
ENABLERS

Division of Long-range Planning Staff
Division of Construction Staff

Office of Curriculum and Instructional Programs
Office of Special Education and Student Services

School Staff and Administration

Long-range Educational Facilities Planning Policy (FAA)
Long-range Educational Facilities Planning Regulation (FAA-RA)

MSDE Program Guidelines
PSCP Administrative Procedures Guidebook
6-Year Capital Improvements Program (CIP)

GUIDES

INPUT
•Enrollment Projections
•Instructional Programs
•Floor Plans 
•School Staff
•Planner
•Project Manager
•PTA

OUTPUT
• Space Summary
• Educational Specifications
• Budget estimate for CIP
• Compliance with MCPS 

policy
• Compliance with MSDE 

and PSCP

Facility Planning 
Process for Capital 

Projects



Project is 
approved 

through the 
CIP Process

Start the facility 
planning for a new 

capital project

Planner determines 
number of regular 

classrooms needed by 
analyzing 6 year grade 

by grade projection 
(Capacity Calculation 
Worksheet attached)

Planner enters 
information in 

space summary 
template (EXCEL 
table is attached)

Is the project a 
high school

Planner reviews 
master schedule to 

determine the 
number of science 
and specialty labs 

needed.

Planner determines, 
prekindergarten, 
special education 

programs by referring 
to CIP and special 

education master plan

Planner meets with 
principal to review 

“Welcome to Your Capital 
Project” Document and to 
schedule ed spec review 
meetings with staff and 

PTA (attached)

Planner prepares draft  
educational specification 
using the template and 

adds any special 
programs to the last 

section of the document 
(example attached)

Planner meets 
with school staff 

and PTA to review 
the ed specs (1-3 

meetings)

Planner finalizes 
the ed spec for the 

feasibility study

Division of 
Construction 

(DOC) hires an 
architect for the 
feasibility study
(DOC process)

DOC project 
manager 

coordinates the 
feasibility study 

process 

Three concepts are 
developed during the 
feasibility study and 
costs are developed 

for each concept

Architect provides a 
brochure showing the 

existing conditions and 
proposed options with 

scope

Planning and 
construction costs 

are developed using 
the results of the 
feasibility study

Planning and 
construction funds are 
requested in a  future 

CIP for the project 
(see CIP development 

process)

Did the County Council 
fund the planning and 

construction funds 
requested project?

End

Consider for a 
future CIP request

Planner reviews the 
latest  enrollment 
projections and 

changes to ed specs 
and updates the  space 

summary if  needed 

Begin the schematic 
design process at the 
beginning of the fiscal 
year.  (DOC process)

Yes

No

No

Yes
Did the enrollment 

increase significantly 
requiring a scope 

increase for the project?

Yes

No

Request letter of 
concurrence from 
MSDE for special 

education and career 
technology programs 

Letter requesting 
MSDE 

concurrence 
(attached)

Complete the 
schematic design 
and proceed with 

design development 
and construction 
documents (DOC 

process)

Project is bid (DOC 
process)

Construct project 
(DOC process)


