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APPENDIX E:
PROJECT REQUEST FACT SHEET
Appendix E – Project Request Fact Sheet (PRFS) provides the templates for a PRFS cover page and a selection of information tables for various project types under the Expansion Program (EXP) and the Replacement Program (REP). 

The cover page and one of the tables must be completed for each EXP or REP project for which funding support is being sought by a board of education in its annual Five-Year Capital Plan submission to the Ministry.

All items in red text require school district input.

[image: image1.jpg]e

BRITISH
COLUMBIA




PROJECT REQUEST FACT SHEET

SCHOOL DISTRICT No. 00
(SCHOOL DISTRICT NAME)

ABC ELEMENTARY SCHOOL

Project Type: *

*Site Acquisition and New School

or

*Addition to an Existing School

or

*Full Replacement (Non-Seismic)

or

*Partial Replacement (Non-Seismic)

Insert and complete one (1) of the following tables:

Table A – Site Acquisition and New School

or

Table B – Addition to an Existing School

or

Table C – Full Replacement of an Existing School (Non-Seismic) 

or

Table D – Partial Replacement of an Existing School (Non-Seismic)

Table A – Site Acquisition and New School

	Proposed Project Information
	School Information

	School District Project Priority Ranking:

· 0
	Grade Configuration:

· Grades  0 – 0


	Phase 1 - Site Acquisition Project

Allowable Site Size:

· 0.0 acres/ 0.0 hectares

Property Cost Estimate:
· $
Anticipated Site Purchase Closing Date:
· MM/YYYY

	Nominal Capacity:

· 00 K/000 Elem/000 Sec

Operating Capacity:
· 00 K/000 Elem/000 Sec

	Phase 2 - Design/Construction Project

Project Budget Estimate:

· $
Anticipated Project Start Date:
· MM/YYYY
Anticipated School Occupancy Date:

· MM/YYYY

	


Table B – Addition to an Existing School

	Proposed Project Information
	School Information

	School District Project Priority Ranking:

· 0
	Grade Configuration of Existing School:

· Grades  0 – 0
Grade Configuration of Expanded School:
· Grades  0 – 0

	Addition Project

Project Budget Estimate:

· $
Anticipated Project Start Date:
· MM/YYYY
Anticipated School Occupancy Date:

· MM/YYYY
	Nominal Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Nominal Capacity of Expanded School:
· 00 K/000 Elem/000 Sec

Change in Nominal Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Operating Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Operating Capacity of Expanded School:
· 00 K/000 Elem/000 Sec

Change in Operating Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Utilization of Existing School:

· 00 %
Utilization of Expanded School:

· 00 %

	
	Number of Classrooms in Existing School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Number of Classrooms in Expanded School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Change in Number of Classrooms:

· ±00 Kindergarten

· ±00 Elementary

· ±00 Secondary

	
	Number of Portable Classrooms On-Site

· 00

	
	Facility Condition Index of Existing School:

· 00.0 %


Table C – Full Replacement of an Existing School (Non-Seismic)

	Proposed Project Information
	School Information

	School District Project Priority Ranking:

· 0
	Grade Configuration of Existing School:

· Grades  0 – 0
Grade Configuration of Replacement School:
· Grades  0 – 0

	Replacement Project

Project Budget Estimate:

· $
Anticipated Project Start Date:
· MM/YYYY
Anticipated School Occupancy Date:

· MM/YYYY
	Nominal Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Nominal Capacity of Replacement School:
· 00 K/000 Elem/000 Sec

Change in Nominal Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Operating Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Operating Capacity of Replacement School:
· 00 K/000 Elem/000 Sec

Change in Operating Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Utilization of Existing School:

· 00 %
Utilization of Replacement School:

· 00 %

	
	Number of Classrooms in Existing School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Number of Classrooms in Replacement School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Change in Number of Classrooms:

· ±00 Kindergarten

· ±00 Elementary

· ±00 Secondary

	
	Number of Portable Classrooms On-Site

· 00

	
	Facility Condition Index (Existing):

· 00.0 %


Table D – Partial Replacement of an Existing School (Non-Seismic)

	Proposed Project Information
	School Information

	School District Project Priority Ranking:

· 0
	Grade Configuration of Existing School:

· Grades  0 – 0
Grade Configuration of Partially-Replaced School:
· Grades  0 – 0

	Partial Replacement Project

Project Budget Estimate:

· $
Anticipated Project Start Date:
· MM/YYYY
Anticipated School Occupancy Date:

· MM/YYYY
	Nominal Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Nominal Capacity of Partially-Replaced School:
· 00 K/000 Elem/000 Sec

Change in Nominal Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Operating Capacity of Existing School:

· 00 K/000 Elem/000 Sec

Operating Capacity of Partially-Replaced School:
· 00 K/000 Elem/000 Sec

Change in Operating Capacity:

· ±00 K/±000 Elem/±000 Sec

	
	Utilization of Existing School:

· 00 %
Utilization of Partially Replaced School:

· 00 %

	
	Number of Classrooms in Existing School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Number of Classrooms in Partially Replaced School:

· 00 Kindergarten

· 00 Elementary

· 00 Secondary
Change in Number of Classrooms:

· ±00 Kindergarten

· ±00 Elementary

· ±00 Secondary

	
	Number of Portable Classrooms On-Site

· 00

	
	Facility Condition Index (Existing):

· 00.0 %


Project Request Fact Sheets

The Ministry must be able to prioritize the numerous capital projects being proposed by all boards of education at the provincial level. The Ministry initially depends on information provided in the Project Request Fact Sheets, which it receives as part of the annual Five-Year Capital Plan submissions, to make a reasoned assessment of the various capital needs and proposed solutions affecting school districts from across the province.

Therefore, the outstanding capital needs being faced in a school district must be clearly evident in the Project Request Fact Sheet (PRFS) provided for a school district’s highest priority proposed projects under the Expansion Program (EXP) or Replacement Program (REP). It is important that a PRFS articulates why an allocation of capital project funding is the most appropriate action to be taken in resolving a particular capital need.

Given the number of competing project requests from all boards of education and the limits of capital funding available from the Province, school districts are requested to limit the number of annual PRFS submissions to three (3) capital projects.
A PRFS is required as part of the annual Five-Year Capital Plan submission for the following types of proposed capital projects:

a) Expansion Program (EXP) project for a proposed site acquisition associated with a proposed new school

b) Expansion Program (EXP) project for a proposed addition to an existing school

c) Replacement Program (REP) project for a proposed partial replacement of an existing school

d) Replacement Program (REP) project for a proposed full replacement of an existing school
Notably, while the PRFS format being presented will serve for partial and full school replacement projects under REP, a specialized Seismic Project Request Fact Sheet (SPRFS) will instead be required for seismic replacement projects. More critical for completing a SPRFS will be whether a Seismic Project Identification Report (SPIR) has been completed for the school for which a partial or full replacement is the preferred option in mitigating seismic risks. 
(See: Appendix G – Seismic Project Request Fact Sheet)

For the first type of proposed capital project – a site acquisition associated with a proposed new school – the site acquisition represents the first phase of a new school project and the design/construction of the actual building and school grounds represents its second phase. While the two phases would have been identified in the Capital Plan Intake Spreadsheet as completely separate projects in different capital years, it is imperative that the submitted PRFS for the site acquisition project provides the necessary rationale and options analysis for the both phases of the proposed new school. This information will allow the Ministry to effectively determine whether the new school project, including each of the separate site acquisition and future design/construction phases, may be included in its long-term capital plan. 

To enable the Ministry’s consideration of project funding support, the cost estimate for the site acquisition phase should be as accurate as possible, best provided by a local real estate professional based on the current and projected real estate market for the desired area. By contrast, the estimated budget for the design/construction project only needs to be indicative. This budget is intended to be calculable by school district staff using the published Ministry rates, factors and allowances that would be applicable to the type, size and location of the proposed facility and grounds. A more comprehensive project budget will be required only after the site acquisition project has been completed with the purchase and title transfer of a property to be developed as a school site. At that point, the Ministry will then request the school district to proceed to the Project Development Report (PDR) stage. It is during the PDR stage that a more accurate cost estimates (i.e., Class D) will be used to develop the business case required to support the design/construction phase of the new school.

For the other three types of proposed capital projects – an addition to an existing school; a partial replacement of an existing school; or full replacement of an existing school – more information will be required about the existing school in terms of potential changes to nominal capacity, operating capacity, numbers of classrooms, and utilization. As well, the building condition and work requirement facing the existing building will be another important consideration. Using the Facility Condition Index (FCI) data generated by VFA Canada Inc., school districts must provide both the current FCI for the existing school (i.e., inclusive of only outstanding requirements to the date of the PRFS, representing deferred and immediate maintenance work) and its future FCI (i.e., inclusive of all outstanding requirements forward to the date of the next scheduled Facility Condition Assessment by VFA Canada Inc.).

To allow a consistent valuation of requested EXP and REP projects, the Ministry requires that each PRFS include the following sections:
· Summary Cover Page

· Project Rationale 

· Options Analysis

· Project Budgets

· Project Schedules

· Surrounding School Analysis

· Long-Range Facilities Plan

· Other Information

· Supporting Documentation

Summary Cover Pages

Summary cover pages, as provided on pages 1 and 2, must be completed for each PRFS provided to the Ministry as part of a board’s annual Five-Year Capital Plan submission. 

These summary cover pages will provide both proposed project information and school information that the Ministry will reference during its annual Five-Year Capital Plan submission review process.

Project Rationale
The Project Rationale should provide a straightforward narrative that will assist the Ministry in understanding the outstanding capital issue(s); any mitigating circumstances; the options considered to possibly resolve the issue; and why one option was preferred over the rest.
The following type of information should be included in a PRFS to help inform the Ministry’s decisions on whether to provide funding support for a requested project:

· Identification of the primary driver for a proposed capital project (e.g., changes in student enrolment; current building condition).
· Selection of a few feasible options to allow a judicious comparison against the preferred option. 

· Description of how the preferred option best addresses the outstanding capital issue in the most timely, economic and practicable manner. 

· Demonstration that the outstanding need cannot be reasonably resolved - either in whole or in part - through a non-capital course of action (e.g., revised catchment areas; relocation of educational programs; grade re-configurations; consolidation of schools).

Options Analysis

It is recommended that the PRFS provide at least three feasible options that could reasonably address the stated capital need. In rare circumstances, there may be only one or two feasible options available to a school district. A brief description including high-level information appropriate for the type of requested capital project should be provided for each of the options. 

Primarily, the information for each should address the following the key topics:

· Project scope
· Project budget

· Project schedule

· Current and forecasted student enrolment

· Neighbouring school capacities

· Facility condition index (FCI) for each existing school 

· Temporary student accommodations requirement
· Student busing requirements

a. Project Budgets

At this stage of conceptual planning for a capital project, the Ministry only requires an indicative project budget for each of the feasible capital options presented in the PRFS. The types of variables that may be used in the calculation of a preliminary project budget should be easily known, and include:

· Type of school space (elementary, middle or secondary)
· Nominal capacity of the school

· Allowable area (m2) to be constructed or replaced

· Base Budget Rate ($/m2) for the type of school space

· Project Size Factor

· Location Factor

· Standard site/building cost factors

· LEED® Gold or equivalent

· Contingency
· Design Fees

· Project Management Fee

· Equipment Allowance and Freight Allowance

· Estimated local government charges

· Temporary student accommodation cost

· Student transportation costs

· Demolition costs associated with school replacement

· Neighbourhood Learning Centre 
(Note: up to 15 percent of budget for allowable new building area)

In developing a preliminary project budget for each option, reference should be made to the latest Capital Plan Allowances, Rates and Costing Factors Supplement posted on the Ministry’s Current Resources webpage:

http://www2.gov.bc.ca/gov/content/education-training/administration/resource-management/capital-planning/current-resources 
b. Surrounding School Analysis

This section of the PRFS should indicate why particular schools were selected or disregarded for the surrounding school analysis, explaining how their enrolments and utilization pertain or not to the proposed school project.
i. Enrolment

An analysis of the current and projected enrolments for the proposed school and each of its surrounding schools, including any closed schools, must be provided for each option. The projected student enrolments would cover the 10-year period used for the School District Summary of Capacity and Projected Enrolment (CP‑3). This source document is also included as part of a board’s annual Five-Year Capital Plan submission to the Ministry. 

When determining the planned nominal capacity for a proposed school project
(i.e., a new school, an expanded school, a full replacement school, or a partially-replaced school), school districts are requested to base that nominal capacity using the enrolment projections found for Year 10 for the subject school and its surrounding schools.

ii. Utilization

The current and future utilization (i.e., over a 10-year planning timeframe) must also be included in the surrounding school analysis. The Ministry no longer uses mandated class sizes for individual classes or schools. Therefore, the utilization must be based on local class size and composition requirements, as may be uniquely established in each school district typically for Kindergarten classes, primary elementary (Grades 1-3) classes, intermediate elementary (Grades 4-7) classes; and secondary (Grades 8-12) classes. 

For consistency, the utilization percentage attributable to a school will continue to be a percentage calculation using its total student enrolment divided by its determined operating capacity. A listing of applicable class sizes and composition used to determine the capacity must be provided as part of the surrounding school analysis. 

The School Act does not mandate the provision of educational programming for International Students; rather, it remains an individual board of education decision whether it is able to provide such programming. As such, the number of International Students attending an existing school or forecasted to attend a proposed school or an existing school may no longer be taken into consideration in the calculation of the current and future utilization percentages.

The utilization of a school would be the resulting percentage, as determined by:

Current Utilization (%) = Current Enrolment ÷ Calculated Operating Capacity ( 100

Expected Utilization (%) = Year X Enrolment ÷ Calculated Operating Capacity ( 100

Notably, the Ministry no longer uses established utilization percentage thresholds for individual school districts as a criterion for prioritizing capital project requests as part of its annual Five-Year Capital Plan review process.

A surrounding school analysis should be provided using the capacity, current and forecasted enrolments, and calculated utilization (%) for the project school and its surrounding schools. School districts may use either the Surrounding School Analysis for an Existing School spreadsheet or the Surrounding School Analysis for a New School spreadsheet, which provide elementary school examples. The spreadsheets are available on the Ministry’s Current Resources webpage, at:

https://www2.gov.bc.ca/gov/content/education-training/administration/resource-management/capital-planning/current-resources 
Key findings from the surrounding school analysis being used to determine the preferred option should be highlighted to aid in the Ministry’s evaluation of the proposed capital project.

c. Long-Range Facilities Plan

Specific reference should be made to the Long-Range Facilities Plan (LRFP) for a school district, in setting both the more immediate and the 10-year planning framework for a proposed capital project. In particular, the ideal location for the proposed school should be discussed, especially within the context of any land use plans or an Official Community Plan for a local government.

Dependent upon the type of issues trying to be addressed, information from the LRFP could be made either at the level of the entire school district; a specified geographical area of the school district; or a specified zone within the school district, as may be applicable. 

d. Other

The Ministry encourages school districts to expand upon any unique circumstances that it may face relevant to undertaking a preferred option for a proposed capital project. This is especially important if it is felt that this information could not be adequately captured elsewhere in the PRFS. 

e. Supporting Documentation

A listing of any additional documentation that has been used by the school district to support the completion of the PRFS should be provided. The Ministry may request this material, if it can be used to complete the evaluation of a proposed capital project.

Ministry of Education

Capital Management Branch
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