department of Planning
301 West Preston Street
Baltimore MD 21201
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Seven (7) copies of the Site Analysis Report (Form 104.1) and of the following
attachments should be sent (copies also may be submitted electronically via e-mail,
as a PDF file, or sent as a CD):

a.

b.

f.

g.

Small scale location/vicinity map;

Site plan showing:

1.

2.

10.

Metes and bounds;

Topography;

Floodplains and wetlands;

Easements and rights-of-way affecting property;
Sewer and water;

Gas and electricity service;

Sidewalks;

Storm drains and swales;

General features of land abutting property including existing and/or
proposed street layout;

The probable location of the building, parking and play fields.

A site location plan indicating:

1.

2.

3.

4.

Existing or proposed land uses (1/2 mile radius of proposed site);
Roadways, sidewalks, and trails (1/2 mile radius of proposed site);
Public transit routes and stops (1/2 mile radius of proposed site);

Parks and other public uses within the vicinity.

A letter from the LEA Superintendent indicating Board of Education approval
of the site acquisition pending IAC approval;

IAC/PSCP Environmental Assessment Form (EAF) 104.2 required by the
Maryland Environmental Policy Act;

A map indicating the Priority Funding Area status of the site;

Any other appropriate attachments.

Test borings and a preliminary environmental study are recommended for all new
sites and all additions to existing sites if there is to be building construction on the
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additional land. The engineering summary report shall be submitted along with the
site review materials, if available.

The State Clearinghouse will disseminate copies of the above to the appropriate
agencies requesting that comments and requirements be returned within 60 days. These
comments and requirements will be forwarded to the LEA for inclusion with the site
selection materials sent to the IAC for review and approval.

State Clearinghouse review does not constitute approval of the site. Separate approval
by the IAC is required following receipt of comments from the State Clearinghouse.

104.6 IAC APPROVAL

A.

Upon receipt of State Clearinghouse comments on the proposed site, and resolution of
any issues brought up in the State Clearinghouse review, the package of site selection
approval materials shall be submitted to the IAC for approval. The package shall include:

1. A letter to the Executive Director of the PSCP requesting IAC approval to acquire
the site. The letter should indicate the probable timetable for acquisition of the site
and the proposed use, including acquisition for land banking purposes.

2. IAC/PCP Forms 104.1 (Site Analysis Report) and 104.2 (Environmental
Assessment Form) with the required attachments as listed on the forms, including
the letter from the Clearinghouse with the comments and requirements for site
approval.

3. The Local Board of Education’s approval of the site selection.

The State Superintendent of Schools as required by 82-303 of the Education Article, and
the IAC as required by Title 23.03.02.13 of COMAR, will both review the request for
approval. The school system will be notified of action on the request by means of a
single letter from the State Superintendent acting as such and as IAC Chairperson.

The IAC shall consider information provided in Section 104.4 and 104.5 when approving
a site.

Approval by the State Superintendent and the IAC of the site does not imply agreement
with the need for a new school on that site or in its general area, nor does it imply a State
commitment to fund any improvements on the site.

1. Site approval is a precondition for approval of planning for a new school or a
replacement school on a new site in an annual CIP (See Section 102.4).

2. In order for planning to be approved in an annual CIP:
a. The submission to the State Clearinghouse should occur no later than the first

week of January that follows the submission of the request for planning
approval;
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b.  The request for IAC approval should occur no later than the following March
15.

Priority Funding Area Review

Priority Funding Area review shall be conducted by the IAC for sites for new schools and
replacement schools on new sites that add capacity, including a school being built with an
expanded core to accommodate projected future growth.

A.

B.

Priority Funding Area Waiver Procedure.

1.

An LEA may request in writing a waiver of site acquisition for a new school, or for a
replacement school that adds capacity, located outside of a Priority Funding Area.
See section 104.7 B., Priority Funding Area Criteria, for information that must be
addressed in the request.

On confirmation by the Maryland Department of Planning that the proposed new
school or a replacement school that adds capacity, or the site for same, is outside a
Priority Funding Area, the IAC’s designees shall make a recommendation to the
IAC.

Based on the recommendation of the IAC designees, the IAC shall consider
whether to grant a waiver for approval to acquire a site for a new school, or for a
replacement school that adds capacity, outside of a Priority Funding Area.

After considering the criteria for a waiver in 8B of this section, the IAC may:

a. Approve acquisition of a site for the new school, or for the replacement school
that adds capacity;

b.  Approve acquisition of a site for the new school, or for the replacement school
that adds capacity with conditions; or

c.  Deny acquisition of a site for the new school, or for the replacement school
that adds capacity.

When considering whether to grant a waiver for acquisition of a site for a new
school, or for a replacement school that adds capacity, outside of a Priority Funding
Area, the IAC may consult with the Smart Growth Subcabinet.

The Board of Public Works shall make the final determination on the approval of a
site for a new school or a replacement school that adds capacity that is outside a
Priority Funding Area in the event of a conflict between the IAC and the Smart
Growth Subcabinet.

Priority Funding Area Waiver Criteria.
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When requesting a waiver to the requirement that a site for a new school or for a replacement
school that adds capacity be located inside a Priority Funding Area, the LEA shall provide to
the Maryland Department of Planning the following information

1.

Evidence of efforts made by the LEA and the local government to secure a site
within a Priority Funding Area that is of a size, location, and configuration that can
support the proposed educational program and serve an appropriate student body.
For each evaluated site, criteria that must be considered include:

a. Costs of each site, including both quantifiable first costs and life cycle cost
analysis (LCCA) inclusive of transportation costs, and non-quantifiable costs
such as administrative inefficiencies or lost teaching time, in order to
demonstrate that sites within the Priority Funding Area are more costly than
those outside the Priority Funding Areas; and

b.  Benefits of each site, including the impact of the proposed site on community
life, walkability of students, access to public transportation, and access of
students to educational programs and non-curricular activities.

Evidence that if a site outside a Priority Funding Area is selected because of
inability to locate a site within a Priority Funding Area that is of a size, location, and
configuration that can support the proposed educational program and serve an
appropriate student body:

a. The new site for a new school or for a replacement school that adds capacity is
located as proximate to the Priority Funding Area as possible;

b. How the LEA proposes to mitigate potential negative effects of the site on
educational delivery and the community; and

c. The local government tools for control of land use, including the comprehensive
plan and zoning, that will restrict the growth of housing development outside of
the Priority Funding Area that may result from the new school or replacement
school that adds capacity;

Evidence of efforts made by the LEA and local government to achieve the needed
capacity through additions to existing schools inside the Priority Funding Area.

The location of the student body that will be served by the new school or
replacement school that adds capacity.

The potential of the new school or replacement school that adds capacity to be
permanently connected to existing or proposed municipal or county water and
sewer service that is in the approved 6-year local government capital improvement
program.

The effect of the new school or replacement school that adds capacity in relieving

an Adequate Public Facilities closure within an existing Priority Funding Area or
local growth area.
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Opportunities for co-location or joint use that the new school or replacement school
that adds capacity may make possible.

Opportunities for reuse of an existing facility.
The increase of capacity for a replacement school is modest.

Other factors deemed appropriate by the LEA, or upon request from MDP or the
IAC.

END OF SECTION
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105 — HIGH PERFORMANCE SCHOOLS

105.1 GENERAL

A.

All new schools receiving State capital construction funding shall be high performance schools
unless waived by the Interagency Committee on School Construction (IAC).

A high performance school is defined as meeting or exceeding the requirements for a Silver rating in
the LEED (Leadership in Energy and Environmental Design) for Schools rating system of the United

States Green Building Council (USGBC), or achieves at least a comparable numeric rating according
to a nationally recognized numeric sustainable rating system, guideline, or standard approved by the
Secretaries of the Department of General Services and the Department of Budget and Management

on the recommendation of the IAC.

Certification shall be performed by a third party and is a requirement for compliance with State
statute, regulation, and this procedure.

105.2 REFERENCE

A.

Article — State Finance and Procurement
1. Section 3-602.1

Article — Education
1. Section 5-301 (d), 5-312

COMAR 23.03.02

105.3  APPLICABILITY

A.

This procedure applies to all new school construction projects receiving any State Public School
Construction Program (PSCP) capital funding for which the Request for Proposal (RFP) for
architecture and engineering (A/E) design services is issued after July 1, 2009, unless waived by the
IAC.

1. An RFP is for specific design services for a specific project.

2. Issuance of a generalized Request for Qualifications (RFQ) to pre-qualify A/E firms for
upcoming work, or issuance of an RFP for a feasibility study to determine the scope of a
proposed project, does not constitute an RFP under the requirements of this section.

New schools include projects to expand or replace existing schools, or replace portions of existing

schools, when more than 80% of the final built square footage is new. “Replace” means that all

portions of the work are new, including foundations and all structural elements.

This procedure does not apply to additions less than 80% of the total final built square footage or to
complete renovations, limited renovations or systemic renovations.

This procedure applies to locally-funded school construction projects, as defined above, that will be
included in future CIP requests to the IAC.
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105.4 PROCEDURAL STEPS

A.

Other Than USGBC Certification. If an LEA wishes to use a nationally recognized numeric
sustainable rating system, guideline, or standard (“comparable certification”) other than USGBC
LEED for Schools Silver Certification, the following procedures must be followed:

1. The LEA should request the IAC to accept the comparable certification;

2.  The LEA shall submit the request and documentation of the comparable certification to the IAC
prior to submission of the schematic design;

3. The IAC may consult with the Maryland Green Building Council (MGBC) to determine
acceptability of the proposed comparable certification;

4. The IAC will recommend action on the comparable certification to the Secretary of the
Department of General Services and the Secretary of the Department of Budget and
Management;

5. Use of the comparable certification will be granted on approval by the Secretary of the
Department of General Services and the Secretary of the Department of Budget and
Management;

6. The LEA must have State approval of comparable certification for each specific project not later
than approval to go to solicitation;

7. The IAC will state in writing the reasons for disapproval.

Planning, Design, Construction

1. The LEA shall notify PSCP of its intention to certify individual projects with USGBC or other
certification, and include a statement of intent in its Capital Improvement Program (CIP)
request, educational specifications and A/E selection documents.

a. PSCP will verify inclusion of statements in each submission.

b. Inclusion of statements will be a condition for eligibility for planning and funding approval
(with other factors described in Section 102).

2. The LEA shall submit at each stage of design a written description of high performance design
principles that will be incorporated into the project, similar to the “Green Building Plan” required
in the DGS Procedure Manual for Professional Services. This plan may take the form of
preliminary and interim LEED scorecards, certified by a LEED-Accredited Professional.

3. PSCP will review the documentation to verify progress toward certification. Notification of
deficiencies in documentation will be included in comment and review letters at each phase.

Certification

1. The LEA shall submit the project to the certifying entity for evaluation as required by the
certifying entity.

2.. The LEA shall send PSCP a copy of the final certification notice.

Additional State Funding (ASF)
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The State will allocate additional funds for 50% of the extra local costs during FYs 2010-2014
only. Extra local costs eligible for State participation will be as shown in the list of eligible items
in the Administrative Procedures Guide that is current at the time of approval of project funding.

a. Additional funds will be allocated only for applicable schools, as defined in Section 105.3
above.

b. If an applicable school that is approved for funding in FY 2010 meets the requirements for
certification as a high performance school, it will be eligible for additional State funding
even if the RFP for A/E design services is issued before July 1, 2009.

Calculation of Additional State Funding.

a. Forms 102.1 and 102.2 will automatically calculate 2% of the combined building and site
construction costs for the project.

b. The ASF will be calculated as 50% of the resultant amount shown.

c. The ASF will be added to the State cost for construction, site, and contingency to establish
the maximum State construction allocation.

The ASF will be shown in the project worksheet, and will be included in the approved allocation,
pending availability of funds.

The LEA may request reimbursement of the Additional State Funding (ASF) upon presentation
of final certification from the certifying entity.

E. Locally Funded Projects to Be Included in Future Year CIP Requests

1.

The LEA shall notify MSDE of its intention to certify individual projects with USGBC or other
certification, and include a statement of intent in its educational specifications and A/E selection
documents.

a. MSDE will verify inclusion of statements in each submission.

b. Inclusion of statements will be a condition for eligibility for planning and funding approval
by the IAC (with other factors described in Section 102).

The LEA shall submit at each stage of design a written description of high performance design
principles that will be incorporated into the project, similar to the “Green Building Plan” required
in the DGS Procedure Manual for Professional Services. This plan may take the form of
preliminary and interim LEED scorecards, certified by a LEED-Accredited Professional.

MSDE will review the documentation to verify progress toward certification. Notification of
deficiencies in documentation will be included in comment and review letters at each phase
requiring approval by the State Superintendent of Schools.

F. Waiver

1.

The LEA may request a waiver of the requirement for high performance school certification. A
waiver should not be assumed to be granted resulting from a failure of the LEA to achieve high
performance building certification.

a. The request should be submitted with the request for planning or funding.

105 - HIGH PERFORMANCE SCHOOLS Page 3



APPROVED BY IAC
SEPTEMBER 22, 2011

The request may be made after completion of the project if, following submission of all high
performance documentation including interim certification scores, the certifying entity does
not grant certification or if less than a LEED Silver or comparable certification level is
achieved.

The LEA shall submit justification for the waiver in letter form to the Executive Director.

PSCP shall evaluate the request and recommend action to the IAC within 30 days.

a.

Waivers will be granted only on demonstration of substantial cause that achieving
certification is not practicable.

The request must demonstrate that alternative approaches to achieving the needed points
for LEED Silver certification or comparable certification have been fully explored.

Additional costs involved in achieving high performance certification will not be accepted as
a cause for granting a waiver.

The IAC may approve or not approve the waiver. The IAC will state in writing the reasons for
disapproval.

a.

If the waiver is approved at the time of planning or funding approval, the project may
proceed without high performance certification, and will be eligible for the maximum State
construction allocation without the ASF.

If the waiver is granted at the completion of the project (see 1.b above), no penalty of State
funding will be assessed, and a determination will be made by the IAC as to the eligibility of
the ASF. The LEA will be required to do the following:

(1) Provide information explaining why the certification was denied,;

(2) Submit a copy of the certification to the IAC if certification is achieved in the future
through additional local capital project funding;

(3) Document compliance with all third party certification prerequisites of the rating
system (e.g. commissioning, ASHRAE compliance), certified by the A/E;

(4) Document that at minimum an Indoor Air Quality (IAQ) Management and Construction
Waste Management Plan for the project has been implemented, and that the project
has been designed to achieve an Energy Star rating from the Environmental
Protection Agency (EPA).

If the IAC does not approve the request for waiver, the LEA may:

(1) Revise the scope of the project to achieve high performance certification, submitting
appropriate documentation;

(2) Withdraw the project and proceed with it as a locally funded project which may not be
submitted for PSCP funding in the future.

If the IAC does not approve the waiver and the LEA proceeds with the project without
modification, the project will be deemed ineligible for State participation. If planning
approval has been previously granted, it will be rescinded.

END OF SECTION
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106 - EMERGENCY SHELTER COMPLIANCE PROCESS

106.1 GENERAL

A.

COMAR 23.03.02.29 states that for every school that undertakes a project involving a replacement or
upgrade of the electrical system, the Local Educational Agency (LEA) is required to consult with the
Maryland Emergency Management Agency (MEMA) to determine which area of the school may be
used for public shelter during a national, state, or local emergency event. In addition, the public
school construction project is to include the electrical capability to fully power those areas designated
by MEMA.

Purpose. The following steps outline the specific process that the Interagency Committee on School
Construction (IAC) will require all LEAs to complete in order to comply with the COMAR regulation
23.03.02.29.

Definitions.

1. See Administrative Procedures Guide (APG) Appendix 106 Emergency Shelter Compliance
Process, Paragraph A.

2. Emergency Shelter Compliance Process: All steps described in Section 106.4 below. These
steps are applicable to all projects that involve electrical work, whether determined to be subject
to the Emergency Shelter Requirement or not.

3. Emergency Shelter Requirement: All steps described in Sections 106.4.B.2 through 106.4.F
below, applicable to projects that are determined to involve an Upgrade or Replacement of the
electrical system as defined in Appendix 106, and resulting in a facility that can be used for public
shelter during a national, state, or local emergency event, and which is fully powered in the areas
designated by MEMA.

106.2 REFERENCE

A.

COMAR 23.03.02.29

106.3 APPLICABILITY

A.

This procedure is applicable to all projects that receive State funding participation in the Capital
Improvement Program (CIP), the Aging Schools Program (ASP), the Qualified Zone Academy Bond
(QZAB) program, and other State funding programs, that involve electrical work, irrespective of
whether they are determined to be subject to the Emergency Shelter Requirement or not.

The criteria set forth in APG Appendix 106 Emergency Shelter Compliance Process, Paragraphs B
and C are to be used for guidance only; final determinations as to the Emergency Shelter
Requirement will be made by the Public School Construction Program in collaboration with MEMA,
the Department of Human Resources (DHR), and others.

106.4 STEPS OF THE EMERGENCY SHELTER COMPLIANCE PROCESS

A.

General
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Upon completion of each step of the Emergency Shelter Compliance Process, the party
responsible for completing that step must record the date of completion in the PSCP SharePoint
list. Guidance will be provided for the use of SharePoint.

LEAs are encouraged to complete the Pre-Application Emergency Shelter Compliance Process
(106.B below) as early as possible before submission of application to the IAC for approval of
planning and/or funding.

a. IAC Recommendations for Project Approval:

i. No project that is determined to be subject to the Emergency Shelter Requirement will be
recommended for final planning and/or funding until steps 106.4.B.2 through 106.4.B.5 of
the required Compliance Process are complete.

ii. If progress is demonstrated toward completion of steps 106.4.B.2 through 106.4.B.5 of
the required Compliance Process, the IAC may recommend conditional approval, subject
to completion of the Compliance Process steps prior to final Board of Public Works
approval of the annual Capital Improvement Program.

b. Projects that are determined to be subject to the Emergency Shelter Requirement but have
been submitted for planning approval or funding approval prior to completion of steps
106.4.B.2 through 106.4.B.5 will be reviewed without prejudice for compliance with other IAC
requirements, but will not be recommended for final approval until the steps are completed.

B. Pre-Application Process Prior to Application for State Approval of Planning and/or Funding

1.

LEA makes an initial assessment as to whether the project is required to meet the Emergency
Shelter Requirement based on the criteria for Upgrade or Replacement of the electrical system as
set forth in APG Appendix 106, Paragraph C. Consultation with the IAC-PSCP is strongly
encouraged.

a. If the LEA considers that the project is not required to meet the Emergency Shelter
Requirement:

i. If the IAC agrees, no further action is needed. IAC will add a note to the project's
application file indicating that the project is compliant with the Emergency Shelter
Compliance Process, and no other actions under the Process are necessary.

i. Upon review of the application, IAC may determine that the project must meet the
Emergency Shelter Requirement. The project will then proceed under steps 106.4.B.2
through 106.4.F below.

iii. For projects in which it is unclear if the project involves Replacement or Upgrade of the
electrical system as defined in Appendix 106, IAC will discuss applications with the LEA
during the pre-application or application processes, and may require reconsideration of
the application or additional information.

b. If the LEA considers that the project is required to meet the Emergency Shelter Requirement,
the Emergency Shelter Compliance Process will continue under steps 106.4.B.2 through
106.4.F below.

LEA Contacts the Director of the Preparedness Directorate at MEMA to formally ask for a site
survey of the facility and submits to MEMA’s Preparedness Director (copy to PSCP)
documentation required to complete the Emergency Shelter Compliance Process. Documentation
required prior to a site survey is as follows:
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Floodplain map of facility site
Site plan showing the relation of the facility to roads, sidewalks and various exterior features;
Floor plan of any existing or planned structures involved in the project; and

Any documentation that the LEA or other local parties wish to be considered in making a
determination under 106.4.B.5.b below.

MEMA schedules site visit:

a.

The MEMA Regional Liaison Officer coordinates the performance of a site visit and
walkthrough which will occur 2-3 weeks after MEMA was first contacted by the LEA. MEMA
enters the date of the site visit into the SharePoint list.
Site visits and walkthroughs are to be held at the project site, unless the parties designated in
106.4.B.3.c below agree that the purposes of the regulation are better served by meeting at
the offices of the LEA.
The site visit will include representatives from the following:

i. Department of Human Resources (DHR) — Office of Emergency Operations (OEO);

i. Maryland Emergency Management Agency (MEMA) — Regional Liaison Officer (RLO);
and

iii. Local Educational Agency (LEA).
The Local Emergency Manager (LEM) will be invited to participate in the site visit.
The site visit may also include representatives from the following:
i. Local Department of Social Services (DSS);
ii. Public School Construction Program (PSCP); and/or
iii. Other relevant organizations as necessary.

MEMA'’s Preparedness Director must have received the required documents listed in
subparagraph 2 before the site visit can occur.

MEMA and DHR will provide information on current shelter guidance and best practices
under consideration in section 106.4.B.4.c below to meeting participants at the time that the
meeting is scheduled.

Site Visit and Walkthrough. The site visit and walkthrough is performed by the personnel outlined

in subparagraph 3; the maximum time expected is 2-3 hours.

a.

Site visits and walkthroughs will contain informal discussions regarding the identification of
those areas that would be used for sheltering before, during, or after an emergency event,
and the requirements for back-up power.
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b. These discussions will not constitute formal guidance or decisions of any kind; formal
guidance and decision will be provided in the Emergency Shelter Compliance letter (see
subparagraph 5).

c. Criteria for consideration will be drawn from Federal and State Emergency Management
guidance and plans, and nationwide best practices.

MEMA submits Emergency Shelter Compliance Letter to LEA:

a. MEMA and DHR will work in close coordination to complete a formal letter which designates
the area that is to be fully powered pursuant to COMAR 23.03.02.29. This designation is to
be made on the best professional judgment of MEMA and DHR about which portions of the
building would be used for public sheltering if events require use of this facility.

b. MEMA and DHR will consider any evidence that the facility could not be safely used under
any circumstances as a public shelter in the foreseeable future. If this evidence of lack of
safety under all circumstances for the foreseeable future is compelling, then no areas of the
facility are to be designated as necessary for public safety when used as a public shelter.

c. MEMA will submit the letter to the LEA and copy the PSCP, DHR, DGS and the LEM within
four weeks of the site visit.

i. This letter will include a floor plan with shelter areas highlighted for the LEA's reference.

i. MEMA will upload the letter to the PSCP SharePoint portal and enter the date of the
compliance letter in the SharePoint list.

. Application for Planning Approval and/or Funding. LEA submits application for a school construction

project to IAC.

1.

LEA indicates on application if project requires a Replacement of the electrical system or an
Upgrade of electrical system.

For projects that are considered by the LEA to be subject to the Shelter Compliance
Requirement, or for projects which the IAC has determined are subject to the Shelter Compliance
Requirement under 106.4.B.1.a above, LEA includes the MEMA Emergency Shelter Compliance
Letter (106.4.B.5 above) in the application.

IAC will require completion of the Emergency Shelter Compliance Process as a condition for
approval of the project.

Project Application Data .

1.

In order to maintain accountability and transparency throughout the entire process, PSCP will
immediately make application data specific to electrical and emergency shelter information
available through the PSCP SharePoint portal.

Reports of application status, site visit reports, and other relevant information will be made
available as needed.

Construction design plans with backup power capabilities submitted to I1AC.

1.

Following project approval, LEAs will submit design plans to the IAC-MSDE and IAC-DGS which
include provisions to fully power those areas designated in the Emergency Shelter Compliance
Letter from MEMA. These plans must clearly indicate which specific electrical
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devices/mechanisms support backup power, thereby distinguishing them from other
devices/mechanisms in close proximity which do not.

PSCP will review the design plans and cross-reference them with the MEMA Emergency Shelter
Compliance Letter and attached floor plan to ensure total compliance with the regulation.

IAC-DGS will note any questions or deficiencies; when addressed in the LEA response, IAC-DGS
will notify LEA.

F. LEA submits final project close-out documents for approval. Following the completion of construction

the LEA will submit final project close-out documents to the IAC-PSCP for approval, including proof of
backup power installation. The close-out documents must be signed by the superintendent or the
superintendent’s designee, verifying compliance with the Emergency Shelter Requirement.

106.5 CONTINGENCIES

A. Appeal of MEMA's Decision

1.

LEA may request an appeal of MEMA’'s School Emergency Shelter Compliance decision
concurrently to MEMA and the IAC. Requests for consideration should be addressed to:

a. MEMA: Director of the Preparedness Directorate; and
b. 1AC: Executive Director (copy Executive Director's Assistant).

The LEA will then be asked to replicate the Process outlined in Section 106.B.2 — 4. MEMA will
coordinate an additional site assessment in accordance with Section 106.B.4.

The Executive Director of MEMA will then make the final determination based on both site
assessments and any additional information provided by the LEA.

MEMA will send a final Emergency Shelter Compliance Letter to the LEA and upload the letter to
SharePoint.

B. Accelerated Emergency Shelter Compliance Process

1.

In the event that an urgent school construction project is submitted to the PSCP, there may be a
need to accelerate the Emergency Shelter Compliance Process. All appeals to accelerate the
Process will be made to the IAC directly.

The following changes will occur in the accelerated Process:

a. LEA will indicate upon its first contact with MEMA that this is an accelerated project.

b. The site visit will be conducted within 1-2 weeks after the LEA contacts MEMA.

c. MEMA's Emergency Shelter Compliance Letter will be completed 3-4 weeks after the site
visit.
The IAC shall make the determination as to which projects are “Urgent” based on internal criteria

and comparisons with other project applications.

END OF SECTION
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107 - SUSTAINABLE COMMUNITY PROJECTS

107.1

A.

107.3

107.4

GENERAL

The Sustainable Communities Program was established within the Maryland Department of
Housing and Community Development (DHCD) by the Maryland General Assembly per
the Sustainable Communities Act of 2010. Sustainable Communities (SC) is a place-based
community revitalization designation offering a comprehensive package of State resources.
Municipal and county governments wishing to participate identify local areas in need ¢f
revitalization and create a comprehensive revitalization strategy or “Action Plan” guidii g
investment in accordance with the principles of sustainability with the aim to increase eccfioric,
transportation and housing choices, and improve environmental quality and health_sutCames
among other locally identified goals. Designation applications are reviewed by an/inte agancy
panel led by DHCD and are then approved by the Governor's Smart Growth Sub:abinet. @nce
approved, newly designated Sustainable Communities will retain their desigration for a | ériod of
five years.

Because the decision to invest in existing schools is critical to the céatinued success and vitality
of Maryland's communities and municipalities, the IAC adopted this“Sustcinable Communities
Policy to facilitate certain major school construction projects i, areasformally designated for
State and local revitalization efforts under the Sustainable Commuiiities Program.
APPLICABILITY.

This section applies to a new school, renlaceiaen: school, major renovation, or addition school
construction project that is:

1. Located in a Sustainable Cosfimunity within a Priority Funding Area;

2. In which the projected-anrolimeats for the subject and adjacent schools at the opening of the
school will be less'than 30% of the State Rated Capacity, and in which the seven-year
combined enrotinentsifor fhe subject and adjacent schools do not indicate a trend toward full
utilization of theicapacity:

A list of appraved Sustainable Communities and interactive maps are posted on the Maryland

Departmentaf Farsing and Community Development website.

PROCEDURAL STEPS

Fidiining Approval

1. Criteria for Planning Approval:

a. School is located in a Priority Funding Area.

b. Schoolis located in a State approved Sustainable Community.

c. The Sustainable Community Plan for the area in which the project school is located
identifies strategies related to attracting residential growth.

d. There is no other school building in the same Sustainable Community that has been
approved as a Sustainable Community project and which has received funding in the
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past five years. (Note: Additional projects located in a Sustainable Community but not
seeking the Sustainable Community project approval are still eligible under standard
eligibility procedures).

e. The LEA must have in place strategies to improve capacity at the project school, i.e.
educational changes, redistricting, school closures, etc.

f.  The project school plays an integral part in the Sustainable Community at large.
g. County and (where applicable) Municipality land use controls complement the strategie;

of the Sustainable Community Plan by directing and supporting growth to target d giowt .+
areas and away from rural areas.

2. The IAC will also consider:

a. The total number of Sustainable Communities projects in any fur.zdictoniand the status
of the enrollments in the SC schools in determining additional agnrovals.

b. All LEA CIP priorities when considering planning or funding a,;xproval for SC projects.

3. A Sustainable Community project school will contintie to be ¢ansidered as an adjacent school
for other school project requests of its type unde standard eligibility procedures.
4. Gross Area Allowance Eligibility.

a. If a Sustainable Community b&sed repalaiement or renovation project, which is projected
to have less than 50% ensallm ant wheii it opens, is approved in a local annual CIP, the
eligibility of the projest=and ;e State funding will be based upon the Gross Area
Allowance that is asSacia:ed with one-half of the 7" year projected enroliment for that
school alone.

B. Funding approval
1. Criteriafemkur lingApproval: Same as Criteria for Planning Approval.
2. Firstiuea: fu',-ding must be obtained within the same five (5) year Sustainable Community

v =Eigndtion period in which planning approval was given.

C. CIP subizission requirements

.

IAC/PSCP Form 102.1 Request for Approval of Planning or Form 102.2 Request for Approval
of Funding.

A written request for consideration of the project as a Sustainable Communities project.
A map showing the location of the project school within the Sustainable Community area.
The date of State designation of the Sustainable Community Area.

A copy of the strategies from the Sustainable Community Plan in which the project is located
which are targeted towards residential growth.

A written explanation as to how the school project and the Sustainable Community
complement one another.
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7. Evidence of LEA strategies to improve capacity at the project school, i.e., educational
changes, redistricting, school closures, etc.

8. Evidence that that the project school is integral to the SC community at large by
documentation of its use by the community.

9. Evidence that County and (where applicable) Municipality land use controls complement.the
strategies of the Sustainable Community Plan by directing and supporting growth to tar{ etet
growth areas and away from rural areas. This could include information from Compfeiienaive
Plans, Area Plans, Functional Plans, and Zoning and Subdivision regulationst Sept: Tiei
maps.

10. Evidence that the project is supported as part of the overall LEA facilitic:s aeed: atsessment
for the jurisdiction.

LEA EDUCATIONAL FACILITIES MASTER PLAN REPORTING KRZQUIREMENTS

Beginning the first July after first year funding and for egch Sustainable Communities project, the
LEA shall report on the following in its annual Educationa:Facil .ies Master Plan:

1. The Sustainable Community benchmark qudrteri -.épurts as required by DHCD.
2. Progress of educational strategies.to in oroved capacity.
3. Evidence of continued use offhe sahool by the community.

4. Any changes in land vge palicy that may impact the goals of the Sustainable Community.

POLICY REVIEW!
This policy shalihe rf'vieWed annually by the IAC.
IAC suaff il track and report on the following:
Tatarnumber of Sustainable Communities by jurisdiction.
p: ”Changes in project school and in jurisdictional enrollment projections over time.

3. Total funding dollars allocated to Sustainable Community schools and schools at full
capacity by jurisdiction.

4. Other as required.
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201 — CAPITAL PROJECT PLANNING

2011 GENERAL

A.

The IAC recommends the LEA follow a comprehensive, interdisciplinary, collaborative and
integrated planning and design process for each project.

Refer to other sections of this Guide for requirements for specific project types.

The IAC recommends the establishment of a planning committee for all major projects.

201.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.02, 03, 13, and 14

201.3  APPLICABILITY

A.

This procedure applies to all new construction, renovation, limited renovation, and addition projects
affecting schools, except those affecting building systems only (systemic renovation projects).

201.4 PROCEDURAL STEPS

A.

The LEA may identify the need for a project and undertake demographic studies, facility
assessments, feasibility studies, site selection, and analysis as needed to justify, define, and budget
the project.

The LEA shall identify the project in its Educational Facilities Master Plan (EFMP).

The LEA shall include the project in its six year CIP and request local planning approval and
construction funding in sequence.

The PSCP shall provide the LEA with the approved scope and the tentative maximum State
construction allocation for projects approved by the BPW.

The LEA may appoint, convene, and charge a planning committee with developing educational
specifications for the project.

The LEA or the local board of education may approve the educational specifications.

The LEA shall submit the approved educational specifications to PSCP/MSDE for review and
comment.

The PSCP/MSDE shall provide written comments on the educational specifications to the LEA.
The LEA shall hire an architect/engineer.

The LEA planning committee may stay actively involved throughout the design process or may be
reconvened as necessary during construction and post occupancy phases.
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A. Organization

1.

The LEA may establish a project planning committee including school and community members
to inform all participants of the planning process and proposed timeline.

The LEA may provide project information including both State and locally-approved scopes of
work, estimated construction budgets, and project schedules to all committee members prior to
the start of educational specifications.

B. Responsibilities

1.

The LEA may determine the educational program, staffing, organization, enrollment projections,
etc. based on local board of education policy and provide this information to the planning
committee.

The planning committee may visit recently constructed and renovated schools.

The planning committee may write, oversee the writing of, or review and amend existing
educational specifications for the project.

C. Membership

1.

2.

The membership of the committee may become a part of the project record.

The PSCP/MSDE school facilities architect shall be an ex officio member of the committee. The
LEA may include the PSCP/MSDE school facilities architect in all committee business and
meetings.

The following LEA individuals may be represented on the planning committee: the local
superintendent, the director of facilities planning, the director of maintenance and operations,
the current principal of the school or a similar school, the curriculum and instructional
specialists, pupil services specialists, supporting services staff, teachers, custodial staff, and
parents.

Representatives of local government agencies, community organizations, State agencies, and
other MSDE specialists may be involved as full or consulting members.

The PSCP/MSDE school facilities architect is shall interpret PSCP parameters and procedures,
interpret MSDE and State Board of Education facility guidelines and standards, review drafts of

the educational specifications, and provide written comments on the final educational
specifications.

END OF SECTION
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202 — EDUCATIONAL SPECIFICATIONS

202.1 GENERAL

A.

Educational specifications describe the proposed educational programs, activities, area
requirements, and the performance expectations of the proposed capital project.

Educational specifications are provided to the architect/engineer as the basis for the design.

Educational specifications also serve as a tool for evaluation after construction and
occupancy.

202.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.14C

202.3  APPLICABILITY

A.

Educational specifications are required for all new construction, renovation, limited
renovation, and addition projects affecting schools.

Abbreviated educational specifications are required for partial building renovation and
addition projects such as science laboratory upgrades, open space classroom conversions,
and kindergarten classroom renovations and additions.

Educational specifications are not required for projects limited to upgrades or replacements
of building components and/or systems.

202.4 CONTENT

A.

The LEA shall reference Public School Construction Program regulations and procedures
and Maryland State Board of Education school facilities planning guidelines and standards in
the educational specifications.

See Appendix 202APP for a recommended content outline. Items with asterisks are
required for abbreviated educational specifications.

The scope, complexity, and length of educational specifications will vary with the scope of
the project.

The approved educational specifications may be amended during the design process.

202.5 PROCEDURAL STEPS

A.

The LEA shall prepare and approve the educational specifications and submit two hard
copies to the PSCP/MSDE for review and comment.

The LEA shall provide an electronic copy of the approved educational specifications to the
PSCP/MSDE only when requested.
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For major projects, the LEA shall submit approved educational specifications a minimum of
thirty days prior to the submission of the schematic design documents.

For projects of limited scope, the LEA may submit abbreviated educational specifications
with the schematic design submission.

The PSCP/MSDE school facilities architect shall review the submission and provide written
comments back to the LEA. PSCP/MSDE review typically requires ten to fifteen working
days.

The PSCP/MSDE review will be based on the project scope, proposed capacity, budget,
compliance with the recommended content outline, and on MSDE school facilities guidelines
and standards.

The LEA shall acknowledge and respond to all review comments, either verbally or in
writing.

The LEA shall submit one hard copy of any amendments to the PSCP/MSDE school
facilities architect as soon as locally approved, for information only.

END OF SECTION
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203 — FEASIBILITY STUDIES

203.1 GENERAL

A.

The State gives preference to the rehabilitation of existing schools to ensure that facilities in
established neighborhoods are of equal quality to new schools. Therefore, feasibility studies are
required to justify the replacement or abandonment of existing schools.

Upon review of the feasibility study, the Designees may recommend setting the maximum State
construction allocation for an individual project to be based on the cost of renovation,
renovation/addition, or replacement of the existing school.

If the State approves and funds renovating, or renovating and building an addition to, an existing
school and the LEA builds a replacement school, the Designees may recommend reducing the
maximum State construction allocation for the renovation by 15%.

203.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.03B (1) (f), 23.03.02.06J

203.3  APPLICABILITY

A.

This procedure applies to all new construction and major renovation projects seeking State funding
that would abandon an existing school building or demolish more than 50% of the existing building
area.

Locally funded projects to be included in future year CIP requests are required to comply with this
procedure.

203.4 CONTENT

A.

The feasibility study shall include one or more renovation, or renovation/addition, options that satisfy
major educational program requirements.

The feasibility study shall include a forty—year life cycle cost comparison of each renovation,
renovation/addition, and replacement option considered.

The feasibility study shall include lists of major and minor educational program deficiencies related to
each building and site development option considered.

See Appendix 203 for the required content outline.

203.5 PROCEDURAL STEPS

A.

B.

The LEA shall contact the PSCP/MSDE school facilities architect prior to initiating a feasibility study.

The PSCP/MSDE school facilities architect may participate in the development of and provide review
comments on drafts of the study.

The LEA may submit the feasibility study to the local board of education for action.
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If the local board of education approves a recommendation in the study for abandonment or
demolition of more than 50% of the area of an existing school, the LEA shall submit the feasibility
study to the PSCP prior to requesting local planning approval in the CIP.

The LEA is encouraged to submit feasibility studies no later than the preceding August 15 for
projects for which local planning approval will be requested in the CIP in October.

The LEA shall submit five (5) hard copies of the completed study to the PSCP/MSDE school facilities
architect for review and approval by the Designees.

The LEA shall provide an electronic copy of the approved feasibility study to the PSCP only on
request.

The PSCP/MSDE school facilities architect shall distribute copies of the study and the PSCP/MSDE
recommendation for action to the Designees, the executive director, and the deputy director. The
Designees action typically requires thirty working days from receipt of the complete, approved study.

The Designees may request and undertake a site visit to the school and may request information on
the proposed use of the existing building to be abandoned, and the proposed new site for a
proposed replacement school.

The PSCP Executive Director typically requires 10 working days to convey the Designees decision to
the LEA in writing.

203.6 CRITERIA FOR APPROVAL OF ABANDONMENT OR DEMOLITION

A.

The Designees shall approve the abandonment or demolition of a school facility if both of the
following are true:

1. The study includes the required content, including at least one renovation, or
renovation/addition, option that satisfies major educational program requirements without regard
to costs.

2. The study demonstrates that an educationally satisfactory renovation or renovation/addition
design solution exceeds the forty-year life cycle cost of a replacement school by more than
10%.

The Designees approval of the feasibility study recommendation does not constitute approval of the
CIP request for the proposed project, the proposed use of the existing building to be abandoned, or
the proposed new site.

203.7 EXCEPTIONS AND DISCONTINUATION

A.

The LEA may request an exception to the requirement to complete a feasibility study, or request a
study be discontinued, at any time it becomes aware of an overriding limitation that would preclude
use of the existing building or determines there are no renovation and/or addition options without
major educational program deficiencies.

The Designees may approve an exception to, or the discontinuation of, the requirement to complete
a feasibility study.

END OF SECTION
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405 — FINANCE

GENERAL

It shall be the responsibility of each LEA that receives State funds for public school
construction projects to:

1. Maintain a separate and complete financial accounting of all projects funded by
the State;

2. Expend such funds on eligible items as defined in this Administrative Procedures
Guide, and

3. Maintain accountability, including identification of the purpose for which these

public funds were expended and the manner in which the funds were applied.
The Finance Office of the PSCP shall monitor all expenditures reported by the LEA as
applicable to IAC approved contracts and maintain a detailed financial report of all
projects funded on a current month basis.
The LEA, as Owner, shall make every possible effort to process construction contractor
or vendor invoices to the PSCP so that payments can be made by the State within
twenty-five (25) calendar days from contractor submission of a properly executed invoice.

It shall be the responsibility of the LEA to reimburse the State for the State share of
energy conservation rebates, Section 405.5.B.3 below.

REFERENCE

Code of Maryland Regulation 23.03.02.25
Code of Maryland Regulation 23.03.03
Code of Maryland Regulation 23.03.04

Code of Maryland Regulation 23.03.05

APPLICABILITY

The requirements of this section are applicable to all projects that have been approved
for State funding and have a construction value greater than $5,000.

Projects that are procured by the LEA in the expectation that they will be funded in a
future year Capital Improvement Program are required to follow State requirements and
procedures for project procurement, project delivery, and alternative financing, as
applicable.

PAYMENT PROCEDURES

General

1. It shall be the responsibility of the LEA to:

a. Determine the validity of the contractor’s requisition for construction or
vendor services.
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i. All construction applications for payment must by certified by the
contractor, project architect (if applicable), and an authorized
official of the LEA prior to payment.

ii. The LEA shall assure that all charges applied to a project as a
State expense are eligible for State funding.

b. Advise the State of the correctness of the requisition;
C. Maintain a detailed accounting of funds on a project specific basis;
d. Verify project balances with the State financial record on a monthly and

project specific basis;

e. Determine the cause of any variances in financial records, and make
adjustments where necessary;

f. Advise the State of any error on the Detailed Financial Report; and

g. Maintain such other fiscal controls as are required by prudent fiscal
management and applicable Federal, State and local laws.

Submission for Payment

1.

Upon review and approval by the LEA, approved contractor or vendor invoice(s)
shall be listed by identifying number and amount on Form 306.1 Request for
Payment to Contractor. The invoice(s) shall:

a. Be summarized by construction contractor or vendor;

b. Include an LEA voucher number and the payee’s Federal Identification
Number (FIN). If no FIN has been assigned, then include the payee’s
social security number.

C. Be certified by an authorized official of the LEA.

Copies of the approved construction requisitions and related invoices shall be

submitted to the PSCP for payment on IAC/PSCP Form 306.1 Request for

Payment to Contractor and 306.2 Request for Reimbursement to LEA. The

following standard forms are required for submission of supporting data:

a. “Certificates for Payment” — Current AIA Document or alternate approved
by the county board.

b. “Standard Monthly Contractor’'s Requisition for Payment” (IAC/PSCP
Form 306.4).

A request by the LEA for reimbursement of payments made to contractors or
vendors on current projects shall be listed on IAC/PSCP Form 306.2 and must:

a. Be supported by photocopies (front and back) of the bank cancelled
check reflecting:

i. Payment made by the LEA to the construction contractor or
vendor; or
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ii. If payment was made by LEA to contractor through electronic
transfer of funds (ACH), proof of transaction from the banking

institution.
b. Have been paid from funds other than bond sale proceeds; and
C. Be certified by an authorized official of the LEA.
4. If a project was forward funded by the LEA, a request for reimbursement for the

project must be supported by a summary of capital expenditures.

5. Requests for reimbursement of Additional State Funds (ASF) for high
performance building costs of eligible projects approved during fiscal years FY 10
— FY 14 may be requested upon presentation of final certification from the
certifying entity. See Section 105.

Reimbursement to the LEA by the State Treasury for properly approved invoices up to
the limit of approved State funding shall be made by:

1. Direct payment in the form of a check drawn on the State Treasury;
2. Direct deposit to the vendor’s account by the State Treasury; or
3. Reimbursement to the LEA by the State Treasury.

Eligible payments made by the LEA directly to the construction contractor or vendor for
approved State funded projects will be reimbursed by the State Treasury.

Transmittals authorizing payment shall be prepared by PSCP for the State Treasurer
weekly (or more frequently if necessary). The transmittal will include all properly
executed requests for payment that have been received and reviewed by the PSCP.

Upon receipt of notice from the State Treasury that payment has been made directly to
the contractor or vendor, the PSCP shall return a copy of IAC/PSCP Form 306.1 or 306.2
to the LEA showing the warrant number and date of payment.

If State funds are available, all approved invoices shall be paid in full up to the limit of
State participation in the contract.

Should the State’s portion of the final approved construction cost be less than payments
previously made, adjustments shall be made by the LEA accordingly.

PROJECT CLOSE-OUT

In order for the IAC to verify payments made for work accomplished by the contractor, the
procedures in this subsection shall be observed.

Upon receipt of the approved close-out summary, the Finance Office of the PSCP shall
review the report for completeness and accuracy of all balances reported.

1. Any charges deemed to be ineligible for State funding will be reported to the LEA
for removal from State expenditures.

2. The amount of the ineligible expenditure will be reimbursed to the State by the
LEA.
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3. Energy conservation rebates shall be reimbursed by the LEA to the State:

a.

b.

C.

The calculation of the State’s share of the reimbursement is made based
on the State/local funding percentages of the original contract award,
giving consideration to the base bid and approved alternates.

Change orders are not included in the calculation.

Rebates of A/E fees are not to be reimbursed to the State.

Close-Out Cost Summary (IAC/PSCP Form 306.6).

1. A project shall be considered complete when:

a.

The construction work has been completed in accordance with the
contract documents;

b. Final inspection has occurred;
C. The architect has issued a certificate of completion (if applicable);
d. The contractor has submitted the application for final payment;
e. The building is accepted by the LEA; and
f. The LEA has made final payment to the contractor.
2. Upon completion of each project, a “Close-Out Cost Summary” (IAC/PSCP Form

306.6) shall be prepared, including all fiscal years in which the project was
funded, and submitted with appropriate documentation to the PSCP Finance

Office.

a.

This submittal shall be made within 180 days after project is completed
and/or the building is accepted by the LEA.

Include copies of the following:

i. The general contractor’s final standard requisition for payment
(ALL pages), including a listing of all approved change orders,
distributing costs among the C.S.I. divisions;

ii. The Architect’s Certificate of Completion (single page invoices
may be submitted for systemic renovation, science and wiring
projects); and

iii. The LEA's Certificate of Acceptance.

A final audit shall be made by PSCP staff after the LEA submits the “Close-Out Cost
Summary” (IAC/PSCP Form 306.6).

Upon completion of the final audit, the finance staff will notify the LEA of any changes
and submit final project costs to the IAC for approval. This will complete all action on this

project.
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405.6 MINORITY BUSINESS ENTERPRISE DOCUMENTATION

A. The following Minority Business Enterprise documentation is required:

1. Request for Payment/Reimbursement

a.

Submit IAC/PSCP Form 306.4 Page 3 Certified MBE Patrticipation
Standard Monthly Contractor's Requisition for Payment , filled out and
signed by contractor on each invoice and submitted with each request for
payment;

Form 306.4 Page 3 must be project specific (i.e., if one bid/contract
covered multiple projects, Attachment G must be calculated and
submitted by contractor on a per-project basis);

Form 306.4 Page 3 must list all “Original” and “ADD” MBE sub-
contractors, and if any MBE Original subcontractor has been removed,
an explanation must be provided,;

LEA should verify all information listed on Form 306.4 Page 3 (i.e. MBE
Certification Status is current and valid; information is not duplicated from
prior month/invoice; MBE has been paid prior monies due); and

If no MBE goal (and subgoals, as applicable) were set for the project at
the time of solicitation, and/or a full waiver was granted for the solicitation
goals and/or subgoals, Form 306.4 Page 3 should still be submitted by
the LEA and should state that MBE participation was not applicable to
this project.

2. Close-Out Documents

a.

Submit IAC-PSCP Form 306.4 Page 3 Certified MBE Participation
Standard Monthly Contractor's Requisition for Payment reflecting:

i. All “Original” MBE sub-contractors listed at time of contract
approval by IAC even if the MBE sub-contractor was not utilized
on the project; and

ii. Any “ADD” MBE sub-contractors;

If any MBE sub-contractor listed at time of IAC Contract Approval is not
utilized by the prime contractor, submit a letter from the contractor
explaining the unavailability of said MBE sub-contractor, as well as
documentation from the MBE sub-contractor verifying the statement
made by the prime contractor.

Form 306.4 Page 3 should reflect:

i. The final payments made to the contractor, including any and all
adjustments; and/or

ii. A copy of Form 306.4 Page 3 submitted by the contractor to the
LEA with the Final Requisition.

If the project in question had multiple Trade Packages approved by the
IAC, one Form 306.4 Page 3 must be submitted for each trade package.
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405.7 AUDITING

A.

The objectives of the PSCP audit are:

1.

To review the LEA’s internal control and accounting procedures for State-funded
school construction projects in accordance with the Laws of Maryland and the
Regulations for the Administration of the Public School Construction Program
(COMAR 23.03.02);

To verify that actual expenditures are in agreement with the IAC approved
funding allocations as approved by the Board of Public Works;

To determine that all receipts, expenditures, reversions, cancellations, etc., are
properly documented;

To ensure that State laws regarding competitive procurement, the use of
prevailing wage rates when applicable, and Minority Business Enterprise
requirements have been followed.

The PSCP audit staff may offer suggestions and assistance for improving funding
management control techniques within each LEA.

A financial audit will be conducted to encompass:

1.

A review and evaluation of the adequacy and application of accounting, financial,
and other internal operating controls; and

An examination and testing of such financial transactions, accounts, and reports
as are considered necessary in the circumstances.

A compliance audit will be performed in conjunction with the financial audit to include:

1.

2.

5.

The applicable Laws of Maryland;
All Regulations that govern public school construction;
The Public School Construction Program Administrative Procedures Guide;

The Public School Construction Program “Minority Business Enterprise
Procedures for State Funded Public School Construction Projects”; and

Other procedures as applicable.

A performance audit will be an integral part of the audit scope in order to:

1.

Ascertain the reliability of management data developed and used within each
LEA; and

Appraise the quality of performance in carrying out assigned responsibilities
within the LEA.

All evaluations and recommendations will be compiled in a draft discussion note and
submitted to the LEA.
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G. After a reasonable period of time and if deemed necessary, an exit interview will be
conducted, at which time those items considered minor will be eliminated in the final
report.

H. As a result of the final audit findings, the Designees will make recommendations to the
IAC for specific action to be taken by the LEA to reconcile the exceptions and back-
charges.

I Distribution of the formal audit report will be made to:

1. State Superintendent of Schools, Maryland State Department of Education:
Chair, Interagency Committee on School Construction;

2. Secretary, Maryland Department of Planning: Member, Interagency Committee
on School Construction;

3. Secretary,Department of General Services: Member, Interagency Committee on
School Construction;

4. Two members of the public, Interagency Committee on School Construction
5. Superintendent, Local Education Agency;
6. Others — (as required)

405.8 FORMS

Form 306.1 LEA Request for Payment to Contractor.
Form 306.2 Request for Reimbursement to LEA.

Form 306.4 Certified Minority Business Enterprise Participation Standard Monthly
Contractor’s Requisition for Payment (Attachment G).

Form 306.6 Close-Out Summary.

END OF SECTION
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02 COMPREHENSIVE MAINTENANCE PLAN

802.1 GENERAL

Each LEA will develop a Comprehensive Maintenance Plan (CMP) which describes
a strategy for maintaining public school facilities. The CMP wiil be approved
annually by the local board of education. The locai government will appropriate,
as part of its annual operating and/or capital budget, funds to implement the CMP.
The approved CMP will be submitted to the PSCP for review.

802.2 PURPOSE OF THE CMP

A, The CMP represents an LEA’s program of maintenance, which supports the
delivery of educational programs in safe and healthy physical environments.

B. The objectives of the maintenance program are to:
1. Maintain a positive learning environment;
2. Maintain the asset value of the property;

3. Eliminate or reduce the number and scope of fires, accidents and other
safety hazards on the property;

4. Provide buildings that function at top efficiency;

5. Provide continuous use of facilities without disruptions to the education
program; and

6. Conserve energy.

802.3 COMPONENTS OF THE CMP

A. The Personnel Organization Section describes the organizational units that
form the maintenance department. Each unit should be described in terms of
its staffing and the activities that fall within its responsibilities. An
organizational chart should be provided which defines each position and the
line of responsibility. If the responsibilities fall outside the maintenance
department, in operations for example, these relationships should be included
in the information above.

B. A CMP should be structured so that the following maintenance categories of
activities are readily apparent:

1. Scheduled Maintenance - Includes activities that can be forecast and for

which expenditures of parts and Jabor are based on a predictable time
table or use schedule. Provide a brief description of the Scheduled
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APPENDIX 102 A — STATE RATED CAPACITY

General

Reference: Code of Maryland Regulation 23.03.02.04A

The State Rated Capacity (SRC) is the number of students that the IAC or its designee
determines that an individual school has the physical capacity to enroll and can be reasonably
accommodated in a facility.

The SRC and the actual and projected enroliments are used by the IAC’s Designees and local
jurisdictions to establish the utilization of a facility. Utilization is a criterion used by the IAC in
evaluating whether a particular school is overcrowded such that relief is needed and provision
of additional space through a capital project for capacity may be warranted.

The SRC is not intended to determine the size of classes. School system staffing varies widely
depending on a number of factors determined by the school district.

The SRC is determined by MDP staff upon request. The SRC of an existing school may
change annually depending on room assignments and use. PSCP staff may project the SRC of
a school during design, but the SRC is not determined formally until the building is complete
and occupied.

To request review of the SRC of an existing school or determination of SRC for a new school,
the LEA shall submit to MDP current floor plans clearly showing the following information:

a. use of each room, including but not limited to:
i. cooperative use space;
ii. Career and Technology Education;
iii. special education;
iv. individual grade or subject area
V.  resource rooms
b. total net square footage of open instructional areas;

c. square footage of any instructional spaces smaller than 550 net square feet for an
elementary school and 500 net square feet for a secondary school;

d. for elementary schools, indicate if the art and music rooms are used more or less than 50%
of the school week.

B. Elementary Schools

1.

2.

Reference: Code of Maryland Regulation 23.03.02.04B

Elementary schools are schools enrolling students in one or more grades from prekindergarten
through grade 6.

All permanent instructional spaces in an elementary school are counted in the SRC. These
spaces include typical enclosed classrooms as well as:
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a. Self-contained special education classrooms: rooms that are used by students receiving
special education services outside the general education setting for more than 60% of the
school day.

b. Open space classrooms: rooms in instructional areas in which the classrooms are not
structurally defined, with or without temporary partitions. The number of classrooms in an
open space area is calculated by dividing the net square footage of the open space area
by 900 net square feet and rounding the quotient to the nearest whole number.

c. Partially enclosed classrooms: rooms in which instructional areas are structurally defined
by permanent (non-removable) partitions.

The following spaces are not counted towards the SRC:

a. Spaces used for special subject areas and used by different groups of students such as
resource rooms, reading or speech rooms, library media centers, cafeterias, physical
education rooms, art rooms, computer labs, music rooms, assembly areas, and science
laboratories.

b. Classrooms for English programs for speakers of other languages .

c. Spaces used as classrooms that are smaller than 550 net square feet in floor area.

d. State or locally owned relocatable classrooms except as noted in item 5 below.

e. Classrooms formally designated as Cooperative Use Space may be excluded from SRC
calculations under certain circumstances, See Section 102.4.A.5.

When music and art programs located in a relocatable are provided more than 50% of the
school week one permanent classroom for each subject shall be deducted from the total
number of classrooms before calculating the SRC.

The SRC for an individual school is calculated by multiplying the number of classrooms in each
grade by the approved capacity for that grade and then adding the resulting products.

The approved capacity for an elementary school classroom is:

Prekindergarten.............ccoooveoeennen 20
Kindergarten.............cooveviiiiiecannn. 22
Grades 1 through 5 ............ 23
Grade 6 .......c.oeciiiiiinnnn, 25
Special Education (self-contained)..... 10

C. Combined Elementary and Secondary Schools

1.

Classrooms in combined schools are considered to be either elementary or secondary
depending on the primary use.

When a combined elementary and middle school has only one space that is used for both
elementary and middle instruction for a special subject area, such as art, music, or physical
education, it will be considered an elementary space and not be counted for capacity unless the
LEA indicates it is primarily used as a middle school space.

D. Secondary Schools
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Reference: Code of Maryland Regulation 23.03.02.04C
Secondary schools are schools enrolling students in one or more grades from 6 through 12.

A secondary school classroom or teaching station is a space in which any regularly scheduled
instruction takes place. These spaces include typical enclosed classrooms and:

a. All specialized classrooms: rooms such as science laboratories, career technology
education (CTE) rooms, classrooms for English for speakers of other languages, distance
learning rooms, business education rooms, computer laboratories, band and chorus
rooms, art rooms, family and consumer sciences rooms, weight rooms, and wrestling
rooms.

b. Gymnasiums: The number of teaching stations in a gymnasium is calculated by dividing
the net square footage by 6,000 nsf, rounding the quotient to the nearest whole number,
and multiplying the result by two (2). According to national standards a 6,000 nsf
gymnasium is a mid-size gymnasium that supports interscholastic basketball games and
includes appropriate safety zones.

c. Self-contained special education classrooms: rooms that are used by students receiving
special education services outside the general education setting for more than 60% of the
school day.

d. Open-space classrooms: rooms in instructional areas in which the classrooms are not
structurally defined, with or without temporary partitions. The number of classrooms in an
open-space area is calculated by dividing the net square footage of the open space area
by 800 net square feet and rounding the quotient to the nearest whole number.

e. Partially enclosed classrooms: rooms in which instructional areas are structurally defined
by permanent (non-removable) partitions.

f.  Instructional Suites. A suite is a cluster of rooms typically assigned to one teacher for one
class period, such as a career technology classroom, its computer room, and its laboratory,
and shall be counted as a single teaching station.

The following spaces are not counted towards the SRC:

a. Resource rooms. Resource rooms are spaces used by different small groups of students
for short periods of time during the school day.

b. Media center computer laboratories;
c. Spaces used as classrooms that are smaller than 500 net square feet in floor area;
d. State or locally owned relocatable classrooms.

e. Classrooms formally designated as Cooperative Use Space may be excluded from SRC
calculations under certain circumstances, See 102.4.A.5.

f.  Swimming pool(s).
The SRC for an individual school is calculated by adding the following:

a. Number of general classrooms multiplied by the approved capacity multiplied by 0.85,
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b. Number of CTE and alternative program spaces multiplied by the approved capacity
multiplied by 0.85,

c. Number of special education classrooms multiplied by the approved capacity.

The approved capacity for a secondary classroom is:

General or Specialized...................... 25
Career Technology..........coovvvi i, 20
Special Education (self-contained)....... 10
Alternative Programs........................ 15

Career and Technology Programs

1.

2.

8.

Reference: Code of Maryland Regulation 23.03.02.04D

Career and technology education (CTE) programs of study are occupational programs
approved by the Maryland State Department of Education for local school systems and specific
schools.

CTE programs are offered in comprehensive high schools and in separate career and
technology centers.

A career and technology space, counted as one teaching station, may be sub-divided into a
specialized teaching station assigned to one teacher and one class for instruction, hands-on
skills training, direct storage, and/or teacher planning/office.

General education spaces and specialized laboratories in separate Career and Technology
Centers, such as mathematics classrooms and science laboratories, are counted as described
in Section 102A.D.

Spaces in career and technology centers designed for use by the general public or invited
guests, such as cosmetology waiting rooms or hospitality dining rooms, are not classrooms and
are not counted for capacity.

The SRC of a separate career and technology center is calculated in the same way as a
secondary school. See item D.5.

The approved capacity for a CTE classroom unless otherwise determined is 20.

Modular Construction

1.

2.

Modular construction classrooms are industrialized modular buildings meeting State standards,
designed and certified for educational use, and permanently installed on a school site.

Modular construction classrooms are included in the calculation of SRC depending on use.

Alternative Programs

1.

Alternative programs are programs for students who have been temporarily removed from the
general educational program due to disruptive behavior or other issues.

Alternative programs are offered in comprehensive schools and in separate alternative
education centers.
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Typically students in alternative programs have limited or no interaction with students in regular

education programs for several weeks or months. The students may or may not remain on the
rolls of their home school

SRC for an alternative program is calculated by multiplying the number of alternative

classrooms by the approved capacity, multiplying the product by 0.85, and rounding to the
nearest whole number.

END OF SECTION
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APPENDIX 102 B — STATE-FUNDED MAXIMUM GROSS AREA ALLOWANCE

A. Reference

1. Code of Maryland Regulation 23.03.02.06

B. Maximum Allowance in Gross Square Feet (GSF) per Pupil or Rate

1. Elementary Schools — Prekindergarten through grade 6, or as defined by LEA

a. General Education

b. Special Education *

2. Middle Schools — Grade 6 through grade 8, or as defined by LEA

a. General Education

b. Special Education*

3. High Schools — Grade 9 through grade 12, or as defined by LEA

a. General Education

b. Special Education*

c. Career and Technology **

Population GSF
Up to 350 131
351 to 399 47,080
400 to 500 118
501 to 549 59,290
550 to 720 108
721to 749 77,900
750 and up 104
per pupil 180

Population GSF
Up to 600 145
601 to 649 87,615
650 to 800 135
801 to 849 110,370
850 and up 130
per pupil 180

Population GSF
Up to 650 170
651 to 700 111,840
700 to 1,150 160
1,151 t0 1,249 187,350
1,250 to 1,600 150
1,601t0 1,670 242,150
1,671 and up 145
per pupil 200

per pupil 210

For the purpose of determining State-funded Maximum Area Allowance:

* “Special Education” means the existing number of students (rounded up or down to even 10s) receiving special education and
related services in a comprehensive school and outside the general education classroom more than 60% of the school day as
reported annually to MSDE. Enroliments from 1 - 9 will be counted as 10 students.

** “Career and Technology” means the projected number of CTE teaching stations necessary to support the projected enrollments
and programs approved by MSDE multiplied by 20.

4. Special Categories:

APPENDIX 102 B — STATE-FUNDED MAXIMUM GROSS AREA ALLOWANCE
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Alternative Education — separate school. The maximum gross area allowance will be
determined by program offerings, with an allowance for administration, support, circulation,
mechanical system, etc. The allowance shall not exceed 225 gross square feet per full
time equivalent student.

Auditorium — An auditorium may be designed within the maximum gross area allowance.
No additional area allowance will be made to increase the maximum square footage or
State funding for an auditorium.

Auditorium Addition — constructed as a separate project. The maximum gross area
allowance will be determined on a case by case basis.

Career and Technology Education — separate school. The maximum gross area allowance
will be determined by program offerings, with an allowance for administration, support,
circulation, mechanical system, etc. The allowance shall not exceed 240 gross square feet
per full time equivalent student.

Cooperative Use Space - The maximum gross area allowance will be determined by
program offerings with an allowance for support space. Cooperative use space is above
and beyond the size of school function areas typically provided by the LEA. The allowance
shall not exceed 3,000 gross square feet.

Fine Arts High School — The maximum gross area allowance will be determined by
program offerings, with an allowance for administration, support, circulation, mechanical
system, etc. The allowance shall not exceed 300 gross square feet per full time equivalent
student.

Gymnasium — constructed as a separate project.

i.  Elementary - The maximum gross area allowance will be determined by program
offerings with an allowance for storage, toilet, mechanical system, circulation, and
other support spaces. The maximum shall not exceed 6,500 gross square feet per
gymnasium designed for one teacher and one class and 11,000 gross square feet per
gymnasium designed for simultaneous use by two teachers and two classes.

ii. Secondary - The maximum gross area allowance will be determined on a case by
case basis.

High School Science — constructed as a separate project. The maximum gross area
allowance shall be determined by program offerings with an allowance for preparation,
storage, mechanical system, circulation, and other support spaces. The allowance shall
not exceed 2,200 gross square feet per classroom/laboratory.

Kindergarten and prekindergarten — constructed as a separate project. The maximum
gross area allowance shall be determined by program offerings with an allowance for
lecture, laboratory, preparation, storage, mechanical system, circulation, and other support
spaces. The allowance shall not exceed 1,800 gross square feet per classroom.

Special Education — public separate day school. The maximum gross area allowance will
be determined by program offerings, with an allowance for administration, support,
circulation, mechanical system, etc. The allowance shall not exceed 300 gross square feet
per full time equivalent student.

Swimming Pool — A swimming pool may be designed within the maximum gross area
allowance. No additional area allowance will be made to increase the maximum square
footage or State funding for a swimming pool.
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END OF SECTION
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APPENDIX 104 — SUSTAINABLE COMMUNITY PLANNING PRACTICES

In the review of proposed school sites, the Maryland Department of Planning will evaluate the
site for opportunities to incorporate the following sustainable community planning practices:

Reference: Section 104.1.C

Resource: “Smart Growth, Community Planning and Public School Construction,” Maryland
Department of Planning Models and Guidelines Series, Number 27. For a copy of the Models
and Guidelines document, please see the Maryland Department of Planning website.

1. Site Size
School site size should reflect sustainable community planning practices while still
supporting the educational program. Is the size of the school site minimized?

2. Opportunities for Co-Location/Shared Use of School Facilities
Maryland’s school districts are encouraged to fully examine all opportunities for developing
shared use of public school facilities, when the arrangement is appropriate and will result in
mutual benefit to the educational program and to the community. Different public agencies
and related community uses should be considered for co-location at school sites.
Examples include health centers, park and recreation facilities, fithess centers, libraries,
and related publicly oriented uses.

3. Community Residential Density
Is the residential density of the area sufficient to encourage walking and biking?

4. Walkability
a. Does the site have characteristics that encourage nearby students to walk or bicycle
to school?

b. Can the site be connected to residential development by a system of walkways or
sidewalks?

c. Is the site located away from arterials carrying significant volumes of commuter or
truck traffic?

d. What is the expected pattern of pedestrian and bicycle access, the volume of school
bus activity, the expected number of student drivers and the ability of the adjacent
roadways to accommodate increased traffic volumes?

e. Is there more than one entrance/egress option from the public road system to the
site?

f. Is there adequate bus handling and storage on site? This requirement may be
mitigated by site locations that are selected and designed to encourage pedestrian
and non-automotive access.

g. Are entry roads to elementary school sites coordinated with residential street patterns
to avoid overwhelming individual streets with traffic and to provide options for bus,
pedestrian and bicycle access?

h. Are middle and high school sites located near the intersection of at least two
roadways to improve bus and automobile access? Can necessary site improvements
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be made to assure safe bus entrance and egress and to mitigate the impact on the
road network, including inappropriate off-site parking?

Will the site configuration permit students to access the main entrance of the facility
from neighborhood sidewalks without crossing any bus or automobile or service lane
of traffic?

Public Transportation Options
Public transit access is highly encouraged at school sites where transit is available or
planned. What are the public transit options within one mile of the school site?

Parking options

a.

b.

What are the opportunities for shared parking facilities and structures with adjacent or
co-located uses? Limitations on the size of parking areas are encouraged unless the
provision of additional parking is shown to be necessary for shared, co-located uses
at the school site.

What are the opportunities for bicycle parking on the site?

Parks, Recreation Areas, Sidewalks, Trails and Bicycle Lanes

a.

What is the location of and access to community, district or regional parks within two
miles of the proposed school site?

What is the location of and access to existing and planned sidewalks, multipurpose
trails, and bicycle lanes within two miles of the proposed school site?

APPENDIX 104 — SUSTAINABLE COMMUNITY PLANNING PRACTICES Page 2



APPROVED BY THE IAC
APRIL 17, 2014

APPENDIX 106 - EMERGENCY SHELTER COMPLIANCE PROCESS

A. Definitions

1.

4,

10.

11.

12.

13.

Branch Circuit: The circuit conductors between the final overcurrent device protecting the circuit
and the outlet(s).

Circuit Breaker: A device designed to open and close a circuit by nonautomatic means and to
open the circuit automatically on a predetermined overcurrent without damage to itself when
properly applied within its rating.

Communications Equipment:. The electronic equipment that performs the telecommunications
operations for the transmission of audio, video, and data, and includes power equipment (e.g., dc
converters, inverters, and batteries), technical support equipment (e.g., computers), and
conductors dedicated solely to the operation of the equipment.

Equipment: A general term, including fittings, devices, appliances, luminaires, apparatus,
machinery, and the like used as a part of, or in connection with, an electrical installation.

Feeder: All circuit conductors between the service equipment, the source of a separately derived
system, or other power supply source and the final branch-circuit overcurrent device.

Fully Power: Capability to provide electrical power to the fixtures, services, appliances, and/or
outlets within a specified facility or portion of a facility.

Motor Control Center: An assembly of one or more enclosed sections having a common power
bus and principally containing motor control units.

Nonautomatic: Requiring human intervention to perform a function.
Outlet: A point on the wiring system at which current is taken to supply utilization equipment.

Overcurrent Protective Device, Branch-Circuit: A device capable of providing protection for
service, feeder, and branch circuits and equipment over the full range of overcurrents between its
rated current and its interrupting rating. Such devices are provided with interrupting ratings
appropriate for the intended use but no less than 5000 amperes.

Panelboard: A single panel or group of panel units designed for assembly in the form of a single
panel, including buses and automatic overcurrent devices, and equipped with or without switches
for the control of light, heat, or power circuits; designed to be placed in a cabinet or cutout box
placed in or against a wall, partition, or other support; and accessible only from the front.

Premises Wiring System: Interior and exterior wiring, including power, lighting, control, and
signal circuit wiring together with all their associated hardware, fittings, and wiring devices, both
permanently and temporarily installed. This includes (a) wiring from the service point or power
source to the outlets or (b) wiring from and including the power source to the outlets where there
is no service point. Such wiring does not include wiring internal to appliances, luminaires, motors,
controllers, motor control centers, and similar equipment. Power sources include, but are not
limited to, interconnected or stand-alone batteries, solar photovoltaic systems, other distributed
generation systems, or generators.

Replacement of the Premises Wiring System: Complete new premises wiring system is installed
in an existing facility or major portion of an existing facility, including when components of the pre-
existing system are either removed or abandoned in place.
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17.

18.

19.

20.

21.

22.

23.

24,

25.
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Replacement of the Electrical System: A complete new electrical system is installed in an
existing or new facility, including when major components of the pre-existing electrical system are
either removed or abandoned in place. Electrical system replacement includes, but is not limited
to, medium and low voltage switchgears, medium and low voltage transformers, unit substations,
low voltage switchboards, distribution panelboards, motor control centers, and branch circuit
panelboards.

Replacement of the Service Equipment: A complete new electrical service is installed in an
existing or new facility, including when major components of the pre-existing electrical service are
either removed or abandoned in place.

Service: The conductors and equipment for delivering electric energy from the serving utility to
the wiring system of the premises served.

Service Conductors: The conductors from the service point to the service disconnecting means.

Service-Entrance Conductors, Overhead System: The service conductors between the
terminals of the service equipment and a point usually outside the building, clear of building walls,
where joined by tap or splice to the service drop or overhead service conductors.

Service-Entrance Conductors, Underground System:  The service conductors between the
terminals of the service equipment and the point of connection to the service lateral or
underground service conductors

Service Equipment: The necessary equipment, usually consisting of a circuit breaker(s) or
switch(es) and fuse(s) and their accessories, connected to the load end of service conductors to
a building or other structure, or an otherwise designated area, and intended to constitute the main
control and cutoff of the supply.

Service Lateral: The underground conductors between the utility electric supply system and the
service point.

Utilization Equipment: Equipment that utilizes electric energy for electronic, electromechanical,
chemical, heating, lighting or similar purposes.

Upgrade of the Premises Wiring System: The performance characteristics of the existing system
are improved through the replacement of old components or the addition of new components.

Upgrade of the Electrical System: An existing electrical system of a facility or a major portion of
a facility is improved through either (1) the replacement or upgrade of existing components, or (2)
through other improvements that alter the performance characteristics of the electrical system.
Electrical system upgrade includes, but is not limited to installation of new, medium and low
voltage switchgears, medium and low voltage transformers, unit substations, low voltage
switchboards, distribution panelboards, motor control centers, and branch circuit panelboards.

Upgrade of the Electrical Service: An existing electrical service is improved through either (1)
the replacement or upgrade of existing components, or (2) through other improvements that alter
the performance characteristics of the electrical service.

B. Emergency Shelter Requirement — Criteria For Determination of Applicability

The following criteria will be used to determine the types of projects that will be subject to the Emergency
Shelter Requirement as defined in APG Section XX.1.C. These criteria are to be used for guidance only;
final determinations as to applicability of the Emergency Shelter Requirement will be made by the IAC in
collaboration with MEMA, DHR, and others:
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Replacement or Upgrade of the Electrical System. @ Comprehensive electrical system new
installations or renovations, including replacement or upgrade of any of the following electrical
system components:

a. Electrical service equipment.

b. Electrical distribution equipment including: medium and low voltage switchgears, medium and
low voltage transformers, unit substations, low voltage switchboards, distribution
panelboards, motor control centers, and branch circuit panelboards.

c. Emergency system including: emergency generator, automatic transfer switches (ATS), low
voltage transformers, distribution and branch circuit panelboards with associated power
feeders.

Technology In Maryland Schools (TIMS) Upgrade. Comprehensive electrical system renovations
required for implementation of TIMS. This includes replacement or upgrade of any of the following
electrical system components:

a. Electrical service equipment.

b. Electrical distribution equipment including: medium and low voltage switchgears, medium and
low voltage transformers, unit substations, low voltage switchboards, distribution
panelboards, motor control centers, and branch circuit panelboards.

New Emergency Power Distribution System. This includes installation of a new emergency
power system including, but not limited to the following system components:

a. Emergency generator, automatic transfer switches (ATS), low voltage transformers,
distribution and branch circuit panelboards with associated power feeders

Replacement or Upgrade of Existing Emergency Power Distribution System. Comprehensive
electrical system renovations required for the upgrade of the existing emergency distribution
system. This includes replacement or upgrade to the following system components:

a. When the work requires replacement or upgrade of the electrical service equipment,
replacement or upgrade of the electrical distribution system, or replacement or upgrade of the
premises wiring system.

b. When major modifications/upgrades to the existing electrical distribution system are required.
This includes installation of: new circuit breakers in power distribution switchboards and
panelboards, new low voltage transformers, and new distribution and branch circuit
panelboards.

Building HVAC System Renovations. When any of the following conditions occur:

a. Comprehensive HVAC system renovations (including replacement of existing AHUs, RTUs,
chillers, UV, exhaust fans, cabinet heaters, cooling towers, pumps, burners, hot water
generators, VAV units, controls, boilers), which require replacement or upgrade of the
electrical service equipment.

b. Comprehensive HVAC system renovations (including replacement of existing AHUs, RTUSs,
chillers, UV, exhaust fans, cabinet heaters, cooling towers, pumps, burners, hot water
generators, VAV units, controls, boilers), which require replacement or upgrade of the
existing electrical distribution system, including installation of major system components such
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as: new circuit breakers in power distribution switchboards and panelboards, new low
voltage transformers, and new distribution and branch circuit panelboards.

6. Building Additions. Building additions, when any of the following is required (Note: Emergency

Shelter Compliance is required only in the addition, unless noted otherwise):

a.

b.

New electrical service to the building addition, maintaining existing service to the school.

New building addition electrical distribution system including: medium and low voltage
switchgears, medium and low voltage transformers, unit substations, low voltage
switchboards, distribution panelboards, motor control centers, and branch circuit
panelboards.

Replacement or upgrade of the building electrical service equipment (in order to provide full
power to both the designated portions of the existing school and to the new building addition).

Replacement or upgrade of the building electrical distribution equipment including: medium
and low voltage switchgears, medium and low voltage transformers, unit substations, low
voltage switchboards, distribution panelboards, motor control centers, and branch circuit
panelboards (in order to provide full power to both the designated portions of the existing
school and to the new building addition).

Replacement or upgrade of the building emergency system including: emergency generator,
automatic transfer switches (ATS), low voltage transformers, distribution and branch circuit
panelboards with associated power feeders (in order to provide full power to both the
designated portions of the existing school and to the new building addition).

7. Other new and existing building improvements, to be reviewed with LEA to determine applicability
of the Emergency Shelter Requirement.

C. Emergency Shelter Requirement — Criteria for Determination of Non-Applicability (Subject to IAC

Review)

It is anticipated that the project types listed below will require very limited electrical work. These projects
typically will not be subject to the Emergency Shelter Requirement; however, for larger projects, individual
determinations may be required:

1. Upgrade to the existing MDF/IDF Rooms, when upgrade of the electrical system is not required.

2. New installation or upgrades to existing Cable Tray Distribution System.

3. New installation or upgrades to existing Card Access, Security and CCTV Systems.

4. New installation or upgrades to existing Lightning Protection System.

5. New installation or upgrade of the existing Fire Alarm System.

6. New installation or upgrade of the existing Data Communications System, when upgrade of the
electrical system is not required.

7. New installation or upgrade of existing Public Address/Intercom System

8. New installation or upgrade of existing Kitchen and Cafeteria, when upgrade of the electrical
system is not required.
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New installation or replacement of existing elevator(s), when upgrade of the electrical system is
not required. This includes upgrade of system components such as: switchboards, panelboards,
low voltage transformers, and power feeders.

Upgrades to the existing lighting and lighting control system, when upgrade of the electrical
system is not required.

Receptacle outlets replacement when upgrade of the electrical system is not required.

Computer wiring upgrades, when upgrade of the electrical system is not required.

HVAC system renovations (including replacement of existing AHUs, RTUs, chillers, UV, exhaust
fans, cabinet heaters, cooling towers, pumps, burners, hot water generators, VAV units, controls,
boilers), when upgrade of the electrical system is not required.

Installation of new or upgrades to existing Automatic Temperature Control system.

Kindergarten/pre-kindergarten classroom renovation, when not extensive and when upgrade of
the electrical system is not required.

Science classroom renovation, when not extensive and when upgrade of the electrical system is
not required.

Open space pod conversions, when not extensive and when upgrade of the electrical system is
not required.

Small building additions, when installation of new electric service or upgrade of the existing
building electrical system is not required.

Other small new and existing building improvements, to be reviewed with LEA to determine
applicability of the Emergency Shelter Requirement.

D. Emergency Shelter Requirement — To Be Determined

Other project types not noted above may be submitted for State funding participation in the annual Capital
Improvement Program or other funding programs. A determination will be made on a case-by-case basis
as to the applicability of the Emergency Shelter Requirement.
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Appendix 202 - EDUCATIONAL SPECIFICATIONS

202.1 GENERAL

A.

Educational specifications describe the proposed educational programs, activities, area
requirements, and the performance expectations of the proposed capital project.

Educational specifications are provided to the architect/engineer as the basis for the design.

Educational specifications also serve as a tool for evaluation after construction and
occupancy.

202.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.14C

202.3  APPLICABILITY

A.

Educational specifications are required for all new construction, renovation, limited
renovation, and addition projects affecting schools.

Abbreviated educational specifications are required for partial building renovation and
addition projects such as science laboratory upgrades, open space classroom conversions,
and kindergarten classroom renovations and additions.

Educational specifications are not required for projects limited to upgrades or replacements
of building components and/or systems.

202.4 CONTENT

A.

The LEA shall reference Public School Construction Program regulations and procedures
and Maryland State Board of Education school facilities planning guidelines and standards in
the educational specifications.

See Appendix 202APP for a recommended content outline. Items with asterisks are
required for abbreviated educational specifications.

The scope, complexity, and length of educational specifications will vary with the scope of
the project.

The approved educational specifications may be amended during the design process.

202.5 PROCEDURAL STEPS

A.

The LEA shall prepare and approve the educational specifications and submit two hard
copies to the PSCP/MSDE for review and comment.

The LEA shall provide an electronic copy of the approved educational specifications to the
PSCP/MSDE only when requested.
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For major projects, the LEA shall submit approved educational specifications a minimum of
thirty days prior to the submission of the schematic design documents.

For projects of limited scope, the LEA may submit abbreviated educational specifications
with the schematic design submission.

The PSCP/MSDE school facilities architect shall review the submission and provide written
comments back to the LEA. PSCP/MSDE review typically requires ten to fifteen working
days.

The PSCP/MSDE review will be based on the project scope, proposed capacity, budget,
compliance with the recommended content outline, and on MSDE school facilities guidelines
and standards.

The LEA shall acknowledge and respond to all review comments, either verbally or in
writing.

The LEA shall submit one hard copy of any amendments to the PSCP/MSDE school
facilities architect as soon as locally approved, for information only.

END OF SECTION
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Appendix 203 — FEASIBILITY STUDIES

203.1 GENERAL

A.

The State gives preference to the rehabilitation of existing schools to ensure that facilities in
established neighborhoods are of equal quality to new schools. Therefore, feasibility studies are
required to justify the replacement or abandonment of existing schools.

Upon review of the feasibility study, the Designees may recommend setting the maximum State
construction allocation for an individual project to be based on the cost of renovation,
renovation/addition, or replacement of the existing school.

If the State approves and funds renovating, or renovating and building an addition to, an existing
school and the LEA builds a replacement school, the Designees may recommend reducing the
maximum State construction allocation for the renovation by 15%.

203.2 REFERENCE

A.

Code of Maryland Regulation 23.03.02.03B (1) (f), 23.03.02.06J

203.3  APPLICABILITY

A.

This procedure applies to all new construction and major renovation projects seeking State funding
that would abandon an existing school building or demolish more than 50% of the existing building
area.

Locally funded projects to be included in future year CIP requests are required to comply with this
procedure.

203.4 CONTENT

A.

The feasibility study shall include one or more renovation, or renovation/addition, options that satisfy
major educational program requirements.

The feasibility study shall include a forty—year life cycle cost comparison of each renovation,
renovation/addition, and replacement option considered.

The feasibility study shall include lists of major and minor educational program deficiencies related to
each building and site development option considered.

See Appendix 203 for the required content outline.

203.5 PROCEDURAL STEPS

A.

B.

The LEA shall contact the PSCP/MSDE school facilities architect prior to initiating a feasibility study.

The PSCP/MSDE school facilities architect may participate in the development of and provide review
comments on drafts of the study.

The LEA may submit the feasibility study to the local board of education for action.
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If the local board of education approves a recommendation in the study for abandonment or
demolition of more than 50% of the area of an existing school, the LEA shall submit the feasibility
study to the PSCP prior to requesting local planning approval in the CIP.

The LEA is encouraged to submit feasibility studies no later than the preceding August 15 for
projects for which local planning approval will be requested in the CIP in October.

The LEA shall submit five (5) hard copies of the completed study to the PSCP/MSDE school facilities
architect for review and approval by the Designees.

The LEA shall provide an electronic copy of the approved feasibility study to the PSCP only on
request.

The PSCP/MSDE school facilities architect shall distribute copies of the study and the PSCP/MSDE
recommendation for action to the Designees, the executive director, and the deputy director. The
Designees action typically requires thirty working days from receipt of the complete, approved study.

The Designees may request and undertake a site visit to the school and may request information on
the proposed use of the existing building to be abandoned, and the proposed new site for a
proposed replacement school.

The PSCP Executive Director typically requires 10 working days to convey the Designees decision to
the LEA in writing.

203.6 CRITERIA FOR APPROVAL OF ABANDONMENT OR DEMOLITION

A.

The Designees shall approve the abandonment or demolition of a school facility if both of the
following are true:

1. The study includes the required content, including at least one renovation, or
renovation/addition, option that satisfies major educational program requirements without regard
to costs.

2. The study demonstrates that an educationally satisfactory renovation or renovation/addition
design solution exceeds the forty-year life cycle cost of a replacement school by more than
10%.

The Designees approval of the feasibility study recommendation does not constitute approval of the
CIP request for the proposed project, the proposed use of the existing building to be abandoned, or
the proposed new site.

203.7 EXCEPTIONS AND DISCONTINUATION

A.

The LEA may request an exception to the requirement to complete a feasibility study, or request a
study be discontinued, at any time it becomes aware of an overriding limitation that would preclude
use of the existing building or determines there are no renovation and/or addition options without
major educational program deficiencies.

The Designees may approve an exception to, or the discontinuation of, the requirement to complete
a feasibility study.

END OF SECTION
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APPENDIX 203 - FEASIBILITY STUDY CONTENT OUTLINE

Executive Summary

Summary Educational Specifications

1. Proposed educational program requirements
2. Proposed enrolliment

3. Proposed school organization

4. Proposed space summary

Proposed Budget

Proposed Project Schedule

Existing Facility Inventory Data

1. Current enroliment and building use

2. Area (gross square feet)

3. Plans showing ages of sections of the building
4. Capacity

5. Previous State-funded projects

6. Previous locally funded projects

Existing Condition of Site and Building Components, Including Photographs
1. Building structure

2. Building envelope

3. Secondary systems

4. Mechanical systems

5. Electrical systems

6. Site conditions

Other Planning and Design Considerations

1. Compliance with accessibility codes

2. Compliance with fire and life safety codes

3. Compliance with environmental regulations

4. Historical significance, as determined by Maryland Historical Trust (MHT)
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Energy use, including embedded energy and sustainability factors
Local comprehensive land use plan
Potential reuse of building

Options for student relocation during construction period

H. Preliminary Design Floor and Site Plans

1.

The LEA shall consider all options as appropriate to fairly assess the potential of the
existing facility. These may include minor renovations, major renovations, minor
additions, major additions, minor demolition, major demolition, and new school
construction.

The study must include a minimum of two viable options, including at least one
renovation or renovation/addition option.

I.  Major and Minor Educational Program Advantages and Deficiencies for All Options

1.

2.

6.

7.

Forty-Year Life Cycle Cost Comparisons for all options

Initial construction

Demolition

Additional site acquisition

Temporary student housing and transportation
Interest on or outstanding bond debt
Forty-year maintenance costs

Forty-year energy costs

K. Consultant’'s Recommendation

L. Superintendent’s Recommendation

M. Local Board of Education Action

END OF SECTION
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Wes Moore, Governor
Aruna Miller, Lt. Governor

Building
Futures in Maryland

The State of Maryland and the (Name of County) Board of Education are:

(Name of Project)

at the
(Name of School)

Public School Construction Program Architect: (Name of Architect) Contractor: (Name of Contractor)

The Maryland General Assembly Board of Public Works

Adrienne A. Jones, Speaker of the House Wes Moore. Governor

Bill Ferguson, President of the Senate

Brooke Lierman, Compiroller

Dereck E. Davis, Treasurer
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APPENDIX E
FOR SCHOOL CONSTRUCTION SIGN

The following appropriate language should be entered on the construction sign to describe the
work for the specific project (or modified as required):

¢ Renovating

e Constructing an Addition and Renovating

e Constructing an Addition to

e Constructing a Replacement School for

e Constructing the New

o Constructing a Prekindergarten Addition at

e Renovating the Science Laboratories at

s Replacing the Roof at

* Replacing the Boilers at

¢ Replacing the Windows at

¢ Replacing the (other systemic) at

E-1a Revised 03/2015



APPENDIX E
SCHOOL PLAQUE

School plaque for State funded school construction projects (12" X 18")

STATE FUNDS FOR THE (select appropriate option)
THIS SCHOOL BUILDING WERE PROVIDED THROUGH
THE PUBLIC SCHOOL CONSTRUCTION PROGRAM
(DATE)

BOARD OF PUBLIC WORKS

WES MOORE, GOVERNOR
BROOKE LIERMAN, COMPTROLLER

DERECK E. DAVIS, TREASURER

options to be selected and inserted:

e "..CONSTRUCTION OF ..."
e "...CONSTRUCTION OF AN ADDITION TO ..."
e "...RENOVATION OF ..."

e "...CONSTRUCTION OF AN ADDITION AND RENOVATIONS TO ..."

E-2 Revised 03/2015





















All'Forms can be accessed on our website at http://www.pscp.state.md.us/forms/formindex.cfm

C

FORM

NUMBER  TITLE

101.1
101.2
101.3
102.1
102.2
102.3
102.4
102.5
102.6
103.1
104.1
104.2
{.--‘ 202.1
C 302.1
302.2
302.3
302.4
303.1
303.2
303.3
303.4
305.1
306.1
306.2
306.4

306.6
501.1

Facilities Inventory

FTE Enroilment Projections by Grade
Facility Needs Summary

Request for Approval of Planning

Request for Approval of Funding

Future Project Request

Summary of Current and Future Project Requests
Status of Previously Approved Projects
Status of State Owned Relocatables
Record of ArchitecVEngineer

Site Analysis Report

Environmental Assessment Form
Schematic Design Submission

Design Development Document Submission
Life Cycle Cost Analysis Summary

Design Development Document Analysis
Cost Estimate Summary and Worksheet
Construction Document Submission
Construction Document Analysis

Approval of Construction Contract Award
Owner/Contractor Agreement

Change Orders

LEA Request for Payment to Contractor
Request for Reimbursement to LEA
Standard Monthly Contractor’'s Requisition
for Payment

Close-Out Cost Summary

Change in Status of a School Facility
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