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Achievement First
Facilities Deep Dive

2014-15

	
	
	

	[Enter Name Here]
	
	[Enter Name Here]

	Director of School Operations
	
	Regional Director of Operations

	
	
	

	[Enter School Name Here]
	
	[Enter Date Here]

	School
	
	Date: Deep Dive Conversation 


Purpose
The purpose of the facility deep dive is to provide a tool for use when conducting a facility walkthrough. Use the deep dive as a starting point for assessing your facility and prioritizing areas that need to be addressed.
Process
Ops Team and RDO conduct a facility walkthrough simultaneously and complete the facility deep dive. For each indicator, the Ops Team will receive a 1-5 rating. At the conclusion, deep dive results will be shared with the DSO. The facility deep dive debrief meeting is an opportunity to discuss the school’s facility ratings of your school facility. It is an opportunity to calibrate on vision of excellence, identify strengths and areas for improvement, and to set immediate and long term goals school facilities.
Ratings

	Rating
	Description

	❺
	Mastery: School facility is an exemplar for this indicator and its practices [should be/are] documented, archived and shared with other schools in the network.

	❹
	Exceptional: School facility is aligned to best practices for this indicator.

	❸
	Proficient: School facility is solid based on the indicator description.

	❷
	In Progress: School facility falls just short of the indicator description.

	❶
	Does Not Meet: School facility does not meet the indicator description.

	N/A
	Not Applicable: School facility is not responsible for meeting this indicator

	
	Grey indicators denote that DSOs are not directly responsible for this indicator.
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	Signifies legally required.


	
	Overall Rating:
(RDO chooses an overall rating of 1-5  for this section with 5 being the strongest)
	

	DSO Comments (on areas of exceptional performance and areas of growth)


	RDO Comments




Section I. School Exterior

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A


	Exterior school signage is professional, inviting and clearly visible to all parties entering the facility. 
	
	
	
	
	
	

	Foliage on school exterior grounds is neatly trimmed, grass mowed without weeds protruding. Sprinkler system (if applicable) is functioning
	
	
	
	
	
	

	Zero graffiti on school exterior.
	
	
	
	
	
	

	Handicap Accessible doors and ramps are in working order and free of debris or other safety hazard.
	
	
	
	
	
	

	Windows are lockable and are not broken, cracked or in an unsafe condition
	
	
	
	
	
	


Section II. Main Office 

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Office lights are operational and bright.
	
	
	
	
	
	

	Designated seating is available for guests that are waiting for appointments. Couches and chairs are from the same/similar collection/series. Seating arrangements are functioning, clean and neatly organized.
	
	
	
	
	
	

	Fax machine is installed, operational and fully stocked with paper. Fax cover sheets are available nearby for outgoing faxes. Clear instructions on operating the fax machine are located in near proximity of the fax machine.
	
	
	
	
	
	

	Main office has adequate trash receptacles for both recycling and regular garbage. Garbage receptacles are not overflowing.
	
	
	
	
	
	

	Main office is welcoming, inviting (ex. plants are located in office, etc.). Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
	
	
	
	
	
	

	Main office is clean and free of clutter and cardboard boxes. Every item in the office has a place where it belongs. Countertops are clean and free of clutter. Items on the countertops are neatly organized. Office desks are clean and free of clutter. Items on office desk are neatly organized. 
	
	
	
	
	
	

	Walls are free of graffiti, stray marks and peeling paint. Bulletin boards are neatly organized and free of clutter. 
	
	
	
	
	
	

	Floors are clean, shiny and free of stray marks. Floors are free of boxes and clutter.
	
	
	
	
	
	

	Main office is clearly labeled and clear directions are provided so that visitors know how to get from the front entrance to the main office and that the main office is their first stop when entering the school.
	
	
	
	
	
	

	Main office is organized so that the office coordinator can greet and welcome all staff and visitors that enter the main office. 
	
	
	
	
	
	

	Networked copier is installed, operational and fully stocked with paper. Clear instructions on operating the copy machine and reporting copier issues are located in near proximity of the network copier.

	
	
	
	
	
	

	Postage scale & meter are installed and operational. Mailing materials are available nearby for use with the scale and meter. Clear instructions on operating the postage scale & meter are located in near proximity of the machines along with instructions for where to deliver outgoing mail.
	
	
	
	
	
	

	Primex clocks are installed, operational and the time is in sync with all other clocks within the facility.
	
	
	
	
	
	

	Scholars and parents can easily access the lost & found and a clear system exists for clearing out the lost & found on a regular basis.
	
	
	
	
	
	

	Frequently used forms are readily available for staff, parents and visitors (Accident forms, Applications, Change of Address forms, Field Trip Request forms, Health Forms, Office Supply Request forms, Personal Reimbursement Forms, School Calendar, Tax Exempt Forms, Time Sheets, Visitor Packets, Student Withdrawal Forms)
	
	
	
	
	
	

	The main office phone line is functioning. The message is scripted, succinct and current
	
	
	
	
	
	

	Visitor log-in book exists, is readily available for guests to sign in and is up-to-date. AF visitor folders are readily available and contain the following: AF brochures, current news articles, advocacy post card, school schedule, feedback form, etc.
	
	
	
	
	
	

	Water is available for visitors. Water containers for water coolers are stored out of sight whenever space allows.
	
	
	
	
	
	


Section III. Hallways & Stairwells (RDO will identify one hallway and one stairwell for evaluation)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Hallway and stairwells are clean, free of trip hazards and well lit. Trip hazards are avoided by safe stair treads and walk off mats in appropriate areas.
	
	
	
	
	
	

	College pennants form a border on both sides of all AF hallways. Pennants are all very securely affixed to the wall and are 2-12 inches apart from each other.
	
	
	
	
	
	

	Hallways have a “museum like” attention to detail. Every piece of paper is in place. All borders on bulletin boards, posters, banners and college banners are securely affixed to the wall with no curled edges. There is zero graffiti on hallway walls and signage. Walls are free of stray marks and peeling paint.
	
	
	
	
	
	

	Notices, flyers, etc. are posted in clearly designated areas/bulletin boards. Notices are securely fastened to bulletin boards on all four corners. Notices, flyers, etc. are current.  There are no random pieces of paper taped, stapled or stuck on the walls.
	
	
	
	
	
	

	Hallways are clean and free of clutter and cardboard boxes.  Floors are clean, shiny and free of debris and stray marks.
	
	
	
	
	
	

	Hallways have signs directing traffic appropriately (arrows to the main office, restrooms, grade hallways, etc.)
	
	
	
	
	
	

	Primex clocks are installed, operational and the time is in sync with all other clocks within the facility.
	
	
	
	
	
	

	Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
	
	
	
	
	
	

	Hallways are bright, inviting and colorful. The wall space in the hallways intentionally reinforces college as a central theme.
	
	
	
	
	
	

	Bulletin boards are neatly organized and decorated with high quality student work (no less than “A” quality), merit awards, school's BHAGs, attendance, school priorities, etc.  There are no dated bulletin boards – all work is seasonally appropriate.
	
	
	
	
	
	

	Lockers are free of any graffiti and appear to be in working order
	
	
	
	
	
	


Section IV. Classrooms (RDO will identify one classroom for evaluation)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Classroom lights are operational and bright. Classroom has adequate electrical power and outlets. Classroom has adequate ventilation and air conditioners installed where appropriate.
	
	
	
	
	
	

	Classroom has a functioning data drop/wireless hub. Teachers can connect to the internet in their classrooms without difficulty.
	
	
	
	
	
	

	Classroom has a place for staff to lock up personal belongings and laptops.
	
	
	
	
	
	

	Classroom has adequate student furniture. Desks and chairs are clean and in good condition. Student computers are operational, clean and organized.
	
	
	
	
	
	

	Classroom has adequate trash receptacles for both recycling and regular garbage. Garbage receptacles are not overflowing.
	
	
	
	
	
	

	Classroom has adequate whiteboards for core instruction, aims/agendas, small group instruction, etc. Whiteboards are clean. Whiteboard makers, erasers and cleaner fluid are available.
	
	
	
	
	
	

	Classroom phone line is functioning. A laminated phone extension list is posted in the classroom. Each teacher has their voicemail extension. Clear instructions on checking voicemail are provided.
	
	
	
	
	
	

	Primex clocks are installed, operational and the time is in sync with all other clocks within the facility. All overhead projectors, document cameras and SMART boards are operational.
	
	
	
	
	
	

	Where applicable, scholars have a designated area to neatly hang their coats and book bags. Coat hooks are neat and labeled with student names. The designated area is neat and clean with no coats on the floor.
	
	
	
	
	
	

	Walls are clean and free of stray marks, graffiti and peeling paint. Floors are clean, waxed and free of boxes, clutter, debris and stray marks. Where applicable, classroom rug is clean.
	
	
	
	
	
	

	Classrooms are clearly labeled with room number, teacher information and college name.
	
	
	
	
	
	

	Doors are functional and keys are available to lock them.
	
	
	
	
	
	

	Electrical outlets are all covered appropriately; extension cords are ideally not being used and only used sparingly when not causing a trip hazard.
	
	
	
	
	
	

	College pennants and materials based on the classroom name are visible throughout the classroom. Classroom is warm and inviting.
	
	
	
	
	
	

	Necessary classroom supplies and curriculum are neatly organized in the classroom. Classroom is clean and free of clutter and cardboard boxes. Every item in the classroom has a place where it belongs. 
	
	
	
	
	
	

	Teacher desk is clean, free of clutter and in good condition. Teacher chair is clean and in good condition. 
	
	
	
	
	
	


Section V. Offices (RDO will identify one office other than main office for evaluation)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Office lights are operational and bright.
	
	
	
	
	
	

	Designated seating is available for visitors. Chairs are from the same/similar collection/series. Seating arrangements are functioning, clean and neatly organized.
	
	
	
	
	
	

	Necessary supplies are neatly organized in the office.
	
	
	
	
	
	

	Office has a locking file cabinet for staff to lock up personal belongings and laptops.
	
	
	
	
	
	

	Office has adequate trash receptacles for both recycling and regular garbage.
	
	
	
	
	
	

	Office is clearly labeled with room number and staff member information.
	
	
	
	
	
	

	Office space is clean and free of clutter and cardboard boxes. Every item in the office has a place where it belongs. Office desk and chair are clean, free of clutter and in good condition. 
	
	
	
	
	
	

	Office phone line is functioning. A laminated phone extension list is posted in the office. Clear instructions on checking voicemail are provided.
	
	
	
	
	
	

	Primex clocks are installed, operational and the time is in sync with all other clocks within the facility.
	
	
	
	
	
	

	Walls and bulletin boards are neatly organized and free of clutter. Walls are clean and free of peeling paint, graffiti and stray marks. Floors are clean, waxed and free of boxes, clutter and stray marks.
	
	
	
	
	
	

	Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
	
	
	
	
	
	


Section VI. Teacher Break/Work Room 

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Teacher Break/Work room lights are operational and bright.
	
	
	
	
	
	

	Bulletin boards are neatly organized and contain pertinent labor law posters. Federal and state labor law posters can be found at http://laborlawcc.com/ 
	
	
	
	
	
	

	Coffee maker is operational and clean. School is adequately stocked with coffee, tea, cups, condiments, utensils, etc. All items neatly stored in racks/clear bins and out of cardboard boxes. Refrigerator has milk and cream. 
	
	
	
	
	
	

	Couches and lounge chairs are available. Chairs are from the same/similar collection/series. Seating arrangements are functioning, clean and neatly organized. Adequate seating available for staff.
	
	
	
	
	
	

	Each staff member has a mailbox. Mailboxes are labeled alphabetically.
	
	
	
	
	
	

	Microwave is operational and clean.
	
	
	
	
	
	

	Networked copier is installed, operational and fully stocked with paper. Clear instructions on operating the copy machine and reporting copier issues are located in near proximity of the networked copier. The school is adequately stocked with paper, card stock, transparencies and color paper
	
	
	
	
	
	

	Paper Cutter, die-cutter and laminator are operational. Clear instructions on operating the units are located in near proximity of the machines. School is adequately stocked with laminate.
	
	
	
	
	
	

	Poster maker is operational. Clear instructions on operating the poster maker and reporting issues are located in near proximity of the poster maker. School is adequately stocked with poster maker paper.
	
	
	
	
	
	

	Refrigerator is operational and clean. There is a clear system in place for routinely cleaning the refrigerator.

	
	
	
	
	
	

	Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
	
	
	
	
	
	

	Water is available for staff. Water containers for water coolers are stored out of sight.
	
	
	
	
	
	

	Instructions on who to contact if supplies are running low are posted. School’s “go-to list” is clearly posted.
	
	
	
	
	
	

	Norms for the upkeep of the teacher break/work room are visibly posted (i.e. “Leave each space cleaner than you found it”). 
	
	
	
	
	
	

	Walls and bulletin boards are neatly organized and free of clutter. Walls are clean and free of peeling paint, graffiti and stray marks. Floors are clean, waxed and free of boxes, clutter and stray marks.
	
	
	
	
	
	


Section VII. Classrooms Storage/Supply Closets (RDO will evaluate main supply closet)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	All supplies are out of their boxes and neatly organized in a manner similar to what you would expect to find in a retail store. Supplies are neatly organized.
	
	
	
	
	
	

	Extra Uniforms in stock in various sizes. Uniform bins are clearly labeled with shirt sizes.
	
	
	
	
	
	

	Snacks are neatly packed in clear air-tight bins to prevent access to vermin.
	
	
	
	
	
	

	Supply closets contain all supplies that your teachers regularly require (i.e. pens, pencils, construction paper, loose-leaf paper, composition notebooks, staples, paper clips, tape, scissors, crayons, markers, whiteboard markers, whiteboard erasers, whiteboard cleaner, storage baskets, easel pads, overhead transparencies, butcher paper, border trim, etc.) DSOs please be sure to check with your leadership team at the beginning of the year to confirm your understanding of their ongoing supply needs.
	
	
	
	
	
	

	Supply closets are free of cardboard boxes.
	
	
	
	
	
	

	Vacuum cleaner and dust buster are operational for use with carpets.
	
	
	
	
	
	

	Norms for the upkeep of the supply closets are visibly posted (i.e. “Leave each space cleaner than you found it”). 
	
	
	
	
	
	

	Visible“Go-to list”; instructions on who to contact if supplies are running low are posted.
	
	
	
	
	
	

	Custodial supply closets for schools AF operates are clean, organized and all items are stored safely. (Safely stored would mean – All products are labeled, MSDS sheets are available for all contents of the closet and harmful products are not easily accessible to school children.)
	
	
	
	
	
	


Section VIII. Gymnasium (This section is only applicable to schools with ownership over this area)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Gymnasium lights are operational and bright.
	
	
	
	
	
	

	Gymnasium floor is maintained, clean and clear of debris. Curtains/dividers are neat and clean.
	
	
	
	
	
	

	Exit doors are not blocked with any FF&E or other material that would prevent easy egress in the event of an emergency.
	
	
	
	
	
	

	Gymnasium has padding on potentially dangerous objects. Basketball hoops have nets. School has a working score board and public announcement system.
	
	
	
	
	
	

	Gymnasium has adequate seating arrangements. Bleachers are clean and operational.  School has a key to bleacher system where applicable. Gym is clear of all objects that would interfere or cause harm to play.
	
	
	
	
	
	

	Gymnasium has adequate trash receptacles. Garbage receptacles are not overflowing
	
	
	
	
	
	

	Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
	
	
	
	
	
	

	School signage, quotes, pictures of students on display (where applicable).
	
	
	
	
	
	


Section IX. Cafeteria and Kitchen (This section is only applicable to schools with ownership over this area)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Cafeteria lights are operational and bright.
	
	
	
	
	
	

	Cafeteria floors are clean and clear of debris.
	
	
	
	
	
	

	Cafeteria has adequate seating arrangements. Cafeteria tables are clean and neatly organized. Cafeteria is free of graffiti.
	
	
	
	
	
	

	Cafeteria has adequate trash receptacles ( ~1 large receptacle for every 20 students). Garbage receptacles are not overflowing. Cafeteria does not smell like garbage.
	
	
	
	
	
	

	Posted materials are mission aligned and reinforce school’s academic and character messages and core values through pictures of students, branding materials and school artifacts.
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	In buildings that the district does not operate, the kitchen Current Health Inspection Certificate (completed within the past year) exists and Food License is posted in the kitchen
	
	
	
	
	
	


Section X. Adult/Scholar Restrooms (RDO will identify one restroom for evaluation)
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	Restrooms lights are operational and bright.
	
	
	
	
	
	

	Handicapped accessible stall in place.
	
	
	
	
	
	

	All toilet stalls/partitions are functioning and have adequate supply of toiletries.
	
	
	
	
	
	

	All sink stations working with running water and a clear drain. An adequate supply of liquid soap in dispensers is available at each sink station.
	
	
	
	
	
	

	All commodes are working properly.
	
	
	
	
	
	

	Female restrooms (both adult and scholar) have small private trash cans in each stall.
	
	
	
	
	
	

	Hand towels are available in adequate supply (where applicable). Hand dryers are operational.
	
	
	
	
	
	

	Restroom floors are clean, dry and free of debris and hand towels.

	
	
	
	
	
	

	Restrooms have large, lined trash cans for collecting hand towels.
	
	
	
	
	
	

	Restrooms have posters/pictures near sinks detailing effective hand washing techniques. 
	
	
	
	
	
	

	Restrooms have ventilation and are odor-free.
	
	
	
	
	
	

	Visible “Go-To-List” on who to contact if supplies are running low are posted.
	
	
	
	
	
	

	Norms for the upkeep of the adult/scholar restrooms are visibly posted (i.e. “Leave each space cleaner than you found it”). 
	
	
	
	
	
	

	Walls are clean and free of peeling paint, graffiti and stray marks. Floors are clean, waxed and free of boxes, clutter and stray marks.
	
	
	
	
	
	


Section XI. Medical Safety

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	
	First aid kits and supplies are stocked and available throughout the school.
	
	
	
	
	
	

	
	AED machines are available and operational (NY mandatory)
	
	
	
	
	
	

	
	At least 2 staff members are trained and certified in CPR/First Aid response
	
	
	
	
	
	

	
	A Bloodborne Pathogens Spill Clean-up kit is onsite
	
	
	
	
	
	


Section XIII. Elevators, Fire and Life Safety Systems

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	
	Fire Extinguishers are annually inspected and up to date
	
	
	
	
	
	

	
	Fire Drills and lock down drills are complete and documented (fire drills – 1 per month in CT, 12 annually in NY)
	
	
	
	
	
	

	
	Areas of Refuge are clear of items and in-alert system is in working order
	
	
	
	
	
	

	
	Elevator inspections are up-to-date (annual) and Elevator
	
	
	
	
	
	


Section XIV. Security Services & Emergency Planning
	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	
	Crisis Management/Emergency Plan for various emergency scenarios (weather, intruder, etc) is in place, documented and available with school DSO’s and staff. Communication and lockdown procedures are well defined.
	
	
	
	
	
	

	Security Guard at post and in uniform (if applicable)
	
	
	
	
	
	

	Post Orders maintained in a book at the security desk (if applicable)
	
	
	
	
	
	

	Camera Systems routinely maintained and operating properly
	
	
	
	
	
	

	KNOX BOX (secure wall mounted safe) provided on the exterior of the building for emergency personnel with floor plans and keys
	
	
	
	
	
	

	Emergency contact list, containing contact information for community emergency services, service providers and key staff members, is current and readily available in Main office.
	
	
	
	
	
	


Section XVI. Mechanical, Electric & Plumbing Systems

	Indicators
	M
(5)
	E
(4)
	P
(3)
	IP
(2)
	DNM
(1)
	N/A

	
	Annual boiler inspection conducted by state is up to date and certificate is current (if applicable)
	
	
	
	
	
	

	All plumbing fixtures are working correctly and have not been reported faulty.
	
	
	
	
	
	

	Electrical Systems operating properly.
	
	
	
	
	
	

	Lighting Systems operating properly and are tested monthly.
	
	
	
	
	
	


