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Sustainable Communities for Learning Programme 
Post Occupancy Evaluation Guide (Schools)
1. Introduction

The Post Occupancy Evaluation (POE) process is an important aspect of the Sustainable Communities for Learning (SCfL) Programme. It ensures that new or refurbished education buildings are delivering the intended benefits for learners, staff, and the wider community. 
While many of these questions will have been explored pre‑investment, within the Project Information Proforma (PIP), this post-completion exercise seeks to confirm target achievement and demonstrate how outcomes and user experiences have changed in practice as a result of the investment. 

To understand how clean energy technology is performing, learn lessons for future projects, and ensure buildings are delivering the environmental outcomes they were designed to achieve, Building Performance Evaluation (BPE) also forms part of this process.
This guide outlines the data collection and survey requirements, including when and how each element should be completed.
2. Completion Requirements 

Delivery Partners are required to submit elements of the POE pack at two key milestones.
2.1. 3-6 Months Post Occupancy

At this stage, Delivery Partners must return the POE pack with the following documents completed:

· Completed Cover Sheet 
· Completed Facilities Staff Survey 
· Completed Teacher Building Survey
These early insights help capture the initial operational experience of the building and identify any issues requiring early intervention.
2.2. Annual Post Occupancy 

From 12-months post occupancy, delivery partners are required to complete annual returns. For the first submission, the following surveys must be conducted (where applicable to the education level):

· Learner Survey (Primary)
· Learner Survey (Secondary)
· Teacher Survey (All)
These surveys should be conducted no earlier than 12-months post occupancy. To provide flexibility and enable delivery partners to conduct these surveys in sufficient time, Delivery Partners may submit the return up to 15 months post-occupancy. A reminder will be issued from the SCfLP team when the submission window opens.
These surveys are not required in subsequent annual submissions. 
Also included in the annual return and required for up to 5 years is the following:

· School Data Sets
· Building Operation 

· Educational Progress
With all submissions, an updated Cover Sheet must be completed and submitted.
Further information on each section is detailed below.
2.1 Cover Sheet
For all submissions, an up-to-date cover sheet must be submitted. This includes general project information. The majority of this information will remain the same, however a small number of datasets will require updating. For example, the date of POE completion and the number of learners attending will need to be updated. 
2.2 School Datasets

Partners must complete this annually for 5 years post completion of the project.
This section will provide the programme with an understanding of the potential impact the project has had on a number of factors. This includes:

· Catering

· Attendance

· Surplus Places

· Additional Needs Facilities

· Community Use Facilities 
Although other variables will inevitably affect indicators such as attendance and surplus places, the investment is anticipated to be a key driver of improvement within these datasets.
2.3 Educational Progress

This section is under review and has been temporarily removed.

2.4 Building Operation

This section forms the BPE process for the SCfLP. Its purpose is to:
· Identify what aspects of each project are performing well, and what areas require improvement;

· Highlight recurring issues across the education estate in order to inform future education infrastructure design and delivery;
· Monitor the operational performance of clean energy technologies throughout the year, taking account of seasonal variations.
To receive meaningful outputs, preparations for BPE should be made at the design and construction stages. This includes the provision of suitable data monitoring and collection systems for electricity, gas and water consumption, which will become vital once the building is in use, at providing technical data. 
As well as data monitoring systems, training should be provided at building handover to ensure those using the systems are confident in operating them.
If the technology (e.g Solar Panels, Heat Pumps, EV Chargers etc) has not been installed as part of the project, the associated question should be answered ‘N/A’. 
2.4.1 Display Energy Certificate
Education buildings over 1,000 m² must display a DEC and renew it annually. Buildings between 250 m² and 1,000 m² require a DEC every 10 years.
Please confirm your DEC will be provided to the SCfLP team along with the POE submission, as well as confirming your DEC rating and score.
2.4.2 Solar Panels
Where a project has installed solar panels, the SCfLP require Delivery Partners to report Annual Generation and Annual Usage data, as well as the monetary savings from the use of solar panels on site. This will help to inform the future of the programme and the potential for including solar panels within project requirements. 
Where solar panels have not been installed, a response of ‘N/A’ should be given and this reason confirmed in the comments section.
2.4.3 Heat Pumps 
Where a project has installed heat pump(s), the SCfLP require Delivery Partners to report the % of heating needs that have been met by the heat pump(s), the heat output and the carbon savings from its use. This will help to inform the future of the programme and the potential for including heat pumps within project requirements.
Where heat pumps have not been used, a response of ‘N/A’ should be given and this reason confirmed in the comments section. There is also an option to detail the alternative heat source used on site. 
2.4.4 EV Chargers

Where a project has installed EV Chargers as part of the project, the SCfLP require Delivery Partners to report on utilisation rate, the carbon savings, as well as the percentage of school vehicle fleet that is electric. 

It is recommended that partners require a back-office dashboard from the charger provider, which can supply accurate and up-to-date information at any point in time. The supplier of the charger should be made aware of this requirement at the start of the project.
2.4.5 Active Travel
This section must be completed to understand the utilisation of active travel measures implemented. 
Delivery Partners must confirm completion of the annual 'Hands Up' Survey and equivalent for Secondary, if yes please enter your utilisation figures in the additional comments.
2.4.6 Circular Economy

Delivery Partners are required to report annual water consumption and water reuse/recycling volumes in litres/year. 
We understand that water usage can vary significantly depending on site-specific factors, particularly where vocational courses or specialist facilities are offered. Partners should note any variables in the Additional Comments section — for example, if the site includes a swimming pool, hairdressing facilities, catering kitchens, or other water-intensive activities.
2.4.7 Operational Life Cycle

For reporting Operational Energy Efficiency, please distinguish between Regulated and Unregulated energy use: 
· Regulated Energy refers to energy consumption controlled by building regulations. Typically. this includes heating, cooling, ventilation, hot water, and fixed lighting systems. 
· Unregulated Energy refers to energy use not covered by building regulations, such as plug loads, IT equipment, kitchen appliances, and other occupant-driven electrical consumption.
2.4.8 Maintenance
Delivery Partners must confirm the allocation of school budget to maintenance and the actual spend on maintenance for the financial year.  
3. Surveys
Within the Post Occupancy Evaluation process is several survey templates that require completion. These are separated into the following:
· Facilities Staff (BPE) 

· Teacher (BPE)
· Learner (Primary)

· Learner (Secondary)

· Teacher (Applicable to all Education Levels)

These surveys are not required on Minor Refurbishments.
3.1 Survey Methods
The method of completing the surveys within the Post Occupancy Evaluation pack is not prescriptive. Delivery Partners can complete these via the most appropriate method for them, however recommendations are provided for each of the survey type. Examples are included below:
· Individual Survey 

· Focus Group

· Semi-Structured Interviews

· Classroom Observations

· Workshops

For multiple choice questions, the percentage of each answer should be entered. 

100% is equal to the number of learners/teachers asked the question. For example, if out of 10 learners/teachers, 6 answered ‘Yes’ and 4 answered ‘No’, the response should be written as ‘Yes = 60%, No = 40%’.

3.2 Facilities Staff Survey

These questions focus on the BPE process 

To complete the Facilities Staff Survey, the SCfLP recommend an interview take place with one or more members of the facilities staff. This should be conducted once, between 3- and 6-months post-occupation. If issues are determined, delivery partners are encouraged to conduct a second interview 12-months post-occupancy to confirm problems are not persisting. This is at the discretion of delivery partners.
Questions are based on the following topics:
· Heating, cooling, lighting systems

· Energy monitoring

· Cleaning and aftercare

· Ease of maintenance
All questions should be asked. If certain issues are determined, additional specific questions should be asked to clarify the nature of the problem. These questions should be recorded in the additional comments section.
3.3 Teacher Building Survey 

These questions seek feedback from teachers as building users on their experience working within the learning environment. The SCfLP recommends that surveys are completed individually so that any issues can be linked to specific classrooms or learning spaces. This process should be completed once, between 3- and 6-months post-occupation. If issues are determined, delivery partners are encouraged to conduct a second interview 12-months post-occupancy to confirm problems are not persisting. This is at the discretion of delivery partners.
Questions are based on the following topics:
· Seasonal comfort (temperature, air quality)

· Lighting and noise

· Environmental controls

· Impact on teaching
All questions should be asked. If certain issues are determined, additional specific questions should be asked to clarify the nature of the problem. These questions should be recorded in the additional comments section.
3.4 Leaner Survey (Primary)

These questions seek feedback from primary learners on their experience of the new or refurbished learning environment. This should be completed once, 12 months post-occupancy, to allow sufficient time for learners to become familiar with the building and for any changes in their experience to be meaningfully observed. The completed survey must be submitted to the SCfLP team within 15 months of occupation. Questions are based around the following topics:
· Feelings of safety and happiness

· Learning and play spaces

· Environmental features

· Access to ICT and outdoor learning

The method used to gather learner feedback is at the discretion of delivery partners and should reflect what is most appropriate for their learners. Suggested approaches include focus groups with a mix of age groups or simple interactive methods such as hands-up responses. Further examples are listed here. 
3.5 Learner Survey (Secondary)

These questions seek feedback from secondary learners on their experience of the new or refurbished learning environment. This should be completed once, 12 months post-occupancy, to allow sufficient time for learners to become familiar with the building and for any changes in their experience to be meaningfully observed. The completed survey must be submitted to the SCfLP team within 15 months of occupation. Questions are based around the following topics:

· Learning environment

· Safety and wellbeing

· Facilities and accessibility

· ICT and specialist areas
The method used to gather learner feedback is at the discretion of delivery partners and should reflect what is most appropriate for their learners. Suggested approaches include focus groups with a mix of age groups or simple interactive methods such as hands-up responses. Further examples are listed here.

3.6 Teacher Survey 

These questions focus on capturing feedback from teachers on how the new or refurbished learning environment influences their teaching practice, learner engagement, wellbeing, behaviour and the general day-to-day experience working within the learning environment. The survey should be completed once, 12 months post-occupancy, to allow sufficient time for teachers to become familiar with the building and for any changes in their experience to be meaningfully observed. The completed survey must be submitted to the SCfLP team within 15 months of occupation. Questions are based on the following topics:
· Impact on learner and staff outcomes

· Learning environment

· ICT provision

· Safety and wellbeing

· Outdoor learning and sustainability
Focus groups are the recommended method for collecting teacher views, however the exact method used is at the discretion of delivery partners. Further examples are listed here.
3.7 Reporting Schedule

*Not Applicable to Minor Refurbishments
SCfLP Mail Box – sustainablecommunitiesforlearning@gov.wales 
	Milestone
	Requirement
	Communications

	3-6 Months Post Occupancy*
	Cover Sheet

Facilities Survey

Teacher Building Survey
	Month 3 – SCfLP to issue notice to Delivery Partner

Month 7 – Delivery Partner to return completed POE Pack to SCfLP Mailbox

	12 Months Post Occupancy (Year 1)
	Cover Sheet

Surveys*

Datasets

Building Operation

Educational Progress
	Month 12 – SCfLP to issue a notice to Delivery Partner 

Month 15 – Delivery Partner to return completed POE Pack to SCfLP Mailbox 

	24 Months Post Occupancy (Year 2)
	Cover Sheet

Datasets

Building Operation

Educational Progress
	Month 23 – SCfLP to issue a notice to Delivery Partner 

Month 24 – Delivery Partner to return completed POE Pack to SCfLP Mailbox

	36 Months Post Occupancy (Year 3)
	Cover Sheet

Datasets

Building Operation

Educational Progress
	Month 35 – SCfLP to issue a notice to Delivery Partner 

Month 36 – Delivery Partner to return completed POE Pack to SCfLP Mailbox

	48 Months Post Occupancy (Year 4)
	Cover Sheet

Datasets

Building Operation

Educational Progress
	Month 47 – SCfLP to issue a notice to Delivery Partner 

Month 48 – Delivery Partner to return completed POE Pack to SCfLP Mailbox

	60 Months Post Occupancy (Year 5)
	Cover Sheet

Datasets

Building Operation

Educational Progress
	Month 59 – SCfLP to issue a notice to Delivery Partner 

Month 60 - Delivery Partner to return completed POE Pack to SCfLP Mailbox
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