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KIPP Operational Intensive Checklist  

 

FACILITIES & MAINTENANCE 
 

 
 
Name:           Date:      
 
Visiting School:        
 

Team Member Assignments 
Each person may be assigned different areas to focus. Your assignments: 
 

 Section 1: School Exterior and Building Entrance 
 Section 2: Main Office 
 Section 3: Hallways & Stairwells 

 Location 1:       
 Location 2:       

 Section 4: Classrooms  
 Room #:       
 Room #:       

 Section 5: Teacher Work Room & Supplies 
 Section 6: Student and Staff Bathrooms 

 Staff Bathroom:      
 Staff Bathroom:      
 Student Bathroom:      
 Student Bathroom:      

 Section 7: Shared Spaces: 
 Gymnasium 
 Cafeteria 
 Other:        

 Section 8: Safety 
 Section 9: Interview Questions 
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Purpose 
Operational Intensives are a way for us to assess a school’s current state relative to our shared vision 
of operational excellence in one focus area. Ops Intensives will help us identify strengths and areas for 
growth and prioritize areas to focus on for improvement. Intensives will also help the region to identify 
trends across schools for regional priorities and to inform regional ops professional development and 
support to these areas. 

Team 
The Ops Intensive team can consist of the school/campus’s operations team; the School Leader; other 
school operations leaders from the region; regional operations team members; and external 
experts/thought partners. The group can be split into smaller groups with at least one person 
designated as the “interviewer” who will be responsible for completing interview questions with the 
School Operations Leader (or whoever has oversight over operations, in some cases the School 
Leader).  

Process 
Ops Intensives consist of both a facility walkthrough (using a checklist that includes yes/no quick hits 
and a standardized rubric) and interview questions. The walkthrough checklist is organized by physical 
space and the Ops Intensive team should evaluate cleanliness, aesthetics, and facility maintenance for 
each physical space. Additional sections of the checklist include safety, systems, and interview 
questions.  
 
At the conclusion, all completed checklists will be shared with the School Leader and School Ops 
Leader. The debrief is an opportunity to calibrate on vision of excellence, identify strengths and areas 
for improvement, and to set immediate and long-term goals related to facilities. 

Ratings 
4 Excellent. School facility serves as a model for excellence on this indicator and part of 

the indicator represents excellence. Practices should be documented and shared 
across the region. 

3 Good. School facility falls just short of the indicator description. 
2 In Progress. School facility falls just short of the indicator description. 
1 Needs Improvement. School facility does not meet the indicator description.  

N/A School is not responsible for meeting this indicator.  
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Vision for Excellence  
The vision statements below represent our shared goals for excellence in the area of facilities and 
maintenance. Each statement will be assessed by the walkthrough checklist or interview questions 
(indicated in parentheses below).  
 

 
Facilities & Maintenance 
Goal: Our buildings are well planned and maintained. They are clean, safe, and 
welcoming. Floors sparkle! 
 

1. Systems and processes for facilities maintenance result in timely repairs. Capital improvements 
are prioritized and budgeted for appropriately. (Walkthrough & Interview) 

2. The SOL regularly does facilities walkthroughs and liaises with custodial staff/vendors to ensure 
that the facility looks the best it can. (Interview) 

3. Consistent and joyful building aesthetics promote teaching and learning and student 
engagement. (Walkthrough & Interview) 

4. The school’s culture promotes responsibility and shared accountability for cleanliness. 
(Walkthrough & Interview) 

5. There are shared space agreements for co-located schools and easy-to-use systems for staff to 
reserve common spaces. (Walkthrough & Interview) 

6. There are adequate access controls, fencing and gates, campuses, guards, and police presence 
to ensure that the school is safe. (Walkthrough & Interview) 

7. The main office is neat, organized, welcoming and has all important parent facing materials. 
(Walkthrough) 
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Section 1:  School Exterior and Building Entrance 
 

All visitors should immediately feel welcome upon arrival to our buildings. An ideal building 
should be trash and graffiti free and easily identified by KIPP signs. Once entering a KIPP 
building, it should be easy for all visitors to find the main office as well as general school and 
contact information. 

 

QUICK HITS Indicator Yes No N/A Notes 

Cleanliness 

There is no trash present on the ground 
surrounding the school. 

    

There is no graffiti on the building. 
 

    

Aesthetics 
 

School has a large KIPP sign on the exterior. 
 

    

Clear directions to the main office are provided 
for visitors. 

    

Exterior signage is professional and clearly 
visible upon entering. 

    

School hours and contact information are neatly 
posted on signs outside the school. 
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Section 2: Main Office  
 

Main offices are our school’s central information hubs and set the tone for the rest of the 
school. An ideal KIPP main office is neat, organized, welcoming and has all important parent 
facing materials. The main office tone is professional and the staff focuses on helping families 
and other visitors. KIPP school values and other branded materials are prominent. 

 

  

QUICK HITS Indicator Yes No N/A Notes 

Visitor 
Experience 

Visitors are greeted upon entering by an Ops 
team member. 

    

School schedule is posted including times that 
are considered a late arrival and an early 
pickup. 

    

The main office phone is answered with a 
greeting including the staff member’s name and 
school name.   

    

The main office phone line has a recorded 
message that includes the school name and 
current contact information 

    

Facilities 

Main office lights are operational and bright. 
 

    

Main office clocks are functional and display the 
correct time. 
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 Indicator 4 3 2 1 NA Notes 

Aesthetics 

Designated seating is available for at least two 
guests. Seating arrangements are clean and 
neatly organized. 

      

Main office is welcoming, bright and inviting for 
families. 
 

      

The main office has a moderate noise level and is 
a professional environment. 
 

      

Information station (bulletin board, wall 
organizer) is present with current materials for 
families clearly labeled.  

      

The KIPP credo, school values and other KIPP 
signs are posted in the main office 

      

Cleanliness 

Main office has trash cans for recycling and 
regular garbage.  Garbage cans are not 
overflowing and are odor-free. 

      

Main office is clean and free of clutter, cardboard 
boxes, and other packages.   
 

      

Countertops and office desks are neat, organized, 
and free of clutter. Desks face the door.  
 

      

The lost and found is neatly organized and 
accessible to parents. 
 

      

Walls and 
Bulletin 
Boards 

Walls are free of stray marks and peeling paint.   
 

      

Bulletin boards are neatly organized, current, and 
free of clutter. 
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Section 3: Hallways and Stairwells 
 

KIPP hallways and stairwells are just as important as our classrooms. An ideal KIPP hallway or 
stairwell is clutter-free and showcases up-to-date student work and KIPP’s core values. There 
are helpful signs strategically placed to help visitors, staff, and students easily navigate the 
building.  

 
QUICK HITS Indicator Yes No N/A Notes 

Facilities 

Hallway and stairwell lights are operational and 
bright. 

    

Hallway clocks are functional and display the 
correct time. 

    

Doorstops are attached to walls or doors or secured 
under doors.  

    

Water fountains (if applicable) are clean and 
working. 

    

 
 Indicator 4 3 2 1 N/A Notes 

Bulletin 
Boards 

All signs and bulletin board content, posters, and 
banners are securely affixed to the wall with no 
curled edges.   

      

Bulletin boards are neatly organized and decorated 
with high quality student work. All work is 
seasonally appropriate and has been updated 
within the past 6 weeks. 

      

Cleanliness 

Hallway and stairwell walls are free of stray marks, 
graffiti, and peeling paint. No tape or staples are 
visible from previous items. 

      

Hallways and stairwells are clean and free of 
clutter, cardboard boxes, packages, and other out 
of place items. No trip or slip hazards. 

      

There are no out of place desks or chairs in the 
hallway. If desks are needed in hallways, placement 
is consistent and neat. 

      

Hallway and stairwell floors are clean and free of 
debris and stray marks. 

      

Aesthetics 

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

      

Posted materials are mission aligned and reinforce 
KIPP and school specific values. 

      

Hallways and stairwells are inviting and colorful.         
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Section 4a: Classroom #1  
 

At KIPP we believe that quality classroom aesthetics can help maximize student learning. An 
ideal KIPP classroom is organized, clean, and bright. It is easy to find what you need in our 
classrooms because items are labeled and are easily accessible. Teacher desks and classroom 
floors are clean and free of clutter.   

QUICK HITS Indicator Yes No N/A Notes 

Signage 

Classroom is clearly labeled with room number, 
teacher information, schedule and homeroom 
name. 

    

Facilities  

The classroom door does not slam and closes 
slowly enough to prevent injuries. 

    

Classroom lights are operational and bright. 
 

    

The classroom has a functional clock that displays 
the correct time.  

    

Classroom has adequate ventilation and air 
conditioners installed where appropriate. The AC 
unit is maintained and clean. 

    

Cleanliness 
and Storage 

Classroom garbage can is not overflowing and is 
odor-free.  

    

Floors are clean and free of tape, boxes, clutter, 
debris and stray marks.  Floors are vacuumed if 
carpet is present. 

    

Classroom has clearly labeled bins or other storage 
for supplies. 

    



 

 9 

  

 Indicator 4 3 2 1 N/A Notes 

Cleanliness 

Classroom has adequate and clean whiteboards 
with no tape on them. Whiteboard makers, erasers 
and cleaner fluid are available. 

      

Classroom is clean, free of clutter, and neatly 
organized.  Every item in the classroom has a place 
where it belongs.   

      

Walls are clean and free of stray marks and peeling 
paint.   

      

Furniture 

Student desks and chairs are safe and clean (no 
gum, graffiti, tape residue, or wobbling 
chairs/desks).  

      

Other classroom furniture (teacher desks, etc.) is 
clean and in good condition.  

      

Storage 

Closed classroom closets or cabinets are clean, 
free of clutter, and neatly organized. Intensive 
team should open one to test. 

      

Students have an area to neatly hang coats and 
backpacks that is labeled and neat. No coats are or 
backpacks are on the floor. 

      

Aesthetics 

Classroom is bright, inviting and colorful.   
 

      

Updated student work is posted that celebrates 
their successes. Work is organized and 
streamlined.  
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Section 4b: Classroom #2 
 

QUICK HITS Indicator Yes No N/A Notes 

Signage 
Classroom is clearly labeled with room number, 
teacher information, schedule and homeroom 
name. 

    

Facilities  

The classroom door does not slam and closes slowly 
enough to prevent injuries. 

    

Classroom lights are operational and bright. 
 

    

The classroom has a functional clock that displays 
the correct time.  

    

Classroom has adequate ventilation and air 
conditioners installed where appropriate. The AC 
unit is maintained and clean. 

    

Cleanliness 
and Storage 

Classroom garbage can is not overflowing and is 
odor-free.  

    

Floors are clean and free of tape, boxes, clutter, 
debris and stray marks.  Floors are vacuumed if 
carpet is present. 

    

Classroom has clearly labeled bins or other storage 
for supplies. 

    

 Indicator 4 3 2 1 N/A Notes 

Cleanliness 

Classroom has adequate and clean whiteboards 
with no tape on them. Whiteboard makers, erasers 
and cleaner fluid are available. 

      

Classroom is clean, free of clutter, and neatly 
organized.  Every item in the classroom has a place 
where it belongs.   

      

Walls are clean and free of stray marks and peeling 
paint.   

      

Furniture 

Student desks and chairs are safe and clean (no 
gum, graffiti, tape residue, or wobbling 
chairs/desks).  

      

Other classroom furniture (teacher desks, etc.) is 
clean and in good condition.  

      

Storage 

Closed classroom closets or cabinets are clean, free 
of clutter, and neatly organized. Intensive team 
should open one to test. 

      

Students have an area to neatly hang coats and 
backpacks that is labeled and neat. No coats are or 
backpacks are on the floor. 

      

Aesthetics 

Classroom is bright, inviting and colorful.   
 

      

Updated student work is posted that celebrates 
their successes. Work is organized and streamlined.  
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Section 5: Teacher Work Room (if applicable) and Supplies 
 

A KIPP teacher work room is the “go to” place for teachers to get what they need to maximize 
the teaching and learning in their classrooms.  An ideal KIPP teacher work room is clean, 
bright, and organized. The room is stocked with helpful tools and teacher supplies, which are 
labeled and easy to find. The school’s core values are prominently displayed, as well as norms 
for how staff should maintain the teacher work room.   

 
QUICK HITS Indicator Yes No N/A Notes 

Aesthetics 

Pertinent labor law posters are present.     

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

    

Each staff member has a mailbox with a clear 
label. 
 

    

Posted materials are mission aligned and reinforce 
KIPP’s core values. 

    

Copiers and 
Supplies 

All copy machines are working properly.  
 

    

Clear instructions on operating the copy machine 
and reporting issues are posted. 

    

Teacher supplies (paper, other provided supplies) 
are organized neatly and labeled. 

    

Kitchen 

Microwave and other appliances are clean and 
free of food and spills. 

    

Fridge is free of dust, sticky liquids, spills, and 
odors.  Not overflowing. 

    

Microwave and other appliances are operational. 
 

    

 
 Indicator 4 3 2 1 N/A Notes 

Facilities 
Teacher work room lights are operational and 
bright. 

      

Cleanliness 

Walls and bulletin boards are neatly organized and 
free of clutter.  Walls are clean and free of peeling 
paint and stray marks.   

      

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

      

Teacher work room has trashcans for recycling 
and regular garbage.  Garbage cans are not 
overflowing and are odor-free. 
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Section 6: Student and Staff Bathrooms 
 
KIPP bathrooms are a shared space that we all (adults and students) take a part in keeping 
clean. An ideal KIPP bathroom is clean, bright, odor-free, and fully stocked with toilet paper, 
paper towels, and soap.  All toilets and sinks are fully functioning.   

 

 

 
 
 
 
 
  

 Indicator 4 3 2 1 NA Notes 

Facilities 

Bathroom lights are operational and bright. 
 

      

All bathroom stalls are functioning and have 
adequate supply of toiletries. 

      

Cleanliness 

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

      

Bathrooms have large, lined trash cans near the 
sink(s). Trash can is not overflowing. 

      

Walls are clean and free of peeling paint, graffiti, 
and stray marks.   

      

QUICK HITS Indicator Yes No NA Notes 

Facilities 

All sink stations are working with running water and 
a clear drain. 

    

Staff bathrooms: locked with keys issued (ask staff 
member and/or DOO). 

    

Staff bathrooms: coat hooks are present.     

Supplies and 
Cleanliness 

An adequate supply of liquid soap (not hand 
sanitizer) is present in all dispensers. 

    

Hand towels are available in adequate supply.  
 

    

Bathrooms are odor-free. 
 

    

Aesthetics Norms for the upkeep of bathroom are visibly 
posted (i.e. “Leave each space cleaner than you 
found it”).   
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Section 7: Shared Spaces (if applicable) 
 

Shared spaces provide a safe and welcoming environment for the entire building community. 
An ideal KIPP cafeteria or gymnasium is clean, bright, odor-free, and well maintained.  The 
school’s core values are prominently displayed.   

 
GYM 

QUICK HITS Indicator Yes No N/A Notes 

Facilities 
Lights are operational and bright.     

Gymnasium has adequate seating arrangements.  
Bleachers are clean and operational.   

    

Cleanliness Space is graffiti-free.     

Aesthetics 
Posted materials are mission aligned and reinforce 
KIPP and school specific values. (when applicable) 

    

 Indicator 4 3 2 1 N/A Notes 

Facilities 

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

      

Cleanliness  

Walls and bulletin boards are neatly organized and 
free of clutter.  Walls are clean and free of peeling 
paint and stray marks.   

      

Floors are clean and free of clutter and stray marks.       

Gym has trashcans for recycling and regular 
garbage.  Garbage cans are not overflowing and 
are odor-free. 

      

 
CAFETERIA 

QUICK HITS Indicator Yes No N/A Notes 

Facilities 

Lights are operational and bright. 
 

    

Cafeteria has adequate seating arrangements.  
Tables are clean and neatly organized.   

    

Cleanliness  Space is graffiti-free. 
 

    

Aesthetics 
Posted materials are mission aligned and reinforce 
KIPP and school specific values. (when applicable) 

    

 Indicator 4 3 2 1 N/A Notes 

Cleanliness  

Walls and bulletin boards are neatly organized and 
free of clutter.  Walls are clean and free of peeling 
paint and stray marks.   

      

Floors are clean and free of clutter and stray marks. 
 

      

Cafeteria has sufficient trashcans for recycling and 
regular garbage.  Garbage cans are not overflowing 
and are odor-free. 
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OTHER 

QUICK HITS Indicator Yes No N/A Notes 

Facilities 
Lights are operational and bright. 
 

    

Cleanliness  Space is graffiti-free. 
 

    

Aesthetics 
Posted materials are mission aligned and reinforce 
KIPP and school specific values. (when applicable) 

    

 Indicator 4 3 2 1 N/A Notes 

Cleanliness  

Walls and bulletin boards are neatly organized and 
free of clutter.  Walls are clean and free of peeling 
paint and stray marks.   

      

Floors are clean and free of clutter and stray marks. 
 

      

Space has sufficient trashcans for recycling and 
regular garbage. Garbage cans are not overflowing 
and are odor-free. 
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Section 8: School Safety  
 

The safety of our students and employees is of utmost importance. An ideal KIPP school will 
have engaged security guards who sign in all visitors and provide KIPP name tags/passes. 
There will be a minimum of 2 staff members certified in CPR/First Aid. All classroom and office 
doors will lock from the inside and have evacuation maps posted.  

  

QUICK HITS Indicator Yes No N/A Notes 

Security 

Security guard asks all visitors to provide ID and sign 
in and out. 

    

KIPP name tags or visitor passes are provided by 
security agent at front desk before visitors can 
enter.  

    

Building 
Safety 

Fire alarms and extinguishers are up to code. 
 

    

AED machines are available and operational. 
 

    

At least 2 staff members per school (not building) 
have current certifications in CPR/First Aid response 
(ask SOL). 

    

 Indicator 4 3 2 1 N/A Notes 

Classroom 
Safety 

All classrooms and offices can be locked from the 
inside (in the event of an intruder in the building). 
Check 1-2 rooms.  

      

All classrooms and offices have evacuation maps 
posted near the door that detail the appropriate 
route for exit. 

      

Staff members have a means for securing laptops 
and personal belongings. 

      

First aid kits and supplies are stocked and available 
throughout the school. 
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Section 9: Interview Questions (for School Operations Leader / School Leader) 
The interview should focus more on the WHO (responsibility/ownership) and the HOW 
(systems/processes) of the work. The goal is to understand strengths and areas for improvement in 
responsibility/ownership, systems, and processes. The questions below are just a starting point. 
 
1. Please indicate the degree to which you agree with the following (vision for excellence). For any 
below 3, why? 
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a. Systems and processes for facilities maintenance result in timely repairs.       

b. Capital improvements are prioritized and budgeted for appropriately.      

c. The SOL regularly does facilities walkthroughs and liaises with custodial 
staff/vendors to ensure that the facility looks the best it can. 

     

d. Consistent and joyful building aesthetics promote teaching and learning 
and student engagement. 

     

e. The school’s culture promotes responsibility and shared accountability for 
cleanliness. 

     

f. There are shared space agreements for co-located schools and easy-to-use 
systems for staff to reserve common spaces. 

     

g. There are adequate access controls, fencing and gates, campuses, guards, 
and police presence to ensure that the school is safe. 

     

 
2. Who is ultimately responsible for facilities and maintenance of your school? If it’s the SL or AP, why? 
Is it clear who to go to for what as it relates to facilities and maintenance? 
 
 
3. Who performs facilities maintenance (ops staff member; vendor; district)? Is this service high-quality 
and timely? If not, why? 
 
 
4. What systems exist to submit and track facility maintenance requests? Are these working well? 
 
 
5. What are facility or maintenance pain points experienced by staff or students? How do you know? 
 
 
 


