CEFGA High School of Technology

Section V: Facilities and Services

A. Describe the safety audit procedures for classroom, laboratory, and equipment.
· Facility Maintenance plan

-A clean, well-maintained facility that is safe for both staff and students is essential for instructional effectiveness. Instructors are expected to report any facility maintenance/repair/replacement issues to the school custodian, who either takes care of the problem or writes a maintenance request for the County facility maintenance staff.
· Housekeeping plan (include students role in the plan)

-Housekeeping is done at the conclusion of each lab activity. All students are expected to fully participate. Lab foremen are required to report to the instructor that housekeeping is complete in each module area before any students are allowed to leave the classroom or lab areas. In addition, custodial staff comes into the lab and classroom twice daily to empty trash and clean the floors.
· Personal safety equipment policy for the laboratory (i.e. safety glasses, hardhats, harnessing)
-Students are not permitted into the lab without the required Personal Protective Equipment (PPE). Lab foremen assigned to each module are required to notice and report to the instructor any violation of this important safety rule.
· Policy regarding use, safe operation, and maintenance of all tools and equipment

-No student is allowed to operate or use a tool until he/she has received a thorough safety and maintenance briefing on the tool. The instructor assigns a tool room manager on a weekly basis. The manager checks out and accounts for all tools. No one is allowed to leave the classroom area until all tools are accounted for by the manager. All students are held accountable for checking tools for serviceability before and after use. Any maintenance issues regarding a tool are reported to the tool manager who either repairs the tool or holds it for the instructor to examine.
· Equipment replacement schedule (plan projecting life expectancy and replacement of tools and equipment with projected estimated costs)

-A tool list is maintained which contains the dates of purchase of the tools. The tools are inspected regularly to determine when a replacement will be needed. The projected cost of tools needing replacement is included in the budget projections that must be submitted in late December or early January. A tool that wears out or breaks unexpectedly may be replaced through an exception request.
· Accident report form

-Accident report forms are kept in the instructor’s office. Any accident that occurs in the lab or classroom must be reported, no matter how slight, with the exception that the instructor may treat minor cuts and scrapes that can be adequately handled with the classroom first aid kit. If the instructor has any doubt about whether to report an accident or not, then the accident should be reported.
· Emergency procedures to be followed in case of an accident

-Emergency procedures are posted at every exit. The instructor is the person who decides to declare an emergency. The instructor, or a student directed to do so by the instructor, pushes the office call button and announces the emergency. The front office sends an assistant principal and calls 911 immediately. All instructors and assistant principals are fully qualified in emergency first aid procedures. Any emergency requires an accident report. The names and phone numbers of parents/guardians are kept in the classroom so the parents/guardians can be notified in the event of an emergency.
· Policy regarding the administering of first aid

-Instructors and assistant principals are the only persons allowed to render emergency first aid. If it is an emergency situation, the instructor may request assistance from a student (e.g. elevate someone’s feet, cover with an emergency blanket) until paramedics arrive. No student is allowed to attempt to render emergency first aid. In the event of a minor injury which lends itself to in-class first aid, the instructor will observe the first aid activities to make sure proper care is taken.
· Emergency exit procedures

-Emergency exits are clearly marked and emergency procedures are posted by each exit. Maps of proper exit and escape routes are posted by each exit. Students have an assigned meeting point outside the building where they will assemble for head count/roll call.
· Hazardous material procedures (HAZCOM)

-Hazard communication standards (HAZCOM) are taught in Module 00101, Basic Safety. HAZCOM written material and Material Safety Data Sheets (MSDS) are located on or near all hazardous materials in the lab. Students are tested on the contents of both HAZCOM and MSDS.
· Hazardous areas are identified with signs and yellow/black caution lines meet industry standards

-All hazardous areas are marked according to industry and OSHA standards. The lab is inspected twice annually by county inspectors. Any areas needing attention must be brought up to standards before any student can enter the lab.

· Fire extinguishers have current inspection tags attached and meet fire codes

-Fire extinguishers are located at strategic points around the lab and classroom. The extinguishers are inspected annually by certified county inspectors. Tags are in place and prominently displayed. Extinguishers are for Class A, B, and C fires. No Class D combustible metals (at reasonable temperature ranges that would normally occur in the lab) are kept in the lab or classroom.
· Lighting is adequate for task performance and safety
-Lighting levels meet the OSHA standards for educational facilities. Lights are inspected daily by custodial staff. Any light that is burned out will be replaced within two hours.
· Lab is equipped with an operable emergency electrical disconnect system that is appropriately marked

-The emergency cut-off switch is clearly identified by an OSHA approved sign. The cut-off switch shuts off the power to every outlet in the lab, except for emergency lights. It is tested quarterly. 
· Sufficient electrical capacity and water are available

-There is sufficient electrical supply to the lab. We have never experienced an overload situation that tripped any breakers in the supply panel. There is sufficient water supply. It is accessible at a large sink, a semi-circular hand washing station, and at two hose bibs on the outside wall near where expendable supplies are stored.
· Unobstructed walking/work space is provided

-Modular workstations are used throughout the lab. These workstations can be positioned so that unobstructed workspace and walking room are available regardless of what subjects are being taught.
· Restrooms are conveniently located near the classroom/lab
-Restrooms are conveniently located down the hall from the lab. Students are required to get permission before leaving the lab or classroom. Only one student at a time is allowed to leave class for the restroom, other than at break.

· Exits are clearly marked and free of obstructions

-Exits are at the front and rear of the lab and on the front and rear of the classroom. All exits are clearly marked with signs above the doors. All doors are free of obstructions.

· Students and staff are aware of emergency procedures

-There are fire, tornado and intruder drills twice yearly. All faculty, staff and students are aware of proper procedures to follow in the event of an emergency. Maps of exits and assembly points are posted. 
· Fire alarms are available and working
-Fire alarms are present in both the lab and the classroom. They are inspected and tested regularly.

· Shields, guards, covers and other safety devices are in place and operable

-All shields, safety guards and safety devices are in place and operating properly in the lab.
· Students and other personnel wear safety glasses and hard hats in the laboratory

-Students, instructors and all visitors wear safety glasses in the lab. Hard hats are worn when the situation or activities demand.

· Defective equipment is tagged and appropriately marked



-Defective equipment is tagged with a “DAMAGED – DO NOT USE” tag and moved into the tool room. No one is allowed to remove the tag other than the instructor.
· Tools and equipment are maintained in a safe operating condition

-All tools and equipment are inspected before and after use. Any indication of an unsafe maintenance condition is reported to the instructor. The decision to repair the tool or to remove it from service is made by the instructor.
· First-aid station contains basic up-to-date supplies and it is located in the work area

-The first aid kits are fully stocked and kept updated. One kit is located in the lab and one is kept in the instructor’s office.
· An eye wash station is available and conveniently located
-The eye wash station is located next to the hand washing station in the lab. 


· Electrical cords used outside are protected with GFCIs

-GFCI whips are used with electrical cords used outside the lab. The whips have a fail-safe mechanism that will not allow the current to flow if the GFCI protection is not operable.
· All ladders meet OSHA standards

-All ladders meet both OSHA and County required safety codes.

· Program meets fall protection/scaffolding standards

-The program meets all fall protection and scaffolding standards.

· Chemicals/combustibles are located and stored properly

-Chemicals and combustibles are located in a storage room. They are properly stored and labeled clearly.

· Telephone access is reasonably available to the instructor

-There is a telephone located in the instructor’s office. The phone is for emergencies and for students to call suppliers and get prices.

· Classroom and laboratory are clean and organized

-The classroom and laboratory are cleaned daily by custodial personnel. Also, students are not allowed to leave the lab until the lab foremen report to the instructor that all necessary cleaning has been done by the students. Students are required to pick up any trash they bring into the classroom or lab.
· Classroom and laboratory meet all state and federal safety requirements

-The classroom and lab meet all state and federal safety requirements. An inspection is conducted annually by the County.

B. List all equipment on premises, or accessible, for performance testing.
· Inventory of tools and equipment 
GADOE Suggested Equipment List

	General List - Equipment
	Suggested Quantity
	Estimated Cost Each
	Estimated Total Cost
	# in Local Inventory
	Item ID Number

	Bolt cutter, 24"
	1
	19.97
	19.97
	
	

	Building Codes
	2
	400.00
	800.00
	
	

	Chalk line
	6
	4.49
	26.94
	
	

	Chisels, Wood set
	3
	18.47
	55.41
	
	

	Drill, bit set, auger
	1
	75.00
	75.00
	
	

	Drill, bit set, masonry
	1
	8.97
	8.97
	
	

	Drill, bit set, twist
	1
	7.97
	7.97
	
	

	Drill, Cordless (Industrial grade)
	3
	269.00
	807.00
	
	

	Drill, electric 1/2"
	2
	49.96
	99.92
	
	

	Drill, electric 3/8"
	3
	59.00
	177.00
	
	

	Drill, Hammer drill
	1
	99.00
	99.00
	
	

	Drill, Offset 1/2"
	1
	244.00
	244.00
	
	

	Hammer, curved claw 16oz
	5
	4.96
	24.80
	
	

	Hammer, Sledge 
	1
	17.99
	17.99
	
	

	Hammer, straight claw 20oz
	5
	21.97
	109.85
	
	

	Hole saw set 1" - 4"
	1
	50.00
	50.00
	
	

	Level, Builder's
	1
	400.00
	400.00
	
	

	Level, Laser level PLS
	1
	199.00
	199.00
	
	

	Level, Mahogany 2'
	4
	4.97
	19.88
	
	

	Level, Mahogany 4'
	4
	9.97
	39.88
	
	

	Level, torpedo
	6
	2.99
	17.94
	
	

	Measuring tape 100'
	2
	19.97
	39.94
	
	

	Measuring tape 30'
	10
	9.88
	98.80
	
	

	Metal shears (hand)
	2
	20.00
	40.00
	
	

	Planes, block & jack
	3
	32.86
	98.58
	
	

	Pliers, Slip-joint
	2
	4.96
	9.92
	
	

	Pliers, Slip-lock
	2
	8.97
	17.94
	
	

	Pliers, vice grip (set)
	1
	29.97
	29.97
	
	

	Plumb bob & line
	1
	4.79
	4.79
	
	

	Saw, hack
	6
	4.96
	29.76
	
	

	Saw, reciprocating
	1
	99.00
	99.00
	
	

	Screw driver set (Flat)
	3
	14.86
	44.58
	
	

	Screw driver set (Phillips)
	3
	14.86
	44.58
	
	

	Socket set, metric
	1
	59.00
	59.00
	
	

	Socket set, standard
	1
	59.00
	59.00
	
	

	Square, framing
	7
	6.47
	45.29
	
	

	Utility knife
	7
	3.99
	27.93
	
	

	Vise grip pliers
	3
	29.97
	89.91
	
	

	Wrench set, metric
	1
	43.00
	43.00
	
	

	Wrench set, standard
	1
	43.00
	43.00
	
	

	
	
	Total
	4225.51
	
	


	Electrical List - Equipment
	Suggested Quantity
	Estimated Cost Each
	Estimated Total Cost
	# in Local Inventory 
	Item ID Number

	Auto strippers
	7
	26.00
	182.00
	
	

	Cable rippers
	7
	6.00
	42.00
	
	

	Canvas tool bag 16X14
	7
	39.00
	273.00
	
	

	Conduit bender 1"
	7
	92.00
	644.00
	
	

	Conduit bender 1/2"
	7
	27.00
	189.00
	
	

	Conduit bender 3/4"
	7
	38.00
	266.00
	
	

	Conduit cutting tool
	2
	20.00
	40.00
	
	

	Crimp pliers
	7
	9.50
	66.50
	
	

	Diagonal cutting pliers 9"
	7
	13.91
	97.37
	
	 

	Digital light meter 
	1
	150.00
	150.00
	
	

	Digital multi meter
	7
	150.00
	1050.00
	
	

	Drill driver set
	7
	25.00
	175.00
	
	

	Drill bit 7/8 - 1  3/8
	1
	47.00
	47.00
	
	

	Electrician tool pouch/belt
	7
	31.00
	217.00
	
	

	Fish tape 200 ft.
	2
	52.00
	104.00
	
	

	GFCI Polarity Tester
	7
	15.00
	105.00
	
	

	Heat blanket PVC B
	1
	150.00
	150.00
	
	

	Heat gun
	1
	65.00
	65.00
	
	

	Insulation blanket 36X36
	1
	115.00
	115.00
	
	

	Knock out set
	1
	125.00
	125.00
	
	

	Leather glove protector
	7
	49.00
	343.00
	
	

	Lineman's pliers 9"
	7
	29.00
	203.00
	
	

	National Electrical Code
	4
	100.00
	400.00
	
	

	Nut driver 7 pc set
	7
	31.00
	217.00
	
	

	Pull line
	3
	30.00
	90.00
	
	

	Reamer/fitting screwdriver
	7
	19.00
	133.00
	
	

	Rubber lineman’s glove
	7
	125.00
	875.00
	
	

	Screwdriver 6 in. crank
	7
	5.25
	36.75
	
	

	Torpedo Level
	7
	10.00
	70.00
	
	

	Ugly book
	7
	6.00
	42.00
	
	

	Voltage/continuity tester
	7
	35.00
	245.00
	
	

	Wiggy Meter
	7
	50.00
	350.00
	
	

	Wire cart for 6 spools
	1
	299.00
	299.00
	
	

	Wire stripper T-5
	7
	10.00
	70.00
	
	

	
	
	
	
	
	

	
	
	Total
	7476.62
	
	


	Carpentry List - Equipment
	Suggested Quantity
	Estimated Cost Each
	Estimated Total Cost
	# in Local Inventory 
	Item ID Number

	Air compressor, portable
	1
	199.00
	199.00
	
	

	Bar, chisel
	2
	14.99
	29.98
	
	

	Bar, flat
	2
	6.99
	13.98
	
	

	Bar, nail claw
	2
	5.97
	11.94
	
	

	Bar, wrecking
	2
	6.97
	13.94
	
	

	Concrete patented forms (600    sq ft)
	1
	2500.00
	2500.00
	
	

	Nailer, finishing
	1
	179.00
	179.00
	
	

	Nailer, framing
	1
	225.00
	225.00
	
	

	Nailer, powder actuated
	1
	129.00
	129.00
	
	

	Nailer, staple
	1
	119.99
	119.99
	
	

	Saw, circular
	7
	69.97
	489.79
	
	

	Saw, combination hand
	3
	21.76
	65.28
	
	

	Saw, compound miter
	1
	179.00
	179.00
	
	

	Saw, compound sliding
	1
	599.00
	599.00
	
	

	Saw, portable band saw
	1
	296.00
	296.00
	
	

	Saw, portable table
	1
	199.00
	199.00
	
	

	Sliding T-bevel
	5
	3.97
	19.85
	
	

	Square, combination
	4
	9.92
	39.68
	
	

	Square, speed
	7
	5.96
	41.72
	
	

	Tool belt
	7
	14.96
	104.72
	
	

	Wood chisel set
	4
	18.47
	73.88
	
	

	
	
	Total
	5529.75
	
	


	Plumbing List - Equipment
	Suggested Quantity
	Estimated Cost Each
	Estimated Total Cost
	# in Local Inventory 
	Item ID Number

	Adjustable stilson wrench set
	2
	75.00
	150.00
	
	

	Bender, copper tubing (set)
	2
	7.73
	15.46
	
	

	Flaring Tool set
	2
	32.49
	64.98
	
	

	Mapp Gas Torch Assy.
	7
	25.00
	175.00
	
	

	Pipe cutter, copper tubing
	6
	22.97
	137.82
	
	

	Pipe cutter, plastic tubing
	4
	14.99
	59.96
	
	

	Pipe cutter, single-wheel
	1
	94.96
	94.96
	
	

	Pipe cutter, four-wheel
	1
	122.96
	122.96
	
	

	Pipe reamer
	1
	14.99
	14.99
	
	

	Pipe, bench mount vise
	2
	89.81
	179.62
	
	

	Pipe, hand threader
	1
	180.55
	180.55
	
	

	Pipe, pony threader
	1
	300.00
	300.00
	
	

	Pipe, tristand
	2
	331.62
	663.24
	
	

	Saw, PVC
	6
	15.99
	95.94
	
	

	Set Plumbing wrenches
	1
	75.00
	75.00
	
	

	Soil pipe cutter, rachet
	1
	407.14
	407.14
	
	

	Soil pipe cutter, snap cutter
	1
	333.42
	333.42
	
	

	Striker
	7
	10.51
	73.57
	
	

	Wrench, basin
	1
	24.97
	24.97
	
	

	Wrench, chain winch
	1
	75.00
	75.00
	
	

	Wrench, heavy-duty pipe (set)
	1
	16.97
	16.97
	
	

	Wrench, open-end adjustable
	3
	19.98
	59.94
	
	

	
	
	Total
	3321.49
	
	


	Masonry List - Equipment
	Suggested Quantity
	Estimated Cost Each
	Estimated Total Cost
	# in Local Inventory 
	Item ID Number

	Barrow, brick
	2
	80.00
	160.00
	
	

	Barrow, wheel (5 cubic feet)
	2
	49.00
	98.00
	
	

	Brick hammers
	7
	12.97
	90.79
	
	

	Brick sets
	7
	10.00
	70.00
	
	

	Brick tongs
	3
	14.74
	44.22
	
	

	Jointer, skate roller
	2
	6.62
	13.24
	
	

	Jointer, v-joint hand
	4
	2.24
	8.96
	
	

	Jointer, v-joint sled runner, 12" x 1/2"
	4
	6.39
	25.56
	
	

	Jointer, Concave hand
	7
	3.38
	23.66
	
	

	Jointer, Concave sled runners, 12" x 1/2" 
	3
	11.00
	33.00
	
	

	Line block sets
	20
	1.98
	39.60
	
	

	Line levels
	8
	1.97
	15.76
	
	

	Masonry Saw, 20", 220 volt
	1
	2995.99
	2995.99
	
	

	Masonry star drill set
	2
	25.00
	50.00
	
	

	Mortar boxes
	2
	7.97
	15.94
	
	

	Mortar hoe
	2
	19.97
	39.94
	
	

	Mortar mixer, electric 2 bag, 120 volt
	1
	1809.97
	1809.97
	
	

	Rule, brick spacing
	7
	13.00
	91.00
	
	

	Rule, modular
	7
	14.00
	98.00
	
	

	Shovel, round point
	2
	8.77
	17.54
	
	

	Shovel, square point
	2
	9.87
	19.74
	
	

	Tool Bags
	7
	29.97
	209.79
	
	

	Trowel, mortar (11")
	7
	18.87
	132.09
	
	

	Trowel, pointing 4"
	4
	7.01
	28.04
	
	

	Trowel, tuck pointer (6")
	7
	5.95
	41.65
	
	

	V-joint sled runners, 12"
	4
	12.25
	49.00
	
	

	Water hose, 50'
	2
	27.88
	55.76
	
	

	
	
	
	
	
	

	
	
	Total
	6277.24
	
	

	
	
	
	
	
	

	Classroom
	25278
	
	
	
	

	General
	4225.51
	
	
	
	

	Electrical
	7476.62
	
	
	
	

	Carpentry
	5529.75
	
	
	
	

	Plumbing
	3321.49
	
	
	
	

	Masonry
	6277.24
	
	
	
	

	
	
	
	
	
	

	Total
	52108.61
	
	
	
	


· Policy for student checkout of tools

-The assigned tool room foreman checks all tools out to students. Students must return the tools at the end of the period. The tools are signed back into the tool room. If a student does not turn a tool in properly, that student is responsible for replacing the tool if it is lost or stolen. At no time are students allowed to take County property away from the school.
· Policy for student purchase and use of personally owned tools

-Students do not have to buy their own tools. All necessary tools are supplied by the County. However, students are encouraged to buy their own hand tools for their specialty area of interest. As an example, some students focusing on electrical study may want to buy and equip their own tool belts. The students’ tools must be inspected by the instructor for safety and suitability for use. Lockers are provided for the storage of student tools and clothing. The school system is not responsible for the loss of or damage to the student’s tools and equipment.

C. List audio-visual equipment and other office equipment available to your training program.

· List of audio-visual equipment located/available in the laboratory

-No audio-visual equipment is located in the lab. In the classroom there is a cable TV with VCR, an overhead projector, and a computer for internet searches and on-line searches of supplier catalogs. In addition, the following items are available for checkout from the Media Center:

VHS camcorders

Digital cameras

Opaque projector

Slide projectors

Cassette tape players

TV/VCR combination machines

LCD panels

LCD projectors

Scantron

Scanner

16 MM projector

Filmstrip projector

35 MM camera

· List and identify the location of production and reproduction equipment available

-The media center provides copying, laminating, video recording, photo and film reproduction, audio tape reproduction, CD-ROM reproduction, and word processing.
D. Describe the classroom(s) and laboratory(ies) available to your training program (include area, seating capacity, furnishings, equipment, and other related information).
· Summarize your control and use of classroom and laboratory space

-The classroom is separated from the lab by a solid wall with noise reducing windows and door. When some students are working in the lab and some in the classroom, the door is closed so the classroom students can concentrate. The classroom is used for lecture, text reading, study, research, and written tests. The lab is used for practice and performance of skills associated with construction. At all times, the instructor is aware of who is in which area. Students are not allowed to come and go between the lab and classroom without instructor permission or notification.
· Specify laboratory square footage assigned to discrete components of the laboratory (i.e. carpentry, sheet metal, electrical, masonry, welding)

	Classroom:

Area

Seating

Furnishings

Equipment
	660 S.F.
24

Two teacher desks

Bookshelf unit

Two filing cabinets

TV/VCR

Overhead projector

Computer with internet access



	Laboratory:

Area

Furnishings
	2380 S.F.

Note: All disciplines are taught in this one area. Modular learning centers are moved around to accommodate the training being done
Teacher lectern with storage below



	Storeroom/Materials Storage:
Storerooms (two)

Outside Covered Storage
	697 S.F.

1024 S.F.




When all four disciplines are being taught in the lab at one time, the allocated space is:
	Discipline


	Square Feet

	Carpentry
Masonry

Plumbing

Electrical
	624
574

615

567


Note: The GADOE recommended lab layout can be seen by clicking on the following web address:

http://www.glc.k12.ga.us/passwd/trc/ttools/attach/tradeinded/construct/ConstrTech3000.pdf, or by following these steps:

· Go to the website, www.gadoe.org
· Under “Curriculum”, select “Trade & Industrial Ed.” from the pull down menu and  specify “9-12” on the pull down menu under “Grade:”, then click the “Search” button. This will take you to the “QCC Standards & Resources” screen

· Select “Projects and Programs” from the vertical menu on the left side of the “QCC Standards & Resources” screen

· Select the box marked “Career and Technical Education”

· Select the box marked “Trade and Industrial Education”

· Select the box marked “Construction” (or “Sheet Metal & Welding”, or “HVACR”)

· Select the box marked “Lab Design” (An Adobe reader will pop up) 

A copy of the lab layout follows.
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· Tools and equipment mirror what is used in industry

-Through our industry contacts, our program makes sure that we provide tools and equipment that mirror what is used in the field. In addition, we have industry leaders come in and give expert demonstrations of new tools and techniques.
· Consumable materials and supplies are sufficient and appropriate for teaching the curriculum

-Consumable materials and supplies are sufficient and appropriate for teaching the curriculum. If any consumable is running low, there is a do-it-yourself home improvement store nearby.

· Classroom and laboratory temperatures provide sufficient comfort for teaching and learning

-The classroom and lab are kept at a comfortable temperature that is suitable for learning. If the temperature gets out of the comfort range, the custodial staff responds quickly to adjust.
E. Describe storage facilities.
· Storage areas are available and conveniently located

-Storage areas for tools and weather sensitive supplies are located in locked rooms accessible only through the lab. Expendable materials are stored outside, behind the lab. There are both covered and uncovered storage areas. Both are easily accessible and located in a fenced area for security.

· Storage areas are clean and organized

Storage areas are kept clean by students who remove or store materials in them. Student foremen inspect the storage areas each day to make sure they are clean and organized. 

· Storage areas are secure

Storage areas for tools can be locked. The only persons with keys are the instructor and the custodian. The outside storage areas are fenced in and the gate is locked when there is no one able to observe the storage areas.
· Fire retardant storage areas/devices are available to store combustible material and meet all state and federal standards

-Combustible material is protected by fire detection devices. Appropriate fire extinguishers are located near the combustible material. Dangerous combustibles, such as propane gas cylinders, are kept in locked storerooms and are stored according to OSHA regulations. There is no fire retardant spray or foam in the storage areas.

