Project #

(For office use only)

Facilities Modification Request

Wake County Public School System
(Form is also available at www.wcpss.net/forms/facility-mod-packet.pdf.)

ONE PROJECT PER FORM
Request must be submitted 60 days prior to the proposed start date of the project.

Proposed Start Date: Proposed Completion
Date:

Facility Planning will not process your Fac Mod without a principal’s signature, the
appropriate administrator’s signature for facilities other than schools, or a respective
cabinet member signature.

= Forward the completed Fac Mod to Elizabeth Sharpe, Facility Planning, WCPSS or
e-mail to: Esharpe@WCPSS.net

If you have any questions please contact Elizabeth Sharpe at 856-3700.

Part 1. School Information

School or Facility:

Principal’'s (Administrator’s) signature: (Required) Date:

School Contact Person:

Phone: FAX: Email:

Part 2. Parent/Group/Non-Profit Agency Volunteer Information (if any)

Name of Parent/Group Volunteer:

Contact:

Phone: Fax; Email:

A copy of the site plan/floor plan is required for each project. If you need assistance
obtaining these plans, please contact Elizabeth Sharpe @ 856-3700 or
Esharpe@WCPSS.net.

Will this facility modification affect student capacity? [ Yes [ No

Revised: July 14, 2003, E. Sharpe Page 1 of 4
Facility Planning, Elizabeth Sharpe - 856-3700 - Esharpe@WCPSS.net



Project #

(For office use only)

Facilities Modification Request
Wake County Public School System

Part 3. Project Description and Rationale for Request
Brief description of project. [ Interior Modifications [ Exterior Modifications
Please check only one box. One project per form.

(If your project involves placing any type of new structure on the school campus, please
attach a detailed description of manufacturer’s specifications on that product/structure.)

(If your project involves change in use of space due to planned changes in the
educational program, please have the Planning Worksheet Addition/Elimination or
Relocation of Program Space Request (copy attached) approved by Instructional
Services before submitting this request.)

Fac Mods will not be processed without an approved funding source(s). Verification of
funds is required before final approval.

Part 4. Summary of Cost and Funding Source(s)

Funding source(s) /
Budget code:

Itemized Funding:

Iltem Cost Funding Source
Equipment
Furniture
HVAC
Electrical/Data
TOTAL

Any Additional Comments:
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Project #

(For office use only)

Facilities Modification Request
Wake County Public School System

Does this request involve a grant? [1Yes [INo If yes, briefly describe critical dates and
requirements for compliance.

Part 5. Contractual Services Information (If appropriate)

Identify the contractors proposed to perform the work. (Contact Person, Phone Number, E-mail
Address) Include with this information their North Carolina Contractors’ license number(s).

Part 6. Insurance information (If appropriate)

Attach a copy of liability, automobile and workman’s compensation insurance certificate(s) showing
coverage currently in force for all licensed contractors and architects/engineers ($1 million is required
for liability and automobile insurance).

Part 7. Architectural and/or Engineering Work (If appropriate)
Identify proposed architect and/or engineers involved in the project design, and contact information.

Please send a set of the architect or engineer sealed drawings of the proposed design to Facility
Planning, WCPSS, attached to the Facilities Modification Request.

Any structure being constructed on Wake County Public Schools’ property will need to be
reviewed by the following municipal organizations prior to the start of construction.
Appropriate municipality (city or town, or Wake County)
Department of Public Instruction
Department of Insurance

Falure to do so could result in the school being fined. These fines would be the responsibility
of the individual school.

A copy of all comments will need to be submitted to Facility Planning for review, as part of the
approval process.

If you are requesting the demolition of a structure on Wake County Public Schools’ property,
please contact Elizabeth Sharpe @ 856-3700.

Forward the completed Fac Mod to Elizabeth Sharpe, Facility Planning, WCPSS or e-mail to:
Esharpe@WCPSS.net
If you have any questions please contact Elizabeth Sharpe at 856-3700.

Copies of the approved/denied Fac Mod will be forwarded to all persons involved with the
project once all reviews are complete
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Facility Planner, Project Date
Project Manager No: Received
Comments:

Any funding available from your department? Yes No
Amount Contributing

Maintenance & Date Date
Operations Received Reviewed
Comments:

Any funding available from your department? Yes No
Amount Contributing

Technology Date Date
Project Manager Received Reviewed
Comments:

Any funding available from your department? Yes No
Amount Contributing

Educ. Program Date Date
Reviewer Received Reviewed
Comments:

Any funding available from your department? Yes No
Amount Contributing
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PLANNING WORKSHEET
ADDITION/ELIMINATION OR RELOCATION OF
PROGRAM SPACES

1. What is the major justification for the addition/elimination of the course?

2. What is the relationship of this course to other courses in the same discipline or
the courses across the curriculum? How does this effect career pathway
offerings?

3. How does this impact graduation requirements or post-secondary opportunities
for students?

4. What is the impact on textbooks, instructional supplies, equipment, etc.?
Estimated cost. Who will pay?

5. Is there space currently available? Has funding been secured to pay for
renovation cost such as HVAC, water, wiring for technology, etc.?

6. Is the school prepared to pay for furniture? Any costs not budgeted and
approved by CTE/C & I?

FOR OFFICIAL USE ONLY

Approved: Date
Educational Program Reviewer

Revision: 3-10-03
File: Facilities/Addition



WHEN TO SUBMIT A
FACILITIESMODIFICATION REQUEST FORM

Use a Facilities Modification Request Form (Fac Mod) to request interior and/or exterior
changes to your campus/building, such as:

1. Structural/physmal changes of interior space, for example:
Demolition or new construction of walls, ceilings, floors, stairs, etc.
Installation of fixed equipment or furniture requiring utility connections,
including HVAC or exhaust ventilation systems.
Connecting to building utilities or mechanical systems.
Adding hardwired electrical equipment, data outlets and electrical outlets
to support technology, etc.
Adding/moving shelving or chalk/white boards.

2. Changes in use of interior space, for example:
Changing conference rooms to offices, offices to classrooms, Career and Technical
Education classrooms to computer labs, etc.

(No rooms less than 450 sqft will be allowed to become a permanent teaching space.)

If the change in space is due to a course addition or course elimination, please
complete the attached form (Course Addition/Elimination Request), submit the
completed form to the appropriate program reviewer for approval, then submit the
approved form with the Fac Mod to Facility Planning for review.

Changes in the way space is used on your campus may impact capacity. Therefore, a
Fac Mod must be submitted to the Facility Planning Department in order to track these

changes within our database. This will allow Wake County Public Schools to keep the

most up-to-date statistics on space utilization.

3. Changes to the exterior of the building.
4. Location of new equipment on the site.
5. Changes or modifications to exterior spaces, (i.e. the grounds or play fields) for
example
Installation of playground equipment, (Follow Design Guidelines for Development of
Playgrounds criteria)
Constructing dugouts.
Adding lighting.
Adding bleachers.
Installation of a new track.
Installation of an irrigation system.
Painting of any kind.
New plants of any type.
New gardens of any kind.

ALL modifications on your campus need a Fac Mod submitted to the Facility Planning
Department for review and approval, before proceeding with the work. Regardless of
funding source, (e.g. PTA, a corporate sponsor, a grant, school budget or if you are
requesting funding through WCPSS Parent Volunteer Matching Grant Funds) a Fac Mod
form must be submitted.

Before Parent Volunteer Matching Grant Funds are approved for your project, a Fac Mod
must be submitted to the Facility Planning Department, and approved.

Forms can be found at http://www2.wcpss.net under Business Forms/Facility Planning
Department Forms.



WHAT TO SUBMIT WITH YOUR
FACILITIES MODIFICATION REQUEST FORM

When requesting a project involving new construction:

Submit:
Construction drawings with an Architectural or Engineering seal.
A site plan that shows the location of the proposed new construction
on the campus.
List, or show on the site plan, additional/relocation of plumbing or
electrical work needed for the project.
The name and contact information for the contractor that will be
involved in this project.

When requesting a project involving new equipment to the campus:
Submit:

The manufacturer specification pertaining to the new equipment.

A site plan showing the location of the new equipment on the campus.

When requesting a project involving new landscaping to the campus:
Submit:
. A site plan showing the entire area subject to additional landscaping.

A compete list of all plants that will be used. Refer to Wake County
Public Schools Preferred Plant List. (If a plant you would like to use
is not listed, submit the plant name with your request for approval, prior
to the start of your project.)

The number of plants that will be used, and their approximate size at
maturity.

On the site plan, show any ponds or additional structures that will be
added.

The type of filler (pine straw, mulch, etc) that will be used.

If you need a copy of the Preferred Plant List, please contact Elizabeth
Sharpe @ 856-3700 or e-mail esharpe@wcpss.net.




CONTACT PEOPLE FOR INDIVIDUAL AREAS
Facilities Modification Request Forms

Elizabeth Sharpe 856-3700 or Esharpe@wcpss.net

WHEN TO USE A WORK ORDER REQUEST

Do not use a Fac Mod, but instead use Work Order Request Forms when
you are requesting an item to be repaired or replaced and for maintenance

items, for example:

Replacement of worn carpet.

Repairing damaged steps.

Repairing damaged pavement.

Replacement of old damaged chalkboards or tack boards.
Any heating or cooling problems.

Any electrical problems.

Replacement of dead landscape plants.

Work Orders:

General Services
Greg Clark 856-8035 or Fclark@wcpss.net

Buildings and Grounds
Gary Haithcock 856-8010 or Ghaithcock@wcpss.net

Energy and Physical Plant
" Bob Bittner 856-8267 or Rbittner@wcpss.net

Technology Services:

For larger jobs:
Larry Marynak 850-1917 or Lmarynak@wcpss.net

For smaller jobs:
Help Desk 664-5700 or Helpdesk@wcpss.net



Why is a Facilities Modification Request Required?

Listed below are some of the problems that can be avoided when a
Facilities Modification Request form is completed, submitted and
processed.

Room becomes too hot after being converted into a computer lab.
Computers generate heat and have special requirements for electrical and
network wiring. Converting an existing classroom into a computer lab requires
consideration for HVAC, electrical, technology networks, etc.

An area has insufficient water and electrical hookups. A washer/dryer is
purchased and delivered for use in an athletic facility prior to plumbing and
electrical being evaluated.

Increase in beestings in high traffic areas. New landscaping is added without
consideration of the preferred types of plants.

Planting trees and shrubs, which obstruct windows. New landscaping is
added in front of windows without considering the height of the mature
trees/shrubs.

Failure to comply with current building codes. Constructing a new structure
on your campus without considering current ADA, Federal, State, and local code
requirements.

Sidewalks and pavement rupture and crack. Planting trees and plants too
close to the sidewalks and buildings without considering the growth of the roots.
A newly constructed naturetrail or outdoor teaching space is destroyed.
New/Future construction is planned for that location.

Exceeding the impervious surface percentage requirement for your
campus. Adding concrete sidewalks, basketball courts, hard surface play areas,
etc., resulting in the school being fined by the city/county.

Paint peeling off the walls from an area that your PTA recently painted. Not
properly preparing the surface, or using correct paint.

The school is “written up” by the Fire Marshall. Students were placed in an
area not appropriate for use as a teaching space, and the room then does not
meet fire code.

Failure to comply with Wake County School Systems Educational
Specifications. Placing special needs students in a room not designated as an
exceptional children classroom, when it is required that the Wake County Public
Schools System must provide all students with comparable spaces. (This is an
issue that can have legal consequences.)



