EAST TIMOR: GUIDELINES & STANDARD FORMS FOR USE IN THE SURVEY

OF THE PHYSICAL CONDITION OF PRIMARY SCHOOLS
A. INTRODUCTION
1. While the main object of this exercise is to establish the condition of all primary schools in the country, it will be extremely useful to carry out, at the same time, a basic school mapping exercise to establish the size of the site, numbers of pupils and staff of each school, etc as well as the physical condition of the building.  With this information it will be possible to establish what facilities are actually required at each school rather than replacing facilities that might not be required if pupil numbers are not large enough.  It might even be possible to combine schools that are close together if pupil numbers are small and thus reduce the number of buildings requiring repair and renovation. 

2. The main purpose of these guidelines is to provide a methodology that will allow, if necessary, relatively unskilled personnel to carry out surveys of the physical condition of school buildings, what work will be required to bring the buildings up to a usable condition and to determine whether any additional buildings are required.

B. SURVEY TEAMS

1. The survey teams should ideally consist of three to four people as this will ease collection of data.  On arrival at the school, for instance, one member can interview the Head Teacher and collect data on the age of school, number of pupils, etc while the other members can prepare sketch plans of the site and buildings (see Section C below).  These will be used when completing Form SDS/3: General School Data.

C. PREPARATION OF SKETCH PLANS OF THE SCHOOL SITE & BUILDINGS
1. On arrival at the site, a sketch plan should be prepared of the site showing the school buildings (see Form SDS/1: Site Layout).  Schools quite often have a line diagram of the school site showing the buildings but if this is not available, one will have to be made.  It need not be drawn to scale but it should be done carefully so that it shows a reasonably accurate picture of the school site and buildings with as many dimensions as possible.

2. There will probably be a great deal of standardisation in school buildings i.e. classrooms are usually the same size, verandahs the same widths, columns are usually at the same centres, two-storey buildings usually have the same size rooms one over the other, etc which greatly simplifies the task.  The use of squared paper will also help as will assuming that each square equals say one or two metres, whichever is more convenient.

3. Having prepared a sketch plan of the site, the various buildings should be identified and numbered for cross-referencing on Form SDS/3.  A `building’ generally refers to a building that is separated from others on the site.

4. On many sites, it will be found that small and inadequate (and often temporary) buildings have been constructed because of the shortage of accommodation.  The team would be well advised, while indicating their position on their sketch, to exclude them from their survey on the grounds that they are difficult to categorise and will probably be demolished when the school is renovated.

5. The next step is to prepare a simple sketch plan of each building (form SDS/2: Building No. 1, etc) showing the various rooms.  The rooms should be numbered consecutively and the number will be cross-referenced and entered into column 1 of Form SDS/5: Internal Condition of Buildings.

D.  COST OF RENOVATIONS & EXTENSIONS
1. Formerly, when primary schools have been assessed for renovation they were placed in one of four categories and these are shown in Table 1 below.

Category
Definition
Expected cost of repairs

Rusak ringan

(Minor repairs)
Generally usable, needs minor repairs.


Rusak sedang

(Moderate repairs)
More extensive repairs required, usually to the roof, still usable.


Rusak berat

(Major repairs)
Needs extensive repairs to roof, floor, etc, cannot be used.


Rusak total

(Beyond repair)
Building must be demolished (at least down to foundations) and re-built.


Table 1: Categories of repairs required for renovation

2. Some indication of the cost of repair would be useful but might not, initially be possible as the cost will depend on what materials are going to be used, etc.

3. Again, while the four categories of condition indicated above might be a useful start, the information collected on Forms SDS/5 and 6 should help to give a more accurate indication of the current state of the buildings and thus whether they should be retained, renovated, etc.

E. PRIMARY SCHOOL SITES

1. The size of a primary school site should be approximately 3,000m².  In urban areas especially sites may be smaller than this and in these cases, the Survey Team should merely record the area of the school site as it exists and make some enquiries of the Head Teacher or in the surrounding community, as to whether there is any possibility of obtaining additional land adjacent to the school and, if this might be possible, at what cost.

F.  SURVEY FORMS

1. In order to assist the Survey Team in carrying out their task, a number of standard forms have been devised.  If the teams complete these forms methodically, they will find that the process of assessing the condition of the school and the cost of renovation is much simplified.  The forms are attached and are as follows:

· SDS/1: Primary School Survey: Site Layout

· SDS/2: Primary School Survey: Building No. (one for each building)

· SDS/3: Primary School Survey: General School Data 

· SDS/4: Primary School Survey: Detailed Information on the Use of Facilities

· SDS/5: Primary School Survey: Details of the Internal Condition of Buildings and Furniture

· SDS/6: Primary School Survey: Details of the External Condition of Buildings

· SDS/7: Primary School Survey: Total Cost of Renovating and Extending School 

G. ANNEXES

1. Annexes A and B give guidelines for assessing the internal and external condition of buildings and will help in filling in Forms SD5 and 6.  Annex C give general guidelines for completing all the survey forms.

SDS/1
PRIMARY SCHOOL SURVEY

SITE LAYOUT

SCHOOL:
NUMBER:

VILLAGE:
DISTRICT:

Surveyed by:
Date:

SDS/2
PRIMARY SCHOOL SURVEY

BUILDING No: (One form for each building)

SDS/3
PRIMARY SCHOOL SURVEY

GENERAL SCHOOL DATA

SHORT DESCRIPTION OF BUILDINGS


Building 1
Building 2
Building 3
Building 4

Construction date





Number of floors





Type of roof





Type of walls





Structure: 2-storey





Type of ceilings





Type of floor





Windows/doors





Type of columns











Category of building (see Form SDS5)





GENERAL INFORMATION ABOUT THE SITE


Any sports facilities:

Approximate area of buildings
m2


Approximate area of playground
m2


Approximate area of school garden
m2


Approximate area for parking
m2






Total Area of Site
m2


SERVICES:


Electricity (during school hours)
Yes/No


Main Water (during school hours)
Yes/No


Flush Toilets (working)
Yes/No


Septic Tank (working)
Yes/No


Well (with water)
Yes/No


Pump for well (working)
Yes/No


Water Storage Tank
Yes/No


Latrines (working)
Yes/No


GENERAL COMMENTS OR FURTHER INFORMATION:





















SDS/4
PRIMARY SCHOOL SURVEY

DETAILED INFORMATION ON USE OF FACILITIES

USE OF FACILITIES:

MORNING SCHOOL
AFTERNOON SCHOOL

School 1
                                              G/P 
School 3
                                              G/P

School 2
                                              G/P
School 4
                                              G/P

TOTAL NUMBER OF PUPILS:


SCHOOL 1

No. of Pupils

SCHOOL 3

No. of Pupils




No.
M
F
Tot.
Av.

No.
M
F
Tot.
Av.


Class 1





Class 1







Class 2





Class 2







Class 3





Class 3







Class 4





Class 4







Class 5





Class 5







Class 6





Class 6







TOTAL





TOTAL







Teachers





Teachers







Other Staff





Other Staff










SCHOOL 2

No. of pupils

SCHOOL 4

No. of pupils




No.
M
F
Tot.
Av.

No.
M
F
Tot.
Av.


Class 1





Class 1







Class 2





Class 2







Class 3





Class 3







Class 4





Class 4







Class 5





Class 5







Class 6





Class 6







TOTAL





TOTAL







Teachers





Teachers







Other Staff





Other Staff







USE OF ROOMS:


TYPE OF ROOM               
Total
Sch.1
Sch.2
Sch.3
Sch.4
Comments


 Classroom








Library








Multi-purpose Room








Arts Room








Head master








Office








Teachers’ Room








Store








Washroom








Teachers’ toilets








Pupils’ toilets








Caretaker’s house








Teacher’s house








Other








SDS/5
 PRIMARY SCHOOL SURVEY

DETAILS OF THE INTERNAL CONDITION OF BUILDINGS



 BUILDING No:
BUILDING CLASSIFICATION:



 1
2
3
4
5
6
7
8
9
10
11
12
13
14
15

Room
Use
Dims.
Area
Ceiling
Floor
Walls
Doors/Wind.
Black

board
Desk/

Teach.
Desk/

Pupils
Chairs

Teach.
Chairs/Pupils
Cupbds
Comments ie any water,  electricity, illumination. 


1
C’room
7 x 8m
56m²
None
C’crete
Blocks
Timber
No
1
15
1
15
None
 No electrical fittings

2















3















4















5















6















7















8















9















10















































































































Total Area













Overall Condition of Elements
None
Poor
Good
None
None
10
95
9
120
None


Numbers of useable and/or repairable Desks, Chairs & Cupboards available







OVERALL ESTIMATED CONDITION CATEGORY OF BUILDING (Minor, moderate, major repairs or beyond repair)


 SDS/6 
PRIMARY SCHOOL SURVEY

DETAILS OF THE EXTERNAL CONDITION OF BUILDINGS & THE COST OF RENOVATION



BUILDING
Building 1
Building 2
Building 3
Building 4
Building 5

Construction element
Category
Category
Category
Category
Category

Roof:

 




Walls:






Veranda  Floor:






External Category






Internal Cat. (SDS5)






Total Category Condition






Total Area (from SDS5) 






Circulation 20%






Total area






Cost of renovation






TOTAL COST OF RENOVATION



Services




Surface water drains




Main water supply




Well




Pump




Septic tank




COST OF SERVICE REPAIRS



Furniture required
Numbers x cost
Total cost 


Pupils chairs 




Teachers chairs  




Pupils desks 




Teachers desks 




Cupboards 




COST OF FURNITURE 



TOTAL COST OF RENOVATIONS: BUILDINGS/SERVICES/FURNITURE



SDS/7
PRIMARY SCHOOL SURVEY

TOTAL COST OF RENOVATING & EXTENDING SCHOOL

EX ISTING ACCOMMODATION



COST OF RENOVATING EXISTING BUILDINGS 




COST OF RENOVATING EXISTING SERVICES/SANITATION




COST OF NEW FURNITURE REQUIREMENTS




TOTAL COST OF RENOVATION




ADDITIONAL ACCOMODATION, FURNITURE & FACILITIES REQUIRED 



Accommodation
Number x Cost
Total Cost

Classrooms



Offices



Other rooms



Teachers’ desks



Pupils’ desks



Teachers’ chairs



Pupils’ chairs



Cupboards



Lavatories/Pupils



Lavatories/Teachers



Main water connection



Latrines/Pupils



Latrines/Teachers



Well



Hand-pump





COST OF ADDITIONAL ACCOMMODATION & FACILITIES




TOTAL COST OF RENOVATION & ADDITIONAL ACCOMMODATION & FACILITIES




ADD 10% FOR CONTINGENCIES




TOTAL COST OF RENOVATIONS & ADDITIONS


Annex A: GUIDELINES FOR ASSESSING THE INTERNAL CONDITION OF SCHOOL BUILDINGS



 Element
Category 1
Category 2  (Rusak Ringan)
Category 3  (Rusak Sedang)
Category 4  (Rusak Berat)
Category 5  (Rusak Total)

Ceiling
Only minor work or regular maintenance required for next 5 years.
Less than 5% of ceiling needs renewing; make good plaster or panels not exceeding 1/2m2; repaint.
Up to 10% of ceiling needs renewing; make good plaster or panels not exceeding 1m2; repaint.
Up to 50% of ceiling needs renewing; major repairs needed to ceiling framing; repaint.
Major repairs and/or rebuilding required.

Floor
As above.
Make good screed or tiled surface in patches not exceeding 1m2.
Make good up to 20% of screed or tiled surface.
Make good up to 50% of screed or tiled surface; relay up to 30% of floor because of subsidence.
As above

Walls
As above.
Make good plaster or boarding in areas not exceeding 1/2m2; repaint walls.
Make good up to 20% of plaster or boarding; make good cracks to walls; repaint walls.
Make good up to 50% of plaster or boarding; partial rebuilding of walls required; repaint.
As above

Windows and doors
All doors and windows in good condition.
Frames, doors need repainting; renew some panes of glass, hinges or fasteners.
Frames, doors need repainting; renew up to 10% of frames, sashes or broken door panels; replace up to 20% of glazing.
Frames, doors need repainting; renew up to 30% of frames or sashes; replace 20% of broken doors or windows.
As above

Chalkboard
Good condition chalkboards in all classrooms.
Make minor repairs and repaint. Minimum size 2.4 x 1.2m. 
Chalkboard cracked but repairable and usable; repaint. Minimum size 2.4 x 1.2m.
Missing or unusable; replace with new board.
Missing or unusable; replace with new board

Furniture: check that there are sufficient desks and chairs for pupils and teachers.
Sufficient numbers in good condition.
Sufficient numbers. Not more than 10% require minor repairs.
Up to 30% require repairs. 10% require replacement.
Up to 40% require repairs. 25% missing or require replacement.
Replace all furniture

Cupboards: check that each classroom/ office has at least one cupboard.
Sufficient numbers in good condition.
Minor repairs required ie refix hinges or locks.
Repairs required ie replace doors or repair frames and sides.
Major repairs required ie replace both doors or repair frames and sides. 
Supply new cupboards.

 Annex B:  GUIDELINES FOR ASSESSING THE EXTERNAL CONDITION OF SCHOOL BUILDINGS



Element
Category 1
Category 2  (Rusak Ringan)
Category 3  (Rusak Sedang)
Category 4  (Rusak Berat)
Category 5  (Rusak Total)

Roof
Only minor work or regular maintenance  required for next 5 years.
Generally in a good state of repair; not leaking and with less than 5% damaged roof tiles or sheets; roof timbers in good condition; exposed timber needs painting.
Evidence of leaks but not more than 10% of roof tiles or sheets damaged; minor repairs required to roof timbers; exposed timber needs painting.
Roof leaking badly; up to 50% of roof tiles or sheets damaged; major defects in roof framing; or strong evidence of termite damage; 50% of fascias and soffits to roof overhangs need replacing.
Building requires demolition down to foundation and re-building.  (Note: foundations might require strengthening)

Walls
As above
Minor defects in plaster finish or boarding not exceeding 1/2m2; verandah post and soffits in good condition; repaint walls and soffits.
Defective plaster or boarding in patches not exceeding 1m2; minor cracks to walls; verandah posts in good condition; minnor defects to soffits; repaint walls and soffits.
Up to 50% of plaster or boarding to be renewed; 100% of brickwork needs re-pointing; partial re-building of walls required; 30% of verandah posts and soffits need renewing; re-paint walls and soffits.
As above.

Verandah floor
As above
 Make good defects in surface not exceeding 1/2m2.
Make good defects in surface not exceeding 10% of surface.
Up to 50% of surface needs repairs; 25% to be re-laid due to settlement.
As above.

Surface water drains
As above
Defective patches to lining not exceeding 1/2m2.
Defective patches to lining not exceeding 1m2. 
Up to 50% of lining needs repairs; 15% needs relaying due to settlement.
As above.

Septic tank/soil pipes
As above
Minor blockages require clearing.
Minor blockages require clearing and system requires repairs.
Septic tank leaking and requires re-building; extensive repairs required to system.
As above.

Well and pump
As above
In good condition with cover; minor defects to lining and/or apron; pump working.
In good condition; cover needs repairs; repairs required to lining and/or apron; pump working.
Water dirty; pump broken; major repairs required to lining/and or apron; may need new well.
As above.

Annex C:
NOTES ON COMPLETING THE SURVEY FORMS
1. FORM SDS/1: SITE LAYOUT

1.1 A sketch plan should be prepared showing the school site and the various buildings.  
The site should be dimensioned; a north point should be shown if possible and the different buildings should be numbered.  Any temporary buildings, wells, toilets or latrines should be noted.

2. FORM SDS/2: BUILDING No.

2.1 Separate sketch plans should be prepared for each building with the rooms in each building numbered consecutively.

3. FORM SDS/3: GENERAL SCHOOL DATA

3.1 This form is to be used for collecting general information on the buildings, date of construction, type of construction, etc and details of the site.

A.  SHORT DESCRIPTION OF BUILDINGS: 

a. The building numbers are to correspond with the building numbers on the site plan.

b. Insert the year of construction for each building if known

c. Built by Contractor or Community; delete one.

d. Insert number of floors for each building.

e. Give brief description of materials used for construction ie. roof - clay tiles; walls -brick; ceiling - locally woven panels, etc.

f. Insert classification of building; refer to guidelines in Annex 1.

B.  GENERAL INFORMATION ABOUT THE SITE

a. Insert approximate areas of buildings, playground, any gardens or parking areas and total area of site.

b. Note any sports facilities.

C.  SERVICES

a. Insert any services that operate during school hours only ie if the school has a main water connection but the water is never on during school hours that should not be inserted.  Note it instead in general comments section.

D.  GENERAL COMMENTS


a. For recording any general comments relating to the condition of the school buildings, site or any other relevant information.  For instance, a totally derelict building that requires demolition and replacement should be noted here.  If the school is used as in the afternoons, this should also be noted.

4. FORM SDS/4: GENERAL INFORMATION ON USE OF FACILITIES

4.1 In many cases, there will be more than one school using the buildings on the site.  This form is to be used for collecting general information concerning the use of the facilities ie. the number of schools using the buildings in the morning and afternoon; the accommodation available and the enrolment, etc for each school.

A.  USE OF FACILITIES

a. Insert the names of the schools using the facilities in the morning and afternoon sessions.  Indicate whether the school is a government school (G) or private (P). If there are more than four schools using the facilities, use two forms.

b. Insert the numbers of pupils, teachers and other staff in each school.  Use additional forms if necessary.

B.  USE OF ROOMS

a. Insert the total number of rooms available in `Total’ column and the numbers of rooms being used by individual schools in the other columns.

b. In the comments column note any rooms being used for purposes other than those for which they were designed ie. stores being used as classrooms, rooms unusable, etc.

5. FORM SDS/5: INTERNAL CONDITION OF BUILDINGS

5.1 The survey of the internal condition of buildings is best done room by room.  Use separate sheets for each building.

A.  BUILDING No. & BUILDING CLASSIFICATION

a. Insert the building number as shown on the site layout on Form SDS/1.

b. Insert the building classification as shown on Form SDS/3.

B. ROOMS

a. In Column 1 insert the room number as shown on the sketch plan on Form SDS/2.

b. In Columns 2,3 and 4 insert the use of the room ie. classroom, etc, the overall dimensions of the room and the area of the room in the first three columns..

c. Refer to Annex A: GUIDELINES FOR ASSESSING THE INTERNAL CONDITION OF SCHOOL BUILDINGS and insert the condition of each room element and item of furniture in columns 5 to 14.

d. Insert the number of usable and/or repairable desks, chairs and cupboards at the bottom of columns 10 to 14.

e. Insert the estimated condition category of each room.

f. Insert the estimated condition category of the building at the bottom of column 15.

g. Record any relevant comments in Column 15 such as: room too small, floor needs   renewal, etc.  Note the footnote on lighting of classrooms and indicate any under-lit ones.

6. FORM SDS/6: EXTERNAL CONDITION OF BUILDINGS & COST OF REHABILITATION
6.1 Survey the external condition of the buildings systematically.  If there are more than five buildings on the site, use additional sheets.

A. BUILDING

a. The building numbers should correspond with the building numbers on the site plan on Form SDS/1.

b. Refer to Annex C: GUIDELINES FOR ASSESSING THE EXTERNAL CONDITION OF SCHOOL BUILDINGS and insert the condition category for each element of the buildings.

c. Calculate the estimated external category for each building by totalling the 3 elements and dividing by three.

d. Add the estimated overall internal category for each building (from SDS/5) to the total external category and divide by two to find the total category condition.

e. Estimate the cost of renovation for each building if possible.

B. SERVICES & FURNITURE

a. Estimate (approximately) the cost of any repairs to services and enter total.

b. Estimate the cost of furniture requirements for all buildings (using information on requirements from SDS/5) and enter total.

C. TOTAL COST

a. Calculate the total cost of renovations if possible and enter.

7. FORM SDS/7: TOTAL COST OF RENOVATING & EXTENDING SCHOOL

7.1 The steps to be followed to estimate the total cost of renovating and extending (if necessary) a primary school, is as follows:

A. EXISTING ACCOMMODATION

a. Enter the cost of renovating the existing buildings from Form SDS/6.

b. Enter the cost of renovating existing services and sanitation from Form SDS/6.

c. Enter the cost of new furniture requirements from Form SDS/6.

d. Enter the total cost of renovation.

B. ADDITIONAL ACCOMMODATION, FURNITURE & FACILITIES REQUIRED

a. Enter total estimated cost of additional facilities (additional facilities calculated from information on Form SDS/4 giving numbers of pupils and facilities available ie. if the school has 280 pupils but only 6 classrooms, an additional classroom will be required).

b. Add 10% of cost of renovations and additions for contingencies.

c. Enter total cost of renovations, additions and contingencies to give overall total cost.

� Note: Classroom illumination can be considered satisfactory if the total area of windows is equivalent to at least 15% of the floor area.
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