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INTRODUCTION

The voters of the Beverly Hills Unified School District (the “District”) authorized Measure E General Obligation
Bonds in the amount of $334 Million on November 4, 2008. Funds received from the sale of bonds are to
be used to provide safe and modernized school facilities; make structural seismic safety repairs; upgrade,
repair and reconstruct aging classrooms, infrastructure, multi-use gyms, libraries, science and technology
labs, roofing, plumbing, heating, ventilation, and electrical systems; and protect students and staff from
unauthorized entry, security risks and natural disasters.

On June 5, 2018, the voters of the District authorized Measure BH General Obligation Bonds in the amount
of $385 Million. Funds received from the sale of the bonds are to be used to upgrade/replace inefficient
heating, cooling/electrical systems, classrooms, libraries/science labs, deteriorating restrooms, leaky roofs,
provide modern classroom technology, science equipment and to upgrade, construct and acquire
classrooms, facilities, sites and equipment. Major projects the BOE has approved to be funded by Measure
BH have been completed, are under construction or have been submitted to the Division of the State
Architect for approval.

On October 9, 2018, the BOE first adopted the Construction and Facilities Policies and Procedures Manual.
This manual is a guide to ensure all projects comply with applicable laws, regulations, and codes. The manual
is a living document that is reviewed annually, updated no less than every three years to reflect
implementation of the Master Plan and changes over time. The first update was received by the BOE on
October 26, 2021. Implementation of the Master Plan requires assistance from District departments,
particularly, Accounting, Purchasing, Maintenance and Operations, and Instructional Technology.

The measures approving the Bond funds stipulated the creation of a Citizen’s Bond Oversight Committee to
assure that the Bond proceeds are spent on projects included in the voter-approved measure.

The initial manual was prepared for the District by the previous Bond management team with input from
District staff in response to Recommendations for Improvement in the 2016-17 Bond Performance Audit.

This second update has been prepared for the District by Fonder-Salari, Inc., in September 2023, with input
from District staff. This will be presented to the Board of Education for their information.

BOE policies that are the foundation for the capital facilities program are accessible through the District’s
website, www.bhusd.org, Board Policies.

A list of acronyms used in Bond program management and project administration is included in Appendix A.
The Bond resolutions are included as part of this document in Appendix B.

Section 1 Page | 2
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STATEMENT OF ETHICAL VALUES

We are committed to:
Integrity. We will conduct ourselves with integrity in our dealings with and on behalf of the BHUSD.
Excellence. We will conscientiously strive for excellence in our work.

Accountability. We will be accountable as individuals and as members of this community for our ethical
conduct and for compliance with applicable laws and BHUSD policies and directives.

This policy is to be distributed to District Construction and Facilities personnel, Maintenance and
Operations personnel, Accounting and Procurement personnel, Information Technology personnel and
the Bond Management Team.

Ethical values training is provided annually to personnel involved in administering bond dollars.

All staff on the Bond Management team will abide by the Standard Code of Ethics as established by the
Construction Management Association of America, included in this document as Appendix C.

Section 2 Page | 2



BEVERLY HILLS

UNIFIED SCHOOL DISTRICT

Construction and Facilities Policies & Procedures
SECTION 3

G

N SALARI

Received by the BHUSD Board of Education
September 26, 2023

Section 3

MASTER PLANNING

Section3 Page | 1



BEVERLY HILLS

UNIFIED SCHOOL DISTRICT

Construction and Facilities Policies & Procedures
SECTION 3

]

SALARI

Received by the BHUSD Board of Education
September 26, 2023

MASTER PLANNING

Master Planning shall comprise two components:

e Facilities Master Plan
o High-level overview of the estimated budget for physical changes needed at all campuses

so that the District may best serve its students.

e  Program Master Plan

o

In-depth plan breaking the goals of the Facilities Master Plan into projects, with a master
budget and master schedule to specify exact funds required and the order in which
projects are best accomplished.

A. Facilities Master Plan

The Facilities Master Plan is based on Needs Assessment, District Strategic Planning and
Educational Master Plan. The following steps shall be taken as part of the preparation:

Competitive pricing will be solicited from at least three firms from the Board-approved
list.

Selection of a potential architect to perform Master Planning services will be based on
price and qualifications.

A committee consisting of District employees and Bond program management team will
review and rank each architectural firm.

The Master Plan shall cover shorter, mid-term and long-term needs and projects in order
to meet the educational goals of the District.

The District shall review the Master Plan on an annual basis and recommend any required
revisions.

The Master Plan shall be fully vetted every five years. The District may require an update
of the Master Plan within the five years.

1. Facilities Master Planning Procedures

A needs assessment is to be compiled by the Assistant Superintendent of Business
Services based on the District’'s Deferred Maintenance Plan and current building
conditions. The Superintendent will seek input from the school community through
surveys and focus groups regarding the community’s expectations for its school’s facilities and
educational programs.

The educational specifications shall be revisited by the Assistant Superintendent of
Instructional Services in conjunction with the Director of Information Technology with the goal
that they will meet the instructional needs for the District, both now and in the future.

Section 3 Page | 2
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After this work is completed, recommendations should be provided to the bond manager to
develop estimated budgets and schedules for the projects. The Superintendent would then
present the plan to the Board of Education for adoption. After adoption, the BOE would pursue
funding for implementation of the Master Plan.

2. Changes to Facilities Master Plan

Once the Facilities Master Plan is approved by the BOE, any changes to it will require approval
by the Board of Education. Requests to the BOE for changes from the original approved
documents shall be made in writing and must include the following:

Qa0 oo

Explanation of proposed change
Justification for the change
Estimated cost impact

Specific party requesting the change

3. Components of the Facilities Master Plan

The components of a comprehensive master plan include:

a.

Community Involvement

Involving the community’s expectations in the master plan for their schools helps to
build support for funding to improve facilities.

Demographics Study

Conducting a demographics study projects enrollment by grade level to understand
where the students live and what schools they will attend.

Needs Assessment

A needs assessment surveys every school room and every mechanical, plumbing, and
electrical system in the existing buildings to determine what needs to be repaired or
replaced.

Educational Specifications

Educational specifications are written documentation of the BOE’s intent for delivery
of the instructional program. Educational specifications provide architects with design
requirements to support that intent.

Cost Estimates

Section 3 Page | 3
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Costs are estimated to provide a range of funding needed to implement the plan.

4. Facilities Master Planning Challenges

Challenges are inherent in Facilities master planning. Variables can include:

a.
b.

C.

Demographic and programmatic needs
What the regulatory environment will dictate

What the market conditions will be when the buildings are finally out to bid, while
speculating on the cost and time impact of the unknowns.

5. Facilities Master Planning Challenges Unique to BHUSD

a.

Soil conditions: underground tanks, oil wells, methane and other Volatile Organic
Compounds (VOCs)

Much has been discovered about what exists underground during the course of
construction. However, issues with the condition of the buildings, their major systems,
seismic issues and the presence of asbestos or lead may still be discovered during future
building projects. Investment into investigation and testing may be required to identify
and mitigate them.

Urban Environment

BHUSD is located in an urban setting, so that all construction work will take place in close
proximity to a densely populated, high-traffic area. This results in variables including:

i Subway lines beneath the high school

ii. Oil wells beneath District property

iii. Multiple agency involvement — Department of Toxic Substances Control (DTSC),
CalGem and Division of the State Architect (DSA) all have jurisdiction over BHUSD
building plans

6. History of Facilities Master Planning in BHUSD

The draft comprehensive master plan prepared in 2008 contained over 500 pages of data at a
time when the District had an enrollment of 5,194 students — 2,332 of those were high school
students. Although not formally adopted by the BOE, the community involvement in that
master plan led to the passage of Measure E.

Section 3 Page | 4
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In 2011-12, a $300,000 investment in a master plan delivered the Strategic & Long-Range
Facility Master Plan with 129 pages of data adopted by the BOE on August 28, 2012. That plan
began the design process for modernizing the District’s facilities. At that time, District
enrollment was 4,584. As the scope of the projects evolved, the plan was updated in 2015
when District enrollment was 4,144 and in 2016, when District enrollment was 4,023. As of
February 2018 update, enrollment was 3,933. For 2020-21, enrollment was 3,313.

The 2012 master plan and subsequent updates in February 2018 and October 2018 are posted
on the District’s webpage.

A master plan update reflecting the reality of construction influenced by the global pandemic
and inflation was authorized and executed in October 2021 and updated in April 2022. These
plans include the revised plan included modernization projects at El Rodeo Elementary School
and Hawthorne Elementary School Auditorium, the modernization of Buildings B1, B2, B3 and
B4 at Beverly Hills High School, a refresh of Building A, the location and abandonment of legacy
wells according to CalGem standards, the establishment of a full spectrum security program
and new construction of Building C and an aquatic center acceptable for inter-district
competition. These may also be found on the District’s website.

B. Bond Program Master Plan

The execution of the ideas established in the Facilities Master Plan require the creation of a Bond
Program Master Plan. The Program Master Plan creates specific projects with designated budgets,
as well as a Master Schedule indicating the order in which the projects are best performed to
achieve the fastest results while causing a minimum of disruption to students and faculty in the
District. Board approval of the Program Master Plan is required before beginning any projects
included within it. With an approved Bond Program Master Plan, the Board, the District personnel
involved and the Bond Program Management team work together to set parameters for
construction.

1. Components of Program Master Plan:

a. Master Project List per Facilities Master plan priorities

The Master Project List forms the ideas in the Facilities Master Plan into discrete projects
with a goal and a schedule, each of which can be completed separately. Breaking the
entire vision into measurable parts allows the District to see the progress it makes toward
fulfilling the Facilities Master Plan.

Section3 Page | 5
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Master Program Budget

The Master Program Budget sums up the budgets involved in each project, showing the
total amount estimated to make the Facilities Master Plan a reality.

Master Program Funding List

The Master Program Funding List details every source of funding required to meet the
District’s goals. This may be comprised of Bond funds, State matching funds (for
modernization or seismic mitigation), Developer fees, or other means.

Master Program Schedule

The Master Program Schedule lists out the duration required to complete all the District’s
goals. The Bond Program Management team details the order in which the projects should
be tackled to accomplish all work in the shortest possible time, for the best possible price.

Risk Assessment

A list of all known variables involved with the work is made at the beginning of the
program, identifying anything that may cause delay or extra expense to a project. The Risk
Assessment is continually updated throughout the project, as soon as new variables come
into play.

Components of the Risk Assessment:

1) Program Risk Register - a document to track potential issues that may affect the
budget or schedule of any Bond project.

2) Program Risk Mitigation Plan — an action plan to lessen or eliminate the effect of any
identified risk to the Bond projects.

Updates

All elements of the Master Plan will be reviewed on an ongoing basis. Report will be made
to the BOE on a quarterly basis.

2. Changes to Program Master Plan

Any and all changes to the Program Master Plan must be approved by the Board.

3. Challenges of Program Master Plan:

a.
b.

Minimizing disruption to daily educational life

Dealing with existing conditions while staying within budget

Meeting evolving Information Technology (IT) needs for students, faculty and District
personnel

District security during construction

Section 3 Page | 6
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Information Technology (IT)

Master Planning involves an overview of the IT needs of the students, faculty and District
personnel. As an example, the BHUSD February 2018 Facilities Master Plan Implementation
Update included $13.6M for technology in the following areas:

e Infrastructure and equipment for wireless access (indoor and outdoor)

e Infrastructure and equipment for telecommunications (VOIP)

e Infrastructure and equipment for integrated classroom AV systems, PA, Clocks

e Infrastructure and equipment for specialized spaces i.e. gymnasiums, pools, theaters,
auditoriums, and

e Infrastructure and equipment for districtwide network operations

e Infrastructure and equipment for integrated security including access control, security
cameras, and command and control center networking and software

e Infrastructure and equipment for maintenance/operations HVAC, Electrical, Fire Alarm
and Irrigation systems

e Front of classroom technology including interactive displays, document cameras, voice
amplification systems, and mobile teaching carts

e Computer workstations and mobile devices for students and staff

and replacement funds to address current and future needs through 2025 in the following areas:

e Network upgrades, replacement of switches, wireless access points
Horace Mann theater and John Cherney Center upgrades

KBEV studio upgrades

Computers for classrooms, libraries, labs

Interactive displays and document cameras for classrooms

e Staff and student computer workstations and mobile devices

e Equipment and infrastructure for IT security and data backup/recovery
e VOIP telecommunication

Measures E and BH have provided capital dollars to ensure that BHUSD’s technology infrastructure
and equipment, including computers and mobile devices, will support the District’s operational
and instructional needs through 2025. Measures E and BH also provide limited operational dollars
for support and training - in most cases for the warranty period associated with a capital
improvement. However, there are budgetary limitations for use of Measures E and BH funds that
require the District to plan for annual expenditures/costs that must be absorbed in the technology
general fund, District general fund, categorical or other revenue sources.

The following will need to be considered:

e Network upgrades

Section 3 Page | 7
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e Operational costs associated with maintenance and repair of equipment and systems
such as Valcomm clocks/bells/PA, Extron controllers, classroom AV, etc.

e Additional staffing for security, access control, telecommunications, and AV in
either the IT or Maintenance departments to support troubleshooting and repairs

e Capital and operational costs for technology infrastructure and equipment at all
schools and facilities beyond 2025

e Cost of technology modernization to existing facilities not addressed with
Measures E and BH (such as BHHS Building A, District office).

Section 3 Page | 8
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ROLES AND RESPONSIBILITIES

COMMITTEE

{ CITIZENS' BOND OVERSIGHT J

BHUSD
BOARD OF EDUCATION

[ BHUSD SUPERINTENDENT J
I

[ BHUSD ASSISTANT SUPERINTENTDENT — BUSINESS SERVICES J
I

[ BHUSD EXECUTIVE DIRECTOR — CONSTRUCTION SERVICES ]
I

[ ADMIN ASSISTANT Il, CONSTRUCTION & FACILITIES OFFICE ] BOND PROGRAM MAMNAGER & CONSTRUCTION MANAGER ]
| | | [

[ COMMISSIONING ] GEOTECHINCAL [ TESTING LAB ][ OTHER CONSULTANTS ]

ARCHITECTS [ HAZMAT CONSULTANT ] [ CONTRACTOR ] [ INSPECTOR }

CONSULTANTS [SUBCONTRACTORSJ [ SURVEYORS J

A. BOARD OF EDUCATION

The BOE recognizes that one of its major responsibilities is to provide healthful, safe and adequate
facilities that enhance the instructional program of the District. The BOE shall endeavor to make the
provision of adequate school facilities a priority in the District. Schools serve as a focal point for the
community, so the BOE shall also strive to ensure that District facilities fit harmoniously and
attractively into their neighborhoods and have flexibility of design to meet future educational and
community needs.

The following are the policies of the BOE regarding its role and the Superintendent’s role in school
facilities adopted March 10, 2009.

The Board shall strive to have a school facilities master plan in place and regularly reviewed in light of
the District's educational goals. In accordance with this plan, the Board shall:

e Approve additions or major alterations to existing buildings;

e Determine what new buildings shall be built, when and where, and what equipment shall be
purchased for them;

e Determine the method of financing that will be used;

e Select and purchase school sites for future expansion. Approve the selection of architects
and structural engineers;

Section4 Page | 2
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e Award contracts for design and construction; and
e Name schools and individual buildings.

B. SUPERINTENDENT

The role of the Superintendent is to implement the vision of the BOE by making the daily decisions
about educational programs, spending, staff, and to provide for healthful, safe and adequate facilities
that enhance the District’s instructional program. The Superintendent also responds to the demands
of all the other constituencies and interest groups in the District: teachers, students, parents, staff,
advocates, and the community at large, while utilizing the financial and human resources of the
District to achieve the best results.

The Superintendent or designee shall:

® Assess the District's short- and long-term facility needs;

e Direct the preparation and updating of the facilities master plan;

e Oversee the preparation of bids and award of contracts;

e Supervise the implementation of the District's building program in accordance with the
master plan, Board policy, and state and local requirements, including collaboration with the
architect and contractor on the construction of new facilities and modernization of existing
facilities;

e Represent the District in official governmental interactions related to the building program,
and

e Ensure adherence to all applicable laws, codes, and regulations.

To pursue the goals of the District Master Facilities Plan, the BOE delegates authority to the
Superintendent as follows:

® Procurement of District Contracts and Agreements
The BOE delegates authority to the Superintendent or his or her designee to procure all District
contracts and agreements through appropriate bid and other selection processes, which include,
but are not limited to, preparation of competitive bids, requests for qualifications (RFQs) and/or
requests for proposals (RFPs), issuance of advertisements for such competitive bids, RFQs and/or
RFPs, review of bids submitted by contractors and/or vendors, act as or designate a hearing officer
for responsibility hearings and bid protest hearings, select review and interview panels for RFQ
and/or RFP selection processes, paper screen all responses to the District’s RFQs and RFPs,
conduct interviews by the selection panels, conduct post interview discussions and negotiations
with top candidates, recommend awards to the BOE and to otherwise perform all actions
necessary to procure the contracts and agreements needed for the completion of District projects
for ultimate consideration and approval by the BOE.

Section4 Page | 3
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e Construction Contracts
The BOE delegates authority to the Superintendent or his or her designee to prepare, negotiate
and execute contracts with parties engaged in and prospective parties to be engaged in school
facility projects, execute and deliver resulting construction contracts up to the applicable bid limit,
and to do any and all things necessary, in consultation with staff, that he/she may deem necessary
or advisable for the continued administration and operation of school facility projects, all subject
to ratification by the BOE.

e Professional Services Agreements

The BOE delegates authority to the Superintendent or his or her designee to negotiate and
contract with parties engaged in and prospective parties to be engaged in school facility projects,
to execute and deliver resulting consultant agreements up to $60,000, and to do any and all things
necessary, in consultation with staff, that he/she may deem necessary or advisable for the
continued administration and operation of school facility projects, all subject to ratification by the
BOE unless selected from a BOE-approved bench. Consultant agreements above $60,000 shall be
approved by the BOE prior to execution.!

e Construction Change Orders
During construction of school facility projects, changes may occur resulting in change orders and
the payment of additional compensation to contractors performing the work in connection with
school facility projects. During the course of construction, documents will need to be executed,
changes will need to be approved and other decisions will need to be made on behalf of the
District in a timely manner so as not to delay progress of the school facility projects.

The BOE delegates authority to the Superintendent or his or her designee to negotiate, execute
and deliver construction change orders. All change orders must be approved by the BOE. Change
orders, both individually and cumulatively, cannot exceed 10% of the original contract amount.

e Amendment to Professional Services Agreements
During construction of school facility projects, changes will likely occur resulting in amendments
to consultant agreements and the payment of additional compensation to consultants performing
services in connection with school facility projects.

The BOE delegates authority to the Superintendent or his or her designee to negotiate, execute
and deliver amendments to consultant agreements, which do not exceed $60,000, all subject to
ratification by the BOE. Amendments, which exceed $60,000, shall be approved by the BOE
before execution.

e Accept Completion of Certain Construction Projects and Record the Notice of Completion
Under the California Uniform Public Construction Cost Accounting Act (CUPCCAA) the District may
perform public projects of $60,000 or less by force account, by negotiated contract, or by
purchase order. The negotiated contracts are smaller in scope and usually completed in a short

! per Board approval in Resolution 2015-2016-014 (see Appendix H), Superintendent is allowed to authorize informal
bidding (under $200K) from prequalified list.
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time period. The District enters into a large number of negotiated contracts throughout the year
for small projects, maintenance, repairs and related work. The BOE desires to pay contractors
performing work under negotiated contracts and to close out those contracts as soon as possible.

The BOE delegates authority to the Superintendent to determine and accept completion of
projects performed under negotiated contracts and to approve the recordation of notices of
completion for those projects.

C. ASSISTANT SUPERINTENDENT BUSINESS SERVICES

The Assistant Superintendent of Business carries out the responsibilities delegated by the
Superintendent.

The Assistant Superintendent may approve contracts up to $60,000, as the designee for the
Superintendent. The contracts may be put into use upon approval by the Assistant Superintendent
but will be subject to ratification by the BOE unless selected from a BOE-approved bench.

D. EXECUTIVE DIRECTOR — CONSTRUCTION SERVICES

The Executive Director-Construction Services position was added in September 2022, allowing for a
District representative to be dedicated solely to oversight of the Bond program. The Executive
Director-Construction Services reports to the Assistant Superintendent, Business Services and is
responsible for managing the implementation of the facilities master plan and prioritized bond
program. The Executive Director, Construction Services successfully tracks progress of all construction
projects, from conceptualization to completion.

The Executive Director may approve contracts up to $25,000. The contracts may be put into use upon
approval by the Executive Director but will be subject to ratification by the BOE unless selected from
a BOE-approved bench.

E. CITIZENS’ BOND OVERSIGHT COMMITTEE?

The Citizens’ Bond Oversight Committee (CBOC) is responsible for oversight of Measure E and
Measure BH funds, reviews expenditures included under the Bond Program, and receives an updated
status report at regularly scheduled meetings. Reports provided to the CBOC are limited to the
projects funded with Measure E and Measure BH funds (including any other supplemental funding for
those projects). The CBOC reviews expenditures and also receives copies of the annual financial and
performance audits of the bond program and other documents as requested.

The CBOC pages of the District’s website are updated for each CBOC meeting with agendas and related
attachments. This website is also where the annual report of the CBOC is published for public view.

2 “Resolution No. 2008-2009-014 Establishing the Citizens’ Oversight Committee” and “Amended August 10, 2021 -
Citizens’ Bond Oversight Committee Bylaws” are included in Appendix D.
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The CBOC pursues five primary goals to achieve its charter:

e Receives annual auditors’ reports.

e Ensures that funds are used only on school building improvements, not on District salaries
or administration.

e Provides an annual report to the BOE that the expenditures match those promised during
the bond campaign. In addition, releases these findings to the general public.

e Reviews the District's maintenance effort ensuring proper maintenance of school buildings
after repair and renovation.

e Reviews the District's school building repair funding plan comprised of local and state bond
funds and other funding sources.

BOND PROGRAM MANAGEMENT

The District hires a Bond Program Management team to fulfill the goals of the Measure E and Measure
BH bond program. The Bond Program Management team provides for budget and schedule
development, maintenance, and oversight to mitigate District risk while achieving the goals of the
Facilities Master Plan. Once hired, the team will follow all District safety and security protocols.

The Bond Program Management team is responsible for managing the bond program and
communicating program and project specific information to the BOE, the CBOC, the Facilities and
Construction Committee (FCC) and the general public. The public accesses information through the
BHUSD website.

The Bond Program Management team is responsible for capital projects that involve oversight and
approval from the California Department of General Services, including the Division of State Architect
(DSA), and the California Department of Education.

The Bond Program Management team provides facilities needs assessments, develops, and updates
the Facilities Master Plan, and develops and updates the Bond Program Master Plan to provide a
master schedule and accurate budgets for all projects needed to fulfill the Facilities Master Plan.

The Bond Program Management team provides capital funding oversight through bond management
of all available Bond funds and pursues local and state funds, incentives, and grants for all applicable
capital projects. The Bond Program Management team completes, files, and tracks applicable state
forms, submittals, and requirements to obtain continued compliance.

The Bond Program Management team tracks square footage, room utilization and capacity to be used
in the pursuit of state funding, assists and partners with the Information Technology and maintenance
departments for capital projects, and provides access to construction drawings, product
specifications, and warranty information for repair and minor construction purposes.

Bond management includes two primary areas of work: program management and project
management.
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Program Management

Bond program management includes the assessment of District facilities’ needs, coordination of
input from stakeholders, funding and project development and implementation strategies for
capital projects.

Throughout the bond program, status reports are developed by the Bond Program Management
team and used to provide the BOE with information on current budgets, expenses, commitments,
program contingency, revenue sources and narratives on the status of projects, schedules, and
contractor and change order information.

The Bond Program Management team is responsible for bond program development and
administration related to the following program phases:

Programming and Planning Phase

a) Develop and Implement the Program Master Plan, detailing the implementation of the
Facilities Master Plan. The Program Master Plan will require approval by the Board of
Education. It will also need approval from the Board to implement any significant changes.
The Program Master Plan will include:

i. A prioritization plan

ii. A master schedule for each component of the program

iii. A program budget based on detailed cost estimates of all work required for the project
per the Facilities Master Plan.

b) Develop a management information system to assist in establishing and maintaining

communications among the District, the Bond Program Management team, design
professionals, contractors and other parties within the program.

Pre-Design Phase

e Develop a project management plan for each project.

e Advise on the division of the project into separate contracts for various categories of
work.

® Assist the District in the selection of procurement methods for construction.

® Assist the District in the selection of design professionals.

® Assist the District in preparation and review of the agreements between the owner and
design professionals.

® Assist the District and design professionals in the preparation and review of architectural
designs for the project.

® Prepare a master schedule for each component of the project.

® Prepare a milestone schedule for the design phase.

® Prepare a program and construction budget based on the plans, specifications and
information provided by the District on the work required for the program.
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Project Management

A Project Manager from the Bond Program Management team will be assigned primary
responsibility for each project involved in the Program Master Plan. The Project Manager is
responsible for management and administration of the following project phases:

Design Phase Procedures

Prepare procedures for reporting, communication, and administration during the design
phase.

Review the design documents for clarity, consistency, constructability and coordination.
Assist the design professionals in coordinating transmittal of documents to regulatory
agencies for review and advise the District of potential problems related to completion.

Assist the District in the preparation of the general conditions and other front end
documents for construction contracts.

Recommend revisions to the master schedule as needed.

Monitor compliance with the milestone schedule.

Make recommendations to the District on the impact of design changes that may result
in revision to the project construction budget, project schedule and established strategy
Make recommendations and coordinate and assist the District and design professional
when changes to the design are required, to stay within the project and construction
budget.

Prepare procedures for reporting, communications and administration during the
construction phase for approval by the District.

Bid and Award Phase

Assist the District in developing a list of possible bidders and in pre-qualifying bidders if
pre-qualification is required.

Plan, manage and complete the bidding processes that are utilized in the delivery method
selected by the District.

Assist the District in the assembly, delivery and execution of the contract documents.
Assist the District in verifying that the contractor has secured the building permits, bonds,
insurance, labor affidavits and waivers as required by the contract documents.

Assist the District in procuring services and contracts for technical inspection and testing
required for the projects.

Construction Phase

Provide on site program management as a representative of the District to coordinate
with all applicable parties, and to establish and implement communication procedures/
Establish and implement procedures for expediting and processing requests for
information, shop drawings, material and equipment sample submittals, contract
schedule adjustments, change orders, substitution and payment requests and the
maintenance of logs for tracking all relevant project information.

Assist the District in completing and submitting PWC-100 forms for all projects as
required, confirming all contractors and subcontractors are properly registered at all
times with the DIR.
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e Coordinate technical inspection and testing provided by the design professionals or
others. The Project Manager shall be provided a copy of all inspection and testing reports
on the day of the inspection or, if the result is not available on the same day, as soon as
the report is available.

e Receive from the Contractor as-built record drawings and documents, operation and
maintenance manuals, warranties and guaranties for materials and equipment installed
on the project; and review such documents for completeness and submit documents to
the District.

Post Occupancy Phase

Respond to warranty issues.

Assist maintenance in determining whether issues are under warranty.
Perform warranty and commissioning requirements.

Conduct a post-occupancy evaluation.

G. DESIGN PROFESSIONAL

Design professionals are contracted by the District to provide design, design administration, and
construction design administration. As licensed professionals they are responsible for public safety
and the oversight of project design implementation during all phases of the design contract
documents.

® Schematic design—Owner, Bond Program Management team and Designer meet to discuss
the Owner's needs and the Designer prepares one or more preliminary design concepts.

® Design development--after the Owner's approval of a design scheme, the Designer prepares
formal design drawings, a construction budget, and a schedule.

e Construction documents—Designer prepares detailed drawings and specifications that will be
used by contractors for construction.

e Bidding or negotiation—Designer assists the District in publicly bidding the project, including
responding to bidder's questions about the design.

e Construction—Designer inspects the on-going construction to ensure that the project is built
according to design, answers requests for information about the design, and works with the
Project Manager and Contractor to solve design and construction issues.

H. DIVISION OF STATE ARCHITECT (DSA) AND DSA INSPECTOR OF RECORD (IOR)

The Division of the State Architect (DSA), within the State of California Department of General
Services, ensures that public building projects meet the minimum required standards provided in Title
24, California Code of Regulations for structural, and fire and life safety and certifies that the drawings
and specifications are in compliance with state regulations for reasonable accommodation of the
disabled. Plan review and construction oversight are provided for all construction with the exceptions
specified in the California Education Code.
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To meet this end, the District contracts with the Bond Program Management team to provide DSA-
approved inspectors of record (IORs) to conduct inspection services in accordance with DSA
procedures and requirements throughout all phases of the project?.

I. TESTING LABORATORY

As specified by project, a testing laboratory is hired by the District to provide testing and inspection
services. The Bond Program Management team works with the IOR to coordinate and monitor testing
activities.

J.  CONTRACTOR

Each construction contractor contracts with the District to perform the scope of work detailed in the
project contract documents. The contractor is responsible to provide for subcontractors and suppliers
providing services under its contract. Each contractor is also responsible for coordinating work with
the Bond Program Management team to identify potential interface at the site and with other trades
impacted by the project contract scope. The contractor is to cooperate fully with the Bond Program
Management team in coordination of construction activities and scheduling requirements. The
contractor shall have at least one responsible person on site at all times during its construction work
hours.

3 DSA form IR A-8 Project Inspector and Assistant Inspector Duties and Performance (see Appendix E)
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A. ADMINISTRATIVE SYSTEMS

The bond management administrative systems are used to initiate actions, perform tasks, collect data,
track, and store information for planning, current use, and historical reference. The methods used
include document development, processing, distribution, and filing for individual and group
communications, and future resourcing, using software programs, and electronic and hard copy storage
and tracking processes.

1.

Filing Systems

Documents are stored electronically within software systems and on the District server. If
hard copies are submitted, they are scanned for electronic storage on the District server and
stored in conventional file cabinets, and eventually relocated to an archive when regular
resourcing is no longer necessary.

Bond management staff are expected to have a comprehensive understanding of the filing
system and are responsible for correctly labeling documents and files according to the filing
system specifications.

Document Control

Document control is accomplished with electronic files. Any physical documents received
are date-stamped upon receipt, then scanned before being securely placed in hard copy file
folders and uploaded to the server.

Filing System

The filing system maintains bond administration files by:

® Year
e Project
e Vendor

Electronic Files

Electronic files are the primary tool for document storage. All District e-files submitted to
Bond Program Management team are stored on the Fonder-Salari server. A copy of all
electronic files will be given to the District after the project is complete. Electronic files are
uploaded to project files, are then sorted by a primary category, and then filed in ascending
date order (oldest first) to aid in tracking the sequence of events for a project within a given
area/category. Categories within a project typically include:

Overviews and File Directory
Owners Team Contracts
Planning

Project Documents

Pre-Bid

Post-Bid
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Contracts

Forms and Templates
Requests for Information
Submittals

Pay Applications

Cost and Changes
General Correspondence and Misc
Schedules

Meetings

Management Reports
Testing and Inspections
Safety

Photos

Closeout

5. Department and District Servers

The Bond Program Management team’s server is used to store documents and data related
to District sites, facilities, and projects. The department “F drive” is part of the District’s
central filing system and is used to store all documents obtained by District employees.

6. Communications

Communications are made via phone and email and collected in meeting minutes and
within collaborative forums within software systems. Commitments are put in writing with
notes including time, date, and parties included, then filed for future reference in the hard
copy project file.

7. Software Programs

Software programs are necessary to collect the large amount of data compiled and
exchanged for review, processing, and reporting, and to share information and project
status in real-time.

8. Tracking

Tracking is achieved within software programs, and via transmittals which are used to
document the formal transfer of information.

9. Document Archives

Project files are archived on electronic drives and kept up by the Bond Program
Management team. Copies of all electronic data will be transferred to the District at the
conclusion of the project. Project documents may include, but are not limited to:

® Project bid sets
e Record drawings
e Specifications
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Addenda

Change orders

RFls

Submittals

IOR daily reports

Project management documentation

Schedules

Project closeout documents including testing and inspection reports, warranties,
and O & M manuals

Hazardous materials reports (including asbestos removal)
Real estate documents

Signed contracts and agreements

Applications for payment and schedule of values
Government agency communications

Environmental Reports

Photographs

Project correspondence.

B. DEFINITION OF PROGRAM VERSUS PROJECT

In Bond Administration, there are two primary areas of focus and development: program and project.

Program includes areas related to district administrative policies, procedures, and development. It is
also the management framework for projects that encompass district issues (legal issues) or district-
wide events (bond measures).

When ideas move from the vision development and planning stage, the process of implementation and
realization typically forms what is called a project.

Projects are independent, specific planned events that take place within the framework of the program.
A construction event is a project.

C. PROGRAM ADMINISTRATION
1. Software

For program administration, the Construction and Facilities Department (C&FD) utilizes
District accounting software complemented by a financial accounting and cost management
program to create reports and view the status of funds. Programs and websites used are:

® Procore software for project management

® Business Enhancement System Transformation (BEST) Financial (FIN) for purchase
requisitions and purchase order (PO) management

e Business Enhancement System Transformation (BEST) InfoAdvantage Reports to
view requisitions and PO status and download expenditure and other accounting
reports
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e Keystone Solutions provided by California Financial Services (CFS) utilizing CFS
Internet access for tracking and reporting financial transactions and budget and
preparing reports for the BOE and CBOC!

® Microsoft Office for general administrative use

Files and Archives

For program administration, the C&FD utilizes traditional hard copy purchase order files
organized by site and then vendor name.

Communication

For program administration, the C&FD utilizes phone, conferencing, email, and form

tracking to communicate, collect data, research information, and compile notes and
summaries of transaction/procedure status.

Tracking Systems

A separate hardcopy tracking system is used for the procurement of upcoming projects to
ensure use of proper procedures. Checklists are used to track the completion of steps.

Fraud Management?

A combination of training session, lists, documented communications, and tracking forms
provides a reference for protocol adherence and assignment of responsibility on
procedures. The viewing of training videos and reading of the PowerPoint presentation
found as part of Appendix G are mandatory for all Bond Program Management team
employees.

The training videos used can be found at the following links:

Fraud Awareness and Prevention in the Workplace - YouTube
https://www.youtube.com/watch?v=i58CofSv9jU

Fraud Prevention Strategies: A Forensic Accountant's Top 20 List - YouTube
https://www.youtube.com/watch?v=HtckHcbbviw

Board of Education Approvals

Agenda Items

Approximately one week before the next regularly scheduled BOE meeting, items for
presentation to the BOE must be agendized using the District’s “Agenda Online” program at:
www.bhusd.org/AboutUs/BoardofEducation/MeetingAgendas/BoardAgendasOnline
Authorization to initiate and edit items is through secure access, which is provided by the
Superintendent’s office (password required.) Items will be presented in Closed Session or
Open Session, depending on the subject matter.

1 Keystone financial report examples included in Appendix F.
2 project and Fraud Avoidance Checklist included in Appendix G
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a) Closed Session
Closed Session items include: Conferences with Legal Counsel and Public Employee
Discipline, Dismissal or Release. Closed Session items are placed on the agenda by the
Superintendent.

b)

Open Session
Open Session items are presented in the following sections of the agenda:

1)

2)

3)

4)

5)

Hearing

The Hearing section of the agenda is available for public comment. Items will be
noted in the meeting minutes, but nothing may be presented for a vote that has not
previously been submitted to the Board for discussion.

Discussion

Items are brought up for discussion among the Board members, so that everyone
may gain further understanding of the issue. Board members will then have more
time to form opinions or do their own research. No vote will be taken by the Board
on these items.

Reports

Reports are submitted at the Board’s request. Either a member of the Board or a
member of the public may submit the report at this time, but only upon prior formal
request from the Board.

Consent Items A consent agenda is a board meeting practice that groups routine
business and reports into one agenda item. The consent agenda can be approved in
one action, rather than filing motions on each item separately. The types of items
that appear on a consent agenda are non-controversial items or routine items that
are discussed at every meeting. Consent items can also be items that have been
previously discussed at length where there is group consensus. The following items
are typically found on a school district’s consent agenda:

® Meeting Minutes
® Acceptance of Donations
e Warrant Report

® Purchase Order List

e Staff Appointments

Action Items

a) Action items are requests to the BOE that require BOE authorization. The items
can request any of the following actions by the BOE:

Approval
Adoption
Award
Acceptance
Ratification
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Resolution?
Emergency Resolution
Selection
Determination
Amendment
Rejection

Denial

b) An action agenda item should provide the BOE with a clear understanding of
what is being requested. The narrative should be respectful and concise, while
communicating the recommended option. Except in the case of ratification, a
decision has not been made until the BOE acts on the item. The action item
should include:

Meeting Date

School Site

Agenda Item Name (Vendor, School Site, Bid No., etc.)
Rationale for Requested Action

Recommended Motion

Financial Impact

D. PROJECT ADMINISTRATION

For project administration, the C&FD utilizes project management and scheduling software to
communicate and collaborate on a project in real time.

1. Software

For project administration, the C&FD utilizes project management and scheduling software
to communicate and collaborate, including:

® Procore project management software for team collaboration on projects

e Microsoft Project for general project development, outline, scheduling and
management

® Microsoft Office for general administrative use

3 There is no formal rule to govern when a resolution should be prepared in place of a request for approval.
However, a resolution is the appropriate course of action in some circumstances, including: if the matter is one
that by statute or bylaws is required to be covered by a resolution; if the matter regulates the management of the
District and is meant to be permanent until changed; or if the matter is one that is likely to be referred to from
time to time.
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2. Collaboration

Collaboration relies on real-time communication to stakeholders during the course of the
project. The project management system is used by the Bond Manager, District staff,
consultants and contractors to record essential project information.

The project management system provides:

e Controlled data entry to ensure consistent information across shared documents,
i.e., single entry of information by the consultants, contractors and Bond Manager;
and

e Secure internet access to reports, forms, drawings, specifications,
policies/procedures and other project information based on the user's access
privileges.

Through Procore, the Bond Manager establishes workflows which allow the involvement of
multiple entities for a specific review and response to Requests for Information (RFls),
submittals, etc. Procore allows a thorough review by all parties prior to approval/non-
approval. Through Procore, change event placeholders are initiated via RFl responses,
submittal responses and/or unforeseen conditions in the field, in real-time, which allows
tracking of potential impacts to the project.

Project starting after July 1, 2023 will also use Procore to review Applications for Payment.

Scheduling

Scheduling deals with the timelines for the various phases of a project. The project baseline
schedule provides a time-phased, logical sequence of interdependent activities, milestones,
and events defined by the scope of the project. Schedule performance is tracked by project
and master project schedule so that adjustments can be made to reflect the actual
schedules as required. The key requirements for the system include:

® The ability to show both detailed and roll-up schedules.
e The ability to add costs for a cost-loaded schedule (not usually done for small projects).

Files and Archives

For project administration, the C&FD utilizes electronic files, resourced and stored by site,
and by project name. Projects have primary files and independent sub-folders developed as
needed by project.

Communication

For project administration, the Bond Management team uses phone, email, and software
collaboration to collect data, and various process components. Regular project meetings
take place to update players and components.
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6. Tracking Systems

Procore tracks entry and status, including aging, of each project element that can impact
time. This tracking is a comprehensive feature of the software. Procore date stamps entries
in real-time as they are entered into the system. Procore has workflows built into the
collaborative items that include reporting on aging of action items.

7. Fraud Management

Software sign-in and tracking as well as a combination of lists and electronic
communications provide documentation for protocol adherence. * Viewing of fraud
avoidance training videos listed below and reading of the PowerPoint presentation found
as part of Appendix G are mandatory for all Bond Program Management team employees.

The training videos used can be found at the following links:

Fraud Awareness and Prevention in the Workplace - YouTube
https://www.youtube.com/watch?v=i58CofSv9jU

Fraud Prevention Strategies: A Forensic Accountant's Top 20 List - YouTube
https://www.youtube.com/watch?v=HtckHcbbviw

8. Document Control

Using Procore, the Bond Manager is involved in the day-to-day correspondence with the
general contractor, architect, and consultants to facilitate flow of documentation. The Bond
Manager is able to vet RFls and submittals prior to their being released to the A/E team,
which allows the owner to be written into the script and have an opportunity to be involved
in the outcome, which could impact schedule and cost to the project. Documentation
related to the project is captured in one place:

RFls

Submittals
Schedules

Change Events
Potential Change Orders
Change Orders
Delays

Corrective Notices
Punchlists
Closeout
Warranties
Inspections

4 Project and Fraud Avoidance Checklist is included in Appendix G
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A. PROGRAM FUNDING

The District has three major funding sources for capital improvement projects:

e local Bond-Measure E
e Local Bond Measure BH
e State school bonds through the School Facility Program (SFP) and other programs administered
by the Office of Public School Construction (OPSC), State Allocation Board (SAB) and California
Department of Education (CDE).
o Seismic Retrofit
o Modernization
o Career Technical Education (CTE)

Other funding sources have included:

e Developer Fees
e Proposition 39 Energy Efficiency Funds
e District General Fund

The major funding source for District facilities projects is local bonds. Other funding sources are used to
fund auxiliary projects or as a method of increasing the scope of a bond project that is eligible for
alternate funding. As funding is added to or removed from the project, it is tracked and applied to the
project for which it is allocated.

B. BOND FUND MANAGEMENT

1. Drawdown Schedules

For Measure BH, an accurate and updated drawdown schedule will allow the District to estimate
bond fund drawdowns, providing maximum return on the funds. The drawdown schedule will
reflect actual cash flow against incurred costs on work in progress. Fiscal year closeout
expenditures will be reconciled to mirror the District's fiscal year accounting closeout period,
integrating project accounting with the District's financial management system.

2. Establishing Bond Project Budgets

The original and current program budgets are contained within the financial control system.
Project budgets are determined based on the initial scope of work, a comparison to historical
data on prior projects, if applicable, and trends. On projects with sub-projects or increments, an
accounting goal may be used to identify budgets and expenses for that sub-project, otherwise,
all project expenses are allocated to the main project. Bond budget updates are provided to the
BOE whenever a requested Board action affects the existing budget.
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3. Program Funding Control Systems

The funding control system addresses financial accounting and cost management. The system
consists of the following:

BEST, the District’s Los Angeles County Office of Education financial system
Keystone Solutions provided by California Financial Services (CFS)

Procore

Primavera P6

Financial accounting is accomplished using BEST and CFS Keystone Solutions to maintain
auditable financial records that track funding sources, budgets, encumbrances, and
expenditures. Components of the system are used daily to record financial data. Reports are
prepared to reflect the updated budgets, encumbered costs, and expenditures as needed by
District administration, the BOE, and the CBOC. Samples of the monthly report to the CBOC is
included in available on the system are included in Appendix F.

The Bond Manager and fiscal services staff are responsible for inputting and assuring the
accuracy of data in BEST and CFS Keystone Solutions. The Bond Manager is responsible for
monitoring expenses to ensure that the project expenses do not exceed the project budget.

Budget line items are coded using the California Standardized Account Code Structure (SACS).
The Bond Program Management team uses detailed reports from BEST Financial (FIN), BEST
InfoAdvantage and CFS Keystone Solutions to manage project budgets by line item.

4. Program/Project Management Controls

The Bond Program Management team should integrate budgets, expenditures, commitments,
trends, forecasts and schedules in the management of each project as well as the program as a
whole. The key requirements for the system include:

e Real-time and manual data entry of project cost and schedule data

e Various levels of reporting and flexible reporting tools

e Internet-based integrated platform for managing and reporting required by key
stakeholders, public agencies and District staff.

5. Cost Management

Cost management uses cashflows, cost forecasts, commitments, and historical trending to
forecast future expenditures and funding requirements, which allows management to monitor
and control budgets and expenditures proactively.

Cost forecasts are prepared on a continual basis as project information becomes more defined
and progress is achieved. Three critical phases in the project lifecycle will trigger new forecasts.

a) Schematic Phase — forecast based on design concepts established by the District

b) Design development phase — forecast based on Designer’s completed drawings
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c) Construction document phase — forecast is based on the completed engineering and design.
The construction phase will mark a period of continuous review and monitoring where
forecasts are prepared routinely and as necessary from trending information.

In addition to the forecasts generated from the three critical phases, new forecasts can also
result from other events such as: a change in scope, trending project expenditures, trending
commitments, schedule impact, and unanticipated changes in market conditions. Changes in
scope include but are not limited to environmental factors and unplanned events. These
changes are tracked for continuous learning.

Preparation of project forecasts is the responsibility of the Bond Program Management team.
Close examination of project expenditures and commitments is conducted on a continual basis
to ensure compliance with the Master Plan. This trending information is used to prepare an
updated project forecast.
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C. PROJECT DELIVERY METHODS MOST OFTEN USED BY THE DISTRICT

1. Design-Bid-Build
2. Lease-leaseback
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A. GENERAL PRINCIPLES

Definition of Procurement

Procurement is the process of researching/finding, agreeing on contract terms and
receiving/acquiring goods, services and/or work from an external source, often via a tendering or
competitive bidding process. The process of procurement is used to ensure that the buyer
receives goods, services, or work at the best possible price, when aspects such as quality,
quantity, time and location are compared. School districts develop processes intended to
promote fair and open competition for their business while minimizing risk, such as exposure to
fraud and collusion.

Description of Procurement Fraud

Procurement fraud can be defined as dishonestly obtaining an advantage, avoiding an obligation,
or causing a loss to public property or various means during the procurement process by public
servants, contractors or any other person involved in the procurement. An example is a kickback,
whereby a dishonest agent of the supplier pays a dishonest agent of the purchaser to select the
supplier’s proposal, often at an inflated price. Other frauds in procurement include:

Collusion among bidders to reduce competition;

e Providing bidders with advance “inside” information;

e Submission of false or inflated invoices for services and products that are not
delivered or work that is never done. “Shadow vendors,” shell companies that are set
up and used for billing, may be used in such schemes;

Intentional substitution of substandard materials without the customer’s knowledge;

e Use of “sole source” contracts without proper justification;

e Misuse of prequalification standards in specifications to exclude qualified
contractors;

e Dividing requirements to qualify for small-purchase procedures to avoid scrutiny for
contract review procedures of larger purchases (bid splitting).

These indicators of fraud are discussed as part of the mandatory training of all Bond
Program Management team employees, which is done through a PowerPoint presentation?
and training videos. The video links can be found at the links below.

Fraud Awareness and Prevention in the Workplace - YouTube
https://www.youtube.com/watch?v=i58CofSv9jU

Fraud Prevention Strategies: A Forensic Accountant's Top 20 List - YouTube
https://www.youtube.com/watch?v=HtckHcbbviw

1The Fraud Awareness Training: Detection and Prevention PowerPoint presentation is included as part of Appendix G.
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3. The Paper Trail

Buyers should create and maintain their procurement records keeping in mind that all
procurement records are public records subject to request and release to the requestor.

Planning the purchasing activity begins as soon as the need has been identified. Buyers should
develop a strategy of how the procurement activity will be accomplished and document the
rationale of what led to the decision. Following is an outline of steps from need recognition to
contract:

a. Provide the basis of the decisions
Describe how competition will be sought, promoted and sustained throughout the course of

the purchasing activity. If open competition is not the method of choice, document the basis
of that decision. The District will pursue multiple prices and track efforts for every
procurement.

b. Degree of detail
The degree of documentation detail is determined by the cost, risk, complexity, and necessity
of the purchasing activity. If, for example, the selection of the purchase approach was
dictated by time constraints, then appropriate notations in the procurement file should be
made about the reason for the urgency. The District should maintain a log of the events and
decisions that lead up to and complete the purchase transaction, providing a timeline and
history of the actions taken throughout the procurement process.

c. Take Notes
The District should make notes about meetings held and create a phone log to record
pertinent phone conversations about procurement. Maintaining consistent, high quality file
documentation creates a consistent narrative for audit purposes.

4. Public Project Definition

For a school district, a public project is defined in the California Public Contract Code as:

(1) Construction, reconstruction, erection, alteration, renovation, improvement, demolition,
and repair work involving any publicly owned, leased, or operated facility;

(2) Painting or repainting of any publicly owned, leased, or operated facility.

(3) Inthe case of a publicly owned utility system, “public project shall include only the
construction, erection, improvement, or repair of dams, reservoirs, powerplants, and
electrical transmission lines of 230,000 volts and higher.

California Public Contract Code, Section 22002.c

A public project does not include maintenance, defined as:
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(1) Routine, recurring, and usual work for the preservation or protection of any publicly
owned or publicly operated facility for its intended purpose.

(2) Minor repainting.

(3) Resurfacing of streets and highways at less than one inch.

(4) Landscape maintenance, including mowing, watering, trimming, pruning, planting,
replacement of plants, and servicing of irrigation and sprinkler systems.

(5) Work performed to keep, operate and maintain publicly owned water, power, or waste
disposal systems, including, but not limited to, dams, reservoirs, powerplants, and
electrical transmission lines of 230,000 volts and higher.

California Public Contract Code, Section 22002.d

5. California Uniform Public Construction Cost Accounting Act (CUPCCAA)

A public agency may voluntarily elect to become subject to the uniform construction cost
accounting procedures. Participating agencies benefit from the raised force account limit and the
informal bidding procedures.

(a) Public projects of sixty thousand dollars (560,000) or less may be performed by the
employees of a public agency by force account, by negotiated contract, or by purchase
order.

(b) Public projects of two hundred thousand dollars ($200,000) or less may be let to contract
by informal procedures as set forth in this article.

(c) Public projects of more than two hundred thousand dollars (5200,000) shall, except as
otherwise noted in this article, be let to contract by formal bidding procedure.

California Public Contract Code (PCC), Section 22032 et. seq.

Beverly Hills Unified School District opted into the Act on January 26, 2016, per Board Resolution
No. 2015-2016-013 attached herein?.

CUPCCAA's informal bidding procedures require the District to notify specific trade journals each
year in November and generate a list of interested contractors from contractor responses
received by the District from the trade journal notifications to establish a list of qualified
contractors according to category of work for the next calendar year.

Contractors interested in registering as a CUPCCAA Contractor must register online with PQBids
at https://pgbids.com/beverlyhills/. The required information includes:

Firm Name

Contact Name

Contact Phone and Email

Type of work interested in and currently licensed for; and
License Number(s) and Class of license(s) held

2 “Resolution No. 2015-2016-013 - Resolution Adopting Uniform Public Construction Cost Accounting Procedures” is
attached in Appendix H.
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In addition, the District may include any contractor it desires who requests to be added to the list
during the year, so long as the contractor provides the District with the required information.

If no bids are received through the formal or informal bidding procedure, PCC section 22038
permits the negotiation of a contract.

6. Participation by Disabled Veteran Business Enterprises (DVBE)

State funded or State reimbursed contracts must comply with Article 6 (commencing with section
999) of Chapter 6, Division 4 of the Military and Veterans Code regarding Disabled Veterans
Participation Goals for State Contracts (the “DVBE Law”).

The DVBE Law only applies to contracts for which a district has requested or will request State
funding through Bond Acts approved by the electorate after August 26, 1992. Thus, in order to
assure that a district will qualify for State funds for projects and all contracts for which it is
seeking such funds, even if the district will seek State funding on a project at some future date,
the procedures required by OLA relating to DVBEs must be properly followed and used by the
district. Furthermore, a district must comply with DVBE requirements for an entire project even if
only a small portion of the project is or will be funded by the State.

A district must comply with the DVBE Law if a project is a State funded lease-purchase, but if a
district finances the project by a lease-purchase through a private leasing company it is not
required to comply with the DVBE Law, unless the district intends at some later time to seek
reimbursement from the State. It is noted that although the State Allocation Board in
Sacramento (“SAB”) administers funding to schools for deferred maintenance, asbestos
abatement and year-round schools air conditioning, these programs are not required to comply
with the DVBE Law.

B. PROCUREMENT METHODS
1. Public Projects

As a public institution, the District must ensure that all projects are completed with the highest
quality for the lowest possible cost. Since the District has opted into the CUPCCAA procedures, all
projects must adhere to one of the following methods of procurement, based on the value and
circumstances of the project.

a. Solicitation of Proposals
Value: Under $60,000

Contracts for less than $60,000 may be obtained by soliciting three or more proposals. If
three proposals cannot be obtained, a memo of justification will be required along with the
proposals submitted.
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The District may also self-perform the work.

b. Informal Bid
Value: Between $60,000 - $200,000

Contracts with a value between $60,000 - $200,000 may be obtained through informal bid
procedures.

Informal bid procedures under CUPCCAA were adopted by the BHUSD Board of Education
through Resolution 2015-2016-014. According to these procedures:

e The District shall develop and maintain a list of qualified contractors.

e If the value of the project is anticipated to be less than $200,000, a notice inviting
informal bids shall be mailed to all the qualified contractors on the list mentioned
above not less than ten (10) calendar days before bids are due. As a best practice
guideline, notice inviting informal bids should also be mailed to all construction trade
journals specified in PCC section 22036 within this timeframe. The notice shall
include:

o Adescription of the project in general terms.

o The location where bidders may obtain more detailed information about the
project.

o The time and place for the submission of the informal bids.

c. Formal Competitive Bid

The competitive bid process is one in which a district publishes bid specifications and
contractual provisions which all the bidders must meet. Per CUPCCAA rules, formal
competitive bidding is required for any project over $200,000.

The notice inviting the bids must be sufficiently detailed to provide a basis for full and fair
competitive bidding upon a common standard and must be free from any restrictions stifling
competition.

If any bidder does not meet all the material bid specifications or agree to all the material
contractual provisions, that bidder must be deemed a non-responsive bidder and its bid must
be rejected. Unless otherwise authorized by statute, in the competitive bid process, a
contract must be awarded to the lowest responsive, responsible bidder.

(1) Prequalification

The intent of a prequalification process is to ensure that contractors bid on works that
match their skills and experience, minimizing the risk to the District. Public Contract
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Code (PCC), Section 20111.5 enables districts to require contractors to be prequalified
prior to accepting bids.

PCC 20111.6 requires a District to prequalify for certain projects when using funds
received pursuant to the Leroy R. Greene School Facilities Act of 1998 or any funds,
including funds reimbursed, received from any future state school bond for a public
project that involves a project expenditure of one million dollars ($1,000,000) or more.
For the purposes of this section, prequalification is required of prime contractors holding
an “A, General Engineering” license, “B, General Building” license, and if utilized, each
Electrical, Mechanical, and Plumbing contractor, whether as a prime contractor or as a
subcontractor.

For purposes of this section, electrical, mechanical, and plumbing subcontractors are
contractors specifically holding C-4, C-7, C-10, C-16, C-20, C-34, C-36, C-38, C-42, C-43, or
C-46 licenses, pursuant to regulations of the Contractors’ State License Board.

The prequalification process approved by the BOE on March 27, 2014, involves:
Step 1: Determine if the project requires a prequalification process.

Step 2: Is this a stand-alone solicitation for a future project or one that is ready to bid
now? |If it is for future work, the advertisement should state that the District is
soliciting one or more firms to be prequalified. If the prequalification is for a project
ready to bid, the information should be included in the bid advertisement.

Step 3: Define the general prequalification criteria that is suitable for this project and
expected from potential bidders. The criteria cannot be biased towards a single firm.

Step 4: ldentify individuals directly responsible for any questions during the
prequalification period. Assign responsibility to a particular person for reviewing each
defined section of the application:

1) Overall application
2) Financial section

3) References

4) Project experience.

Step 5: Advertise as a formal bid. Ensure the prequalification packet and due dates
are included in the formal bid package, and that they meet the legally required
timeframes.

Step 6: Applications are required to be securely submitted through the online system
PQ Bids, and may be reviewed as a they are submitted through the system. After the
prequalification application deadline has passed, ensure applications received are
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reviewed in a timely manner. Create a list of packages received. Send an electronic
copy of each package to the designated review team. Keep originals as received by
the District.

Step 7: Complete the prequalification scoring sheet for each package/contractor. This
sheet lists the District’s criteria with a box to indicate how the questions have been
answered. Use the scoring sheet to develop a pass or fail score. The scoring sheet
approved by the BOE is attached in Appendix .

Step 8: If there are discrepancies, or missing information, email each firm. Allow
them no more than five days to respond. If prequalification is required to bid on a
project, the contractor must provide all required documentation no less than ten (10)
business days prior to the date fixed for the public opening of sealed bids (bid
opening). Advise them that failure to respond or comply will render their packages
incomplete and thus rejected. Do not allow any firm more time than others: ensure
equal treatment of all firms.

Step 9: When calling references, keep note of time, date and response. It is
permissible to mark up the package. Keep all documents. Print emails for the file.
Note: The information in the prequalification packages is NOT a public record and
should be treated as confidential.

Step 10: Double check the review sheet and have it checked by a colleague. Create a
list of passes/fails.

Step 11: Notify all firms formally with a template letter of pass or fail. If
prequalification is required to be allowed to bid for a current project at bid stage,
time is of the essence.

Step 12: A prospective bidder who has timely submitted a completed application
form, and who receives a rating of “Not Prequalified” from the District may appeal
that determination. There is no appeal from a finding that a prospective bidder is
not prequalified because of a late application or a failure to submit required
information. A prospective bidder may appeal the District’s decision with respect to
its request for prequalification, by giving written notice to the District no later than
five (5) business days after receipt of notice of its prequalification status. Unless a
prospective bidder files a timely appeal, the prospective bidder waives any and all
rights to challenge the prequalification decision of the District, whether by
administrative process, judicial process or any other legal process or proceeding. The
District reserves the right to resolve appeals before or after bid opening or award of
any contract. The date for submission and opening of bids for a specific project and
any subsequent contract award will not be delayed or postponed to allow for
completion of an appeal process. If the contractor gives the required notice of appeal
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and requests a hearing, the hearing shall be conducted in an informal manner by a
panel selected by the Bond Program Management team.

Step 13: If a public project covered by PCC Section 20111.6 includes electrical,
mechanical or plumbing components that will be performed by electrical, mechanical
or plumbing contractors, a list of prequalified general contractors and electrical,
mechanical and plumbing subcontractors shall be made available by the school
district to all bidders at least five (5) business days before the date fixed for the
public opening of sealed bids.

(2) Procedures for Advertising Bids

The Superintendent or designee for the purpose of securing bids shall publish at least
once a week for two weeks in a newspaper of general circulation published in the
District, or if there is no such paper, then in a newspaper of general circulation, published
in the county, and may post on the District's website or through an electronic portal
(ARC-Planwell), a notice calling for bids, stating the work to be done, schedule for
completion of work, materials or supplies to be furnished, and the time and the place
where bids will be opened. The notice inviting formal bids shall also be sent
electronically to all construction trade journals specified in PCC Section 22036. The notice
shall be sent at least fifteen (15) calendar days before the date of opening the bids. Bids
shall not be accepted after the advertised bid opening time, regardless of whether the
bids are opened at that time.

Notice of inviting formal bids for projects by a public agency, which includes a
requirement for prequalification or for any type of mandatory pre-bid conference, site
walk, or meeting shall also include the time, date, and location of the mandatory pre-bid
site walk, conference, or meeting, and when and where project documents, including
final plans and specifications are available. Any mandatory pre-bid site visit, conference
or meeting shall occur not less than five calendar days after publication of the initial
notice.

Bid instructions and specifications shall include the following requirements and
information. All bidders shall certify the minimum, if not exact, percentage of post-
consumer materials in products, materials, goods, or supplies offered or sold.

All bids for construction work shall be presented under sealed cover and shall be
accompanied by one of the following forms of bidder's security, in an amount not less
than ten percent (10%) of the maximum bid amount as a guarantee that the bidder will
enter into the proposed contract, if awarded to the bid:

e A cashier's check made payable to the District
o A certified check made payable to the District

e A bidder's bond executed by an admitted surety insurer and made payable
to the District
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The security of unsuccessful bidders shall be returned in a reasonable period of time, no
later than 60 days after the bid is awarded by the BOE.

Bids shall not be accepted after the advertised bid opening time, regardless of whether
the bids are actually opened at that time.

When two or more identical lowest or highest bids are received, the Board may
determine by lot which bid shall be accepted.

If the District requires that the bid include prices for items that may be added to or
deducted from the scope of work in the contract, the bid solicitation shall specify which
method, as outlined in PCC Section 10126(c), will be used to determine the lowest bid.

(3) Pre-Bid RFls

During the bid process, contractors seeking to submit a price may have questions related
to the information provided regarding the project (drawings, specifications, dates, scope
definition, etc.) These questions are reviewed by the management team to determine
whether there is a need to make a clarification, and, when applicable, submitted to the
Design Team for processing.

If it is determined that clarification is warranted, all contractors, and all locations of
postings regarding the bid, need to be provided with an addendum which addresses
the RFI clarification. All contractors are to be notified of the clarifying information at the
same time using an Addendum.

(4) Receipt of Bids, Public Opening and Bid Review

Step 1: The bids will be received by the District’s Purchasing Department and reviewed
by the Bond Program Management team. The District’'s Bond Program Management
team will develop a Bid Recap Sheet (a list of bidders and their bid amounts). Each bid
received will be reviewed and compared to the bid documents by the Bond Program
Management team. The apparent lowest responsive and responsible bidder will be
recommended to the Board of Education by the Bond Program Management team, and
the determination will be entered into the Consolidated Procurement Activity Report
(See Appendix G). The Bond Program Management team processes an agenda item for
recommendation of the “Lowest Responsive, Responsible Bidder” for approval by the
BOE.

Step 2: Concurrent with the submission of a formal recommendation for award to the
District, the Bond Program Management team will prepare an “Intent to Award” to be
issued to all bidders. This letter notifies bidders of the contractor recommended for
award or alternative recommendation, along with the day, time, and location of the
Board meeting in which it will be reviewed and considered for approval.
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Step 3: Bids will be made available for review upon a contractor's written request to the
District through the Bond Program Management team, per Public Records Act.

Step 4: A five-day bid withdrawal period will be observed if the contractor made a clerical
error which made the bid materially different than the contractor intended it to be.

Step 5: The bid protest process and period will be managed by the Bond Program
Management team.?

(5) Contract Award

Step 1: The Bond Program Management team must confirm action by the Board of
Education, either by attending the Board meeting, confirming with the District, or
verifying on the District-posted Board Meeting Minutes through the District’s website.

Step 2: The day following BOE approval, the "Notice of Contract Award," with all required
attachments, will be issued as a PDF to the awarded Contractor via email to the email
address outlined on the Bidder’s Bid Proposal. Distribution (cc) list should include the
Bond Program Management team and the District team.

The following items will be required: One (1) original Agreement to be signed with the
total amount entered on the Agreement, Certificates of Insurance for liability insurance,
including endorsements, per the Contract Documents, a performance bond in the
amount of 100 percent of the bid, all required certifications per the Project’s Contract
Documents, and a W-9 form. All Contractors and subcontractors providing direct labor on
the project, including temporary labor services and leasing companies, must enroll in the
District’s Owner-Controlled Insurance Program (OCIP). Proof must be submitted of
coverage for auto liability insurance, Workers’ Compensation and general liability
insurance in accord with Board-approved OCIP standards.

3 Bid Protest Process is outlined in the District’s Bidding Documents “Instructions to Bidders” section.
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A. Automobile Liability Insurance Requirements and Limits Are as Follows: Sce Secrion 1.8 for
Certificate Holder and Additional Insured Endorsement specifications.  Automobile Liabiliry
Insurance must cover all vehicles owned by, hired by, or used on behalf of the
Contractors/Subcontractors for_both Project Site_and _off-site_operanons with the following

mummum hmits of habiliny:

\uto Liability Insurance Limits:

Enrolled Contractors /Subcontractors
General/ Prime Contractor Subcontractor
S2,014) (4K} S1,000 IXK) Bodily Injury and Property Damage
Incligible Contractors /Subcontractors = Not Enrolled

General/Prime Contractor

S2INKDL K S1.000.000 Bodily Injury and Property Damage

B. Workers' Compensation and Employer’s Liability Insurance Limits:
Workers” Compensation —Statutory Benefits - All States
Implover’s Labalin
ST,000000 Bodily Injury each Acaident
S1,000,000 Bodilv Injury by Disease Policy Limar
S1,000,000 Bodily Injury by Disease - | ach Emplovee

C, General Liability Insurance, minimum limits of liability are as follows:

Eligible Contractors /Subcontractors

ontractor Sulx ontracton
STANKLK) Bodily Injury and Property Damage
S2AKIINK) ST O KD Per Occurrence
$2 (KK INK) SEODO DN General Aggregare
S2, 00,000 ST,O00,000 Products/Completed Operations
\puregate
S2.0040,000 S1,000,000 Personal/ Advernsing Injury Agerepate

Ineligible Contractors / Subcontractors = Not Enrolled

General/Prime Contractor  Subcontractor
$2.000.000 1,000,000 Bodily Injury and Property Damage
S2.000.000 S1.000.000 Per Occurtence
$2.000,000 S1AKIO (KO Crenceral v\_g‘u‘l cgare
S$2.000.4K10 S 1NN (X)) Products/ Completed Operations

\guregate
$2.000.000 SO0, MK Personal/ Adverusing Injury Ageregate

Step 3: All Agreement documents outlined in the Contract Award letter must be
submitted within five calendar days of receipt of Notice of Contract Award.

Step 4: The Bond Program Management Team will review all Agreement documents
returned by the Contractor for compliance. Upon approval, the Agreement will be
scanned and saved to the project file, then routed under transmittal to the District for
final execution by the Superintendent.

Step 5: One (1) fully executed original Agreement scan must be electronically transmitted
to the Bond Program Management team. The original fully executed Agreement
document package is intended to be retained by the Purchasing Department hard copy
files.
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Step 6: Bond Program Management team will save an electronic copy to the electronic
project file and issue the Notice to Proceed letter and a copy of the executed Agreement
to the contractor via email. A hard copy Notice to Proceed may also be hand-delivered
during the Pre-Construction Meeting as these two events typically coincide, per the bid
and construction timeline.

Step 7: A requisition is then drafted by the Purchasing Department, which initiates the
process for a purchase order.

d. Emergency Exception

California Public Contract Code (PCC) Section 1102 describes an emergency as a sudden,
unexpected occurrence that poses a clear and imminent danger, requiring immediate action
to prevent or mitigate the loss or impairment of life, health, property, or essential public
services. PCC Section 20113 goes on to define an emergency as when any repairs, alterations,
work, or improvement are necessary to any facility of public schools to permit the
continuance of existing school classes, or to avoid danger to life or property.

An emergency resolution is used when there is a situation meeting the above criteria,
permitting a public agency to enter into contracts for public work projects without
competitive bidding when the total cost exceeds $15,000. In this case, the BOE may, by
unanimous vote and with the approval of the county superintendent of schools, do either of
the following:

1. Make a contract in writing or otherwise on behalf of the district for the performance
of labor and furnishing of materials or supplies for the purpose without advertising
for or inviting bids; or

2. Authorize the use of day labor or force account for the purpose.

e. Emergencies under CUPCCAA

In an emergency, when any repairs, alterations, work or improvement are necessary to any
facility of public schools to permit the continuance of existing school classes or to avoid
danger to life or property, the governing board of a school district by unanimous vote and
with the approval of the county superintendent of schools may make a contract in writing or
otherwise on behalf of the district for the performance of labor and furnishing of materials or
supplies for the purpose without advertising for or inviting bids.

For this policy, an emergency is a "sudden, unexpected occurrence that poses a clear and
imminent danger, requiring immediate action to prevent or mitigate the loss or impairment
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of life, health, property, or essential public services." Instead of making a contract as stated
above, the District may authorize the use of day labor or force account for such work.

Because the District has elected to become subject to CUPCCAA, different rules apply for
emergency contracts issued under CUPCCAA. Under CUPCCAA, emergency situations are
governed by PCC sections 22035 and 22050.

(a)

(1) In the case of an emergency, a public agency, by four-fifths vote of its governing
body, may repair or replace a public facility, take any directly related and immediate
action required by that emergency, and procure the necessary equipment, services,
and supplies for those purposes, without giving notice for bids to let contracts.

(2) Before a governing body takes any action pursuant to paragraph (1), it shall make a
finding, based on substantial evidence set forth in the minutes of its meeting, that
the emergency will not permit a delay resulting from a competitive solicitation for
bids, and that the action is necessary to respond to the emergency.

(b)

(1) The governing body, by a four-fifths vote, may delegate, by resolution or ordinance,
to the appropriate county administrative officer, city manager, chief engineer, or
other non-elected agency officer, the authority to order any action pursuant to
paragraph (1) of subdivision (a).

Excerpt from California Public Contract Code, Section 22050

f. Force Account Labor in Lieu of Competitive Bidding

In a school district with average daily attendance (ADA) under 35,000, the governing board
may make repairs, alterations, additions or do painting, repainting or decorating on school
buildings, repair or build apparatus or equipment, make improvements on the school
grounds, erect new buildings, and perform maintenance by day labor, or by force account
whenever the total number of hours on the job does not exceed 350 hours (PCC §20114).
Under CUPCCAA, the force account limit is $60,000. Force account is the dollar value of labor,
materials and equipment at the rate the public agencies charge themselves. An entity’s labor
cost of a project is not calculated using prevailing wages. Labor cost calculations are based
on the entity’s actual cost of labor. Force account limits do not apply to maintenance work.

2. Materials and Supplies and Some Services

a. “Piggybacking” on other Public Agency Contracts

As an alternative to bidding, school districts may piggyback on contracts that have been
extended to local governments and school districts by certain other government entities such
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as school district contracts, county contracts, state contracts, federal contracts and certain
other government contracts. The use of these contracts constitutes an exception to
competitive bidding. Procurement made under these contracts must be made upon the same
terms, pricing and conditions as the original contract.

Public Contract Code (PCC) 20118 states, the governing board of a school district may,
without advertising for bids, if the board has determined it to be in the best interests of the
school district, authorize by contract, lease, requisition or purchase order, any public
corporation or agency to lease data-processing equipment, purchase materials, supplies,
equipment, automotive vehicles, tractors and other personal property for the District. Public
Contract Code (PCC) does not authorize districts to piggyback on another agency’s “service”
contracts. PCC section 20118 further states that a district is not required to make payment to
the other public agency but may make payment directly to the vendor.

The governing board of a school district is also authorized to purchase materials, equipment
or supplies through the State Department of General Services without advertising for bids.

To take advantage of piggybacking, the BOE is required to make a determination that a
purchase through a public corporation or agency is in the best interest of the district. The
BOE may then authorize the public corporation or agency, by contract, lease, requisition, or
purchase order, to make a purchase on its behalf. Such authorization enables the public
corporation or agency to include in its advertisement for bids, the quantity or nature of the
personal property desired by the District.

Piggybacking is also a mechanism by which cooperative purchasing may be achieved. School
districts should ensure that any out-of-state piggyback contracts, associated with a
cooperative purchasing agreement or otherwise, complied with all California public
contracting laws in procuring the subject of the underlying contract and that the contract
terms are consistent with California law.

It is generally accepted that a contract for personal property may be piggybacked if it
includes an incidental amount for labor or installation. The general rule is that these
labor/installation services should not exceed more than ten percent of the contract work or
else the contract should be competitively bid or a determination is made that the work is
otherwise exempt from traditional public bidding requirements.

Where installation is less than ten percent of the contract, it is considered "incidental" and is
not subject to the bidding procedures outlined in the PCC. If the labor/installation
component is 50 percent or more of the total contract value, then it is not incidental and
must be treated as a public works project. However, where the labor/installation is beyond
the ten percent threshold but less than 50 percent of the contract, the labor/installation is
presumptively not incidental, and the burden is placed on a school district to determine
otherwise. Where the labor/installation component is between ten percent and 49 percent,
the District is advised to record and formalize any findings and the rationale in the approving
resolution and any Board minutes, in order to protect itself in the event of a legal challenge.
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The District may accept these contracts when the original contract has not passed the
expiration date or exceeded its dollar amount (if limited); and it has provisions that allow for
piggybacking, meets the DVBE requirements, and has been self-certified by the district
originally conducting the bid; and the District has procured a copy of the original contract.

b. Acquisitions from California Multiple Award Schedules (CMAS) Including Acquisitions of
Information Technology Goods and Services.

The Procurement Division of the California Department of General Services can provide
purchasing assistance to school districts without the necessity for the districts to go to bid.
School districts need not competitively bid to utilize the "contracts, master agreements,
multiple award schedules, cooperative agreements, or other types of agreements established
by the department (CMAS) for use by school districts for the acquisition of information
technology, goods, and services." It is certainly clear that school districts can use the CMAS
acquisition process for technology goods and services and for goods when the Director of
General Services makes these contracts, agreements, and schedules available to them as it
now does.

The Government Code defines Information technology as including but not limited to,
“all electronic technology systems and services, automated information handling, system
design and analysis, conversion of data, computer programming, information storage and
retrieval, telecommunications which include voice, video, and data communications,
requisite system controls, simulation, electronic commerce, and all related interactions
between people and machines."

It is generally accepted that a CMAS contract may include labor/installation services if those
services are "incidental" to the project. According to official CMAS program information,
"incidental" is defined as meaning that the total dollar value of all services included in a
purchase order must not exceed the dollar value of the products. As long as the
construction/labor/installation portion of the contract is less than fifty percent of the total
project cost, CMAS can be used.

c. Cooperative Contracts

A cooperative contract is created when all agencies establish their requirements together
and go out to bid for those requirements in a coordinated effort. Cooperative purchasing
leverages purchasing volume and provides greater savings. The District can utilize its
contracts as if it had conducted the bid itself.

Some cooperative purchasing agreement sources:
e Cooperative Purchasing — Sourcewell
® Public Sector — OMNIA Partners
e State Leveraged Procurement Agreements (ca.gov)
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d. Contracts for Purchases Under $50,000 in 1997 dollars (plus an inflation factor) for
materials and supplies, and services except construction services.

Per the California Department of Education website, for the calendar year 2023, the $50,000
bid threshold is adjusted to $109,300.*

Procurement of Materials, Supplies, Non-Capitalized Equipment, Equipment, Equipment
Replacement and Services, where aggregate amounts do not exceed the limits set by Public
Contract Code sections 20111 through 20118, and 22002 shall require the number of written
proposals as listed by the corresponding dollar amounts:

PROCUREMENT THRESHOLD PROCUREMENT PROCESS

At least three written proposals must be obtained. The
Bond Program Management team will select the vendor

1. $0.01 to $109,300.00 who has submitted pricing that is deemed lowest,
reasonable and most responsive. If three quotes cannot
be found, the Bond Program Management team will select
the lowest quote and will include a memo of explanation
as to why three quotes could not be obtained.

4. $109,300.00 and above® Formal competitive bidding process.

Contracts subject to competitive bidding include:
Purchase of equipment, materials, or supplies to be
furnished, sold, or leased to the school district.
1. Services that are not construction services.
2. Repairs, including maintenance as defined
in PCC Section 20115, that are not public projects as
defined in PCC Section 22002(c).

Exception per PCC:

If no bids are received through the formal or informal procedure, the project may be
performed by the employees of the public agency by force account or negotiated
contract without further complying with this article.

California Public Contract Code, Section 22038

4 California Public Contract Code 20111, sections (a) and (d). A copy of the Annual Adjustment issued December 20, 2022, can be
found in Appendix H.
5 california Public Contract Code 20111, sections (a) and (d). A copy of the Annual Adjustment issued December 20, 2022, can be
found in Appendix H.
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e. Creating Requisitions/Purchase Orders

The assistant to the Executive Director — Construction Services creates a requisition in the
BEST (Business Enhancement System Transformation) system. The requisition is forwarded
through the electronic approval process. The budget account number, type of goods, services
desired and dollar amount determine the approval path of a requisition. When the
requisition completes the approval path, the Purchasing Department converts the requisition
to a purchase order, obtains the necessary signature, and sends the purchase order to the
vendor.

(1) BHUSD Purchasing Department General Procedures (Excerpts)

All requests for goods and/or services shall be submitted by way of Business
Enhancement System Transformation (BEST) requisition. (Contact the Purchasing
Department for BEST Requisition Desk Manual and Approver Manual).

The requisition shall be electronically approved by the Business Services department.

The requisition must be completely filled in with the following information: vendor name,
address, phone number, fax number and contact (if any).

If the vendor is not in BEST, a request must be submitted. (See process below).
Vendors are required to send the District a W-9 and sign a Conflict of Interest form.
The requisition should specify:

(e) Quantity needed.

(f) Unit (each, dozen, set, etc).

(g) Complete description of the item being ordered, including stock number and ISBN
numbers, if available.

(h) Category (use the drop-down tab to determine the category of the item ordered.)
(i) Unit price.

Indicate shipping, freight or handling charges, if known, as a separate line item on the
requisition. If unknown, purchasing will obtain the amount of freight and add it to the
purchase order.

The District must pay sales or use tax for purchases of all goods. Sales tax in Los Angeles
County is 9.5 percent (starting April 1, 2023). This tax is paid on merchandise and
sometimes shipping, even if the order is an out-of-state order. Purchasing will add sales
tax when required.
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Items being ordered should be entered directly into the BEST requisition system including
the name of the person for whom the order is intended in the comment area. In cases
where the list of items is extensive, an excel attachment is permissible.

All backup to the requisitions (conference registration forms, list of supplies, quotes,
proposals, reimbursement receipts, etc.) must be uploaded to the BEST portal as an
attachment to the requisition and sent into workflow for administrators to approve
electronically. The requisitions, after properly created, will then be validated to check for
errors, and then submitted for approval of the Assistant Superintendent of Business
Services.

A copy of the completed purchase order will be returned to the school site/department
to verify that the order has been placed.

(2) How to Request a New Vendor in BEST

If there is a new vendor, the following procedure should be followed:

(a) Ask the vendor if its company accepts purchase orders.

(b) Request a W-9 from the vendor. The vendor will also need to sign a conflict-of-
interest form. (Purchasing Department will request the conflict-of-interest form from

the vendor)

(c) Send the W-9 to the Purchasing Department. (Purchasing cannot enter a vendor in
the system without a W-9.)

(d) Supply Purchasing Department with phone number, fax number, contact name and
email if known.

(e) Email or send information to Purchasing. The requestor will be notified when the
vendor is entered and may then proceed with entering the requisition.

Note: The same procedures (#2-4) apply if you know the vendor has requested an
address change.

Verification Procedures

All orders will be shipped to the site, at which time they will be forwarded to the
originator or assigned receiver.
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Approvals

Invoices and requests for payment are reviewed and countersigned two by members of
the Bond Program Management Team. Signed invoices are sent to the Assistant
Superintendent of Business Services and the Executive Director-Construction Services for
approval and then forwarded to Accounts Payable; applications for payment are routed
to the Superintendent, the Assistant Superintendent of Business Services and the
Executive Director-Construction Services for approval and then forwarded to the
Accounts Payable Department.

What is a Purchase Order?

A Purchase Order (P.0.) is a contract that obligates the District to pay the vendor for the
listed goods or services received. It states the BHUSD terms and conditions, and
instructions to the vendor. The purchase order is faxed or emailed to the vendor from
the Purchasing Department after the internal requisition is processed along with any
other paperwork necessary for services or delivery of product.

A purchase order can only be authorized by a BOE designated District representative.

There are several kinds of purchase orders: Itemized, Open, Contracted Services,
Maintenance Agreements, Leases, Travel and Conference, Improvement (Construction,
Repairs) etc.

3. Certain Technology Equipment and Supplies

School districts may procure by a detailed request for proposal (RFP) and competitive negotiation
for computers, software, telecommunications equipment, microwave equipment, and other
related electronic equipment and apparatus provided that the contracts are not for construction
or for the procurement of any product that is available in substantial quantities to the general
public.

Published notice is required. In the context of technology bids, there may be a tendency to
overlook the newspaper publication requirement, especially given that FCC Forms are posted on
the USAC website and school districts often publish RFPs on their own websites. However, failure
to follow California public bidding requirements, including newspaper publication, can serve as
grounds for a bid protest and/or forfeiture of any eRate funding received for the contract.

The RFP must identify all significant evaluation factors and their relative importance. In addition
to price, evaluation factors may include vendor financing, performance reliability,
standardization, life-cycle costs, delivery timetables, support logistics, the broadest possible
range of competing products and materials available, fitness of purchase, manufacturer’s
warranties, and similar factors. Procedures for technical evaluation of proposals must be in place.
If award is not to the lowest priced bidder, the District “shall make a finding setting forth the
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basis for the award.” PCC section 20118.1 provides for an award to any of three lowest
responsible bidders for data processing systems and supporting software.

The only manner in which it may be determined which of the bidders are the three lowest is if
the bidders have responded to and agreed to meet the same bid specifications. When the District
desires the flexibility to award to one of the three lowest responsible bidders, it must advise
bidders of that flexibility in the bid documents and should refer to PCC section 20118.1.

4. Professional Services

The District may contract with and employ any persons for special services and advice in
financial, economic, accounting, engineering, legal or administrative matters if such persons are
specially trained, experienced and competent to perform the special services required without
competitive solicitation. These types of consultants may be selected through a competitive
solicitation process as laid out below. For consultants on projects that will be wholly or partially
funded by the State, a competitive solicitation process is required.

a. Professional Services over $50,000

For the District, best practices dictate that professional services, not wholly or partially
funded by the state, which will result in an agreement for more than $50,000, shall be
procured through a competitive process unless the BOE authorizes procurement of the
services without a competitive process. The competitive process will be structured to choose
competent professional firms or any other consultants to provide services for the District.

A selection committee, which is spearheaded by the Bond Program Management team, may
include board members, the Executive Director of Construction Services, and the Assistant
Superintendent of Business Services. The committee will evaluate the information, interview
the shortlisted candidates, select the best qualified professional services firms/consultants
for projects and recommend those most qualified professional services firms/consultants to
the BOE to receive the contract award. In certain cases where the scope of services is limited,
an interview process may not be considered necessary. The BOE may accept or reject the
committee's recommendation.

Step 1: Preparation of A Request for Qualifications (RFQ)

An RFQ invites professional firms, vendors, or consultants interested in competing for the
services to respond to the District’s inquiry for services.

The RFQ follows a set format to request a statement of qualifications (SOQ) for
professional firms/consultants to provide services for K-12 projects. The particular RFQ
will be edited for the specific work scope solicited.

The RFQ includes dates and a schedule that will be met throughout this phase of the
selection process. It will also include a reference number obtained from the Purchasing
Department.
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Step 2: Posting of the RFQ

The RFQ will be posted on the District website. In addition, the Bond Program
Management team will notify potential consultants that the RFQ is available. The RFQ
may be advertised in a newspaper of general circulation at the option of the Bond
Program Management team. Any questions received and the answers will be posted on
the District website. Any addendum needed to the RFQ will be posted on the website.

Step 3: Submission of Statements of Qualifications (SOQ)

The professional services firms/consultants must submit their qualifications by the
deadline contained in the RFQ. The District reserves the right to refuse any SOQs that are
submitted after the deadline. The Bond Program Management team will receive and log
in all documents.

Step 4: Formation of a Selection Committee

A selection committee headed by the Bond Program Management team, which may
include Board members, representatives from the CBOC, Executive Director of
Construction Services, and the Assistant Superintendent Business Services, will be
created.

The Bond Program Management team will notify the committee members of their
selection and the schedule for the interviews.

The Bond Program Management team will prepare a rating spreadsheet in order to
evaluate the qualifications submissions.

Step 5: Shortlisting of the Most Qualified Firms

Upon receipt of the SOQs, the selection committee will screen the SOQs to determine
which firms are the most qualified and to determine a shortlist of which will be
interviewed for the project. The shortlist should be a minimum of three, if possible, of
the most qualified firms/vendors/consultants based on the requirements outlined in the
RFQ.

The Committee will review the SOQs and rate the respondents based on the following
selection criteria:

e Experience with the specific service being requested in modernization,
renovation and structural upgrade projects

e Experience with the DSA, if relevant

e Understanding of the scope of work, possible problems and solutions
e Management methodology to accomplish project

e Financial data and ability to meet insurance requirements.
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After the shortlist of the professional services firms/consultants is developed, the Bond
Program Management team will notify the shortlisted firms by phone and mail or e-mail
that they have been invited to interview. The professional services firms/consultants not
receiving an invitation will be sent a letter or an e-mail notification of their status. If an
interview process is deemed unnecessary, the most qualified firm will be determined,
and the process jumps to step 7.

Step 6: Interviews (If Required)

In this step, the Selection Committee interviews the shortlisted professional services
firms, vendors, or consultants and creates a ranked list of the most qualified firms to do
the work. The Bond Program Management team will arrange the interviews.

The Selection Committee will interview each of the firms for 30 to 60 minutes. At the end
of the interview process of all of the firms, a formal scoring and discussion will take place
to determine the ranked list.

Step 7: Letter of Intent

The Bond Program Management team will prepare and issue, through the Executive
Director of Construction Services, letter(s) of Intent to Award a Contract to the intended
firm(s) for selection by the District and Letter(s) of Regret to the remaining unsuccessful
firm(s). Letters of Intent shall include the Board Meeting dates, time and location
including weblink if available.

Step 8: Board of Education Approval

The Bond Program Management team will prepare an agenda item requesting the BOE to
approve the firm(s) determined by the Selection Committee to be the most qualified.

Step 9: Notice of Award

The Bond Program Management team will prepare and issue Notice(s) of Award through
the Executive Director — Construction Services. The letter(s) shall outline all required
documents to be executed and submitted within 5 days of receipt of the notice.

If the qualification process results in only one qualified firm, this will be the entire process.
When a pool of consultants exists, proceed to Steps 10 —12.

Step 10: Requests for Proposals

The professional services firms/consultants approved in step 8 will submit a fee proposal
based on their understanding of the scope of work. The Bond Program Management
team will review the draft proposal and fee and make suggestions that will be given back
to the professional firm. There may be several iterations of this step. The result will be a
proposal that is balanced and appropriate for the proposed scope.
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In the event a fee cannot be negotiated, the Bond Program Management team has the
option of terminating negotiations and starting negotiations with the second most
qualified firm. The District can move to the third most qualified firm if negotiations fail
with the second.

Step 11: Board Approval

Once a proposal has been accepted by the Bond Program Management team, an
agreement based on the proposal is prepared and sent to the professional services
firm/consultant for signature. The signed agreement is then submitted to the BOE for
approval. After approval by the BOE, the Superintendent signs the agreement. A fully
executed copy of the agreement is sent to the professional services firm/consultant.
Performance of the services is then scheduled with the Bond Program Management
team.

Step 12: Issue and Commencement

Prior to commencement of any services, the consultant shall provide all insurance
documents. Once received, services will be scheduled with the Bond Program
Management team.

b. Professional Services Under $50,000

For services under $50,000, utilizing a competitive solicitation process Request for
Qualifications (RFQ) or Request for Proposals (RFP) is optional at the discretion of the Bond
Program Management team. If an RFQ/RFP is not utilized, efforts made to ensure the best
value for the District should be documented in the project file and the activity logged into the
consolidated bid and procurement checklist and activity report. By approving this Manual,
the BOE delegates authority to the Superintendent or designee to negotiate and execute
consultant agreements for ongoing and anticipated school construction, modernization, and
maintenance projects up to $50,000. Such agreements will then be ratified by the BOE. For
professional services above $50,000, the BOE shall approve the agreements prior to services
being rendered.

The Superintendent is authorized to approve amendments up to ten percent of the original
agreement amount for each amendment. Such amendments would then be ratified by the
BOE. An amendment exceeding ten percent of the original contract price shall be approved
by the BOE prior to services being rendered.
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C. PROIJECT DELIVERY METHODS MOST OFTEN USED IN THE DISTRICT®

Construction projects in the public works sector are procured and constructed using various delivery
methods. The decision to use a specific method depends on numerous project factors: the
complexity of the work, dollar value, fund sources, project phasing, completeness of the design,
willingness of the District to take on risk, and time constraints. The decision to proceed with a specific
method must be determined in the early phases of a project. Delayed decisions on the delivery
method can hamper the design process, ultimately leading to cost overruns and schedule delays. The
most common delivery methods used by the District are traditional design-bid-build, CM Multiple-
Prime and lease-leaseback.

1. Design-Bid-Build

Design-Bid-Build (DBB) is the traditional construction delivery method and most common method
of public works construction, in which the District accepts competitive bids from contractors
based on a completed design of the project.. The DBB model separates design and construction
responsibilities by awarding them to an architect and/or engineer (A/E) and a general contractor
(GC). By doing so, DBB separates the delivery process into three phases: design phase, bid and
award phase, and construction phase.

During the design phase, the District awards a design contract to an architect. The architect is
responsible for completing a final project design and providing detailed construction drawings,
specifications and supporting documents.

In the bid and award phase, General contractors (GC) are invited to submit competitive, lump-
sum bids, and the District awards the construction contract to the GC submitting the lowest
responsive, responsible bid for a lump sum price. The project then moves into the construction
phase.

During the construction phase, the District monitors the GC’s performance by hiring inspectors of
record and usually retains the architect or a construction manager to provide construction
administration.

2. Construction Management Multi-Prime

The Construction Management Multi-Prime (CM-MP) delivery method is bid out similar to the
Design-Bid-Build method, but with individual trade bid packages for trade contractors, not a
general contractor. Rather than subcontractors bid and selected by the general contractor, each
package of trades is bid by the district, assisted by the construction manager. This delivery
method significantly changes the trade contractors’ relationship with the district by having them
contract directly with the district rather than with a general contractor. It also eliminates the cost
of overhead and profit from a single prime contractor. The construction manager will prepare bid
package summaries for all trades and the coordination of all of the bid packages required to build

5 accm Project Delivery Handbook, A Guide to California School and Community College Facility Delivery
Link: http://www.accm.com/documents/ACCMProjectDeliveryHandbook-2022Edition.pdf
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the project. The number of trades and bid packages can vary by project scope and size. The trade
bid packages are publicly bid pursuant to the public works low-bid selection process. Then the
construction manager manages the contracts of each trade. The on-site construction manager
replaces the general contractor’s role during construction by providing scheduling, supervision,
change order negotiations, and other activities required to build the project. This method allows
the district to select the on-site management services by qualifications, rather than low-bid,
while using the low-bid process for selecting prime contractors. This delivery method allows a
district flexibility to let approved design for early stages of construction out for bid before the
design for the entire project is complete, thus “fast tracking” the construction.

3. Lease-Leaseback

The Lease-Leaseback (LLB) delivery method uses an organization, now referred to as the Entity,
to develop a new building or improve buildings on property the district owns.

Under California law, a school district may use the lease-leaseback construction delivery method
to construct a building or buildings on property owned by the district pursuant to a lease of the
land to a contractor for a set term to allow for project construction. (California Education Code
(CEC) & 17400 et seq.) Beginning on Jan. 1, 2017, lease-leaseback became subject to new
statutory procedures, which include creating internal procedures for districts to select
contractors based on a request for proposal process that uses “best value” criteria. With these
detailed new procedures, lease-leaseback remains a viable construction delivery method that
allows the consideration of factors in addition to price, such as experience, safety record, and
performance.

The new lease-leaseback laws created under CEC § 17406 specifically allow schools to enter into
agreements before plan approval by the Division of the State Architect, thereby allowing
preconstruction services to be built into the lease-leaseback agreement itself. The law permits
development of a final guaranteed maximum price (GMP) based on objectively verifiable
information after the parties enter into the lease-leaseback contract, and after the parties have
had an opportunity to perform traditional preconstruction activities. This may reduce concerns
about conflicts of interest raised in prior court decisions where contractors performed
preconstruction services before being awarded the lease-leaseback contract. (See California
Taxpayers Action Network v. Taber Construction, Inc., 42 Cal.App.5th 824.)

Additionally, the California legislature has also adopted new laws for all lease-leaseback projects
to use a skilled and trained workforce and to prequalify all contractors and certain mechanical,
engineering, and plumbing subcontractors, per CEC §§ 17406 and 17407.5.

These laws are generally seen as efforts to increase competition and the quality of work, while
also providing clarity in the wake of legal cases challenging the validity of the lease-leaseback
method.
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W. SCHEDULE OF VALUES
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1. DIR Registration
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A. INTRODUCTION

Projects must start and be maintained in a professional and orderly fashion. Construction
administration ensures that projects are run in compliance with District, code, and agency requirements.
Once the construction contract is awarded, the Bond Management project team provides guidance
regarding continued compliance throughout the project duration. Construction administration includes
maintaining the integrity of the schedule, cost, and updates to the contract documents while tracking
and reporting on the status of each element with the potential for impact to mitigate claims.

B. CONSTRUCTION ADMINISTRATION TEAM

1.

Bond Project Manager

In the Construction Administration process, the Bond Project Manager (Project Manager) is the
designated representative of the District and has primary responsibility for communicating with
the Contractor(s). The Project Manager will handle all matters relating to the contract within the
limitations set forth in this manual and the contract documents. The Project Manager works
with the Contractor in a professional, cooperative, and business-like manner. Absolute integrity
is maintained. Fraternization with the Contractor's staff is discouraged. The acceptance of gifts
or favors from Contractors is forbidden. All contact will be made with the authorized
representatives of the Contractor, and not with subcontractors or vendors. The Project Manager
will not give direction to subcontractors. The Project Manager:

® Assures that the contract is administered in a fair and equitable manner and all
contractual actions are accurately and completely documented.

® Acts as liaison with the Board of Education, site staff and other district departments.

® Acts as liaison with the DSA Field Engineer, utility companies, public agencies, and
other governmental authorities whose facilities are affected by the project.

® Assures that the Design Professional and IOR document the Contractor's work for
compliance with the plans, specifications, and contractual provisions for the project.

e Updates project progress reports for the BOE, CBOC, and other stakeholders, as
needed.

e Monitors, reviews, approves, and tests as required by the specifications and
contract documents.

e Provides guidance to the Design Professional in the interpretation of the contract
drawings and specifications when clarification of the Owner's intent is needed.

® Assures that the IOR and Design Professional reject work which is not within
contractual quality, or which otherwise fails to meet other contract requirements.

e Stops work when imminent danger to personal safety or property is identified.

e Reviews and approves contractor Applications for Payment and forwards to the
Bond Program Manager, Executive Director — Construction Services and the
Assistant Superintendent — Business Services for signature.

e Reviews Change Order Requests, negotiates change, and recommends approval
when appropriate to the BOE.

® Administers the District’s interest and requirements with DSA using DSAbox.
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2. Design Professional

The design professional of record or designee is the primary contact for the design firm and will
be responsible for the duties outlined in the design consultant contract. Typically, this role is
fulfilled by the architect or an engineer.

3. Division of the State Architect (DSA)

DSA provides construction oversight for all public K-12 school facilities in the state. DSA ensures
all public school construction complies with the state building codes and provisions of the Field
Act. The Field Act contains additional building requirements specifically for public school
construction, including:

e Superior structural provisions for seismic safety.

e Drawings and specifications must be prepared by licensed design professionals.

e Continuous construction project oversight by inspectors certified and approved by
the DSA.

e Required verified reports from the project inspector, the design professional, and
contractors.

School facility project plans must be approved by DSA before a school district can enter into a
construction contract and before a school district can submit an application for funding from the
State Allocation Board (SAB). DSA’s approval process consists of three phases: Plan Review,
Construction Oversight, Closeout and Certification.

a.

Plan Review

Once plans are submitted, DSA conducts a code compliance review for:

Structural Safety

Fire and Life Safety

Accessibility

Energy Efficiency (if high performance funding is requested).

Construction Oversight

After plans are approved, the design professional or proposed inspector notifies DSA of the
start of construction. DSA reviews the qualifications and approves the proposed project
inspector. Visits to the construction site are scheduled by DSA field staff, who report on the
construction and performance of the project inspector to verify compliance with the
approved project plans and specifications. During site visits, DSA staff work closely with the
project inspector to assure that the intent of the plans and specifications are achieved and
that all required approvals are properly administered by the design professional. DSA field
staff review and approve all construction change documents, review all inspector and
laboratory reports and make recommendations regarding the closeout and certification of
construction. DSA also has authority to stop any construction in violation of building code.
DSA staff work closely with the design professional to achieve code compliance and to
administer construction certification.
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During the construction phase, many administrative and technical documents are generated
and submitted to the DSA, and are uploaded to the DSA box by certain stakeholders. These
can be found enumerated in the DSA 152 manual:

DSA-5: Inspector Qualification form
DSA-102: Contract Information form
Addenda, deferred approvals, and revisions
Inspector’s semi-monthly reports
Construction deviation notices

Lab test reports

Special inspection reports

CCDs (Construction Change Documents)
Correspondence

(1) The Project Inspector

As referenced in Section 1V, the Project Inspector is responsible for DSA compliance of
the project through daily inspections, oversight of materials testing, and coordination
with special inspectors. The procedure for the Inspector of Record (IOR) is outlined in
DSA for PR 13-01%: Construction Oversight Process. This form outlines the
responsibilities and procedures of DSA during the construction process.

(2) DSA Accepted Project Labs:

The testing lab for the project must have DSA acceptance through DSA’s Laboratory
Evaluation and Acceptance Program? prior to providing material testing or special
inspection services on public school or essential services building construction projects
under DSA jurisdiction. A laboratory is typically accepted into the Laboratory Evaluation
and Acceptance Program for a four-year period, unless the acceptance is withdrawn for
failure to continue to meet the requirements of the currently effective California
Building Code, Title 24, Part 1, Sections 4-335, 4-335.1 and 4-336.

(3) DSAbox

DSAbox is a secure cloud based collaborative solution initiated by the Division of the
State Architect (DSA) to allow greater transparency and communication between DSA
field engineers and designated stakeholders. DSA box allows DSA to set folder
permissions to document folders, versioning control, 24/7 mobile and desktop access,
and internal enterprise reporting for all documents submitted.

DSA box allows internal and external stakeholders to share, view and collaborate in real
time in one location on the web?. Forms which historically were mailed, processed and
filed in a cabinet can now be posted online in a matter of seconds, providing significant

1 DSA PR 13-01 Procedure: Construction Oversight Process (see Appendix E)
2 DSA 100-PRE: General Instructions for Applying to the DSA Lab Evaluation and Acceptance Program (see Appendix E)

3 Access to DSAbox Information & Instructions can be found at
https://dsabox.app.box.com/s/cddhjymdms4vOvtc6ft5/folder/1111639287
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savings in both time and money. In addition, the ability to access the document is
immediate and online, as compared to being stored in a location which was historically
inaccessible to external stakeholders.

All members of the construction team will use the DSA box for DSA required documents
and job cards, known as the “DSA 152 Card.” Note: until the District/A&E and IOR are
issued this card, the project cannot be ‘started”, and is at risk for a “Stop Work Order.”

c. Closeout and Certification

Project closeout is the process that DSA uses to determine that the constructed project
complies with the codes and regulations governing school construction. Project closeout
consists of an examination of specific project files for documents required to be submitted
before, during and after construction, and to determine if outstanding issues have been
resolved. After the file is examined, the project file is closed either with certification or
without certification.

Project certification is a letter issued by DSA certifying that the building project has been
completed in accordance with the requirements as to the safety of design and construction
pursuant to Education Code Sections 17280-17316 and 81130-81147.

MOBILIZING THE PROJECT

Mobilization means “to make ready” by reviewing and bringing together the factors of the
construction project, e.g., contract documents, bid package and anticipated construction
methodology as well as field staffing, in order to put into motion a well-organized plan of action.

1. Procore Project Set Up

Use the Project Creation Assistant to add a new project. Following are the steps:

Launch the Project Creation Assistant

Add Project Details

Add and Remove Tools in the Project Toolbox
Add Project Cost Codes

Update Directory

Upload Drawings

Upload Specifications

Upload Schedule

Sm e o0 T
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Launch the Project Creation Assistant

1. Mavigate Lo the company's Portfolio Lool.
This reveals the Portfolio page.
2. Click Create Project.

This launches the Project Creation Assistant.

Add Project Details

1 Make sure Project Details is highlighted in the right sidebar
2. Under General Information, do the following:

Create Project B Project Detaits
GENERAL INFORMATION

Praject Template

D0 not apgy 8 tempite.

Project Name*

St Brsopie Cabir Exparion /\(\0_

Praieet Trpe

Commercial
Click to upload
Project Stage

Coursn of Comstruction IMage st JPG. PG, o GIF, File Mas 3MB.

Estimabed Start Date Eutimated Completion Date Estimatint Broject Vakse

oanezve 8 tamarzoe @ §18,000.000.00

Proiect Descaiption

sare foat food g Canted

- Leom LTHr#oan

¥
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Notes:

= This field is only visible and available when the project templates feature is enabled on your company's Procore account.

= To select a template from the list, the desired project template must be active. See Configure a Project Template.

September 26, 2023

Project Name. Cnler the project name. This is Lhe streel address or construction project name. IL displays in a variely ol places in the Procore web application, including Lhe Select

a Project menu, CSV and PDF exports, and customn reports.

Project Photo. Click the pholo area and Lhen upload the pholo thal you wanl appear as Lhe projecl pholo on the projecl's Home page. The image must nol exceed the ZMB

maximum. It must also be saved in the GIF, JPG, or PNG file format. To change this photo at a later time, see Add or Edit Genera

Project Type. Selecl a projecl Lype from Lhe drop-down list. These seleclions are crealed wilh the company's Admin lool. See Add a Custom Project T

Project Stage Select a project stage from the list. Depending on your selection, additional Procore features may be enabled (eg
project’s Bidding tool will be enabled in Procore). These selections are created with the company's Admin tool. See Add Custo

Job Number. [nter a unique project 1D or number to differentiate it from other company projects

mation or Add a Project Photo

if you select the Bidding stage, the

s to Your Comn

hany

Estimated Start Date. Sclect the project’s anticipated start date. Later, you can compare this date with the "Actual Start Date’ Note: The '"Actual Start Date' field will inherit the

‘Estimated Start Date’ value that you enter here, unless you upload a project schedule. See Upload a Project Sche File to Procor

Project Schedule using Procore Drive.

eb Application or |

a Microsoft

Estimated End Date. Select the anticipated project completion date. Once the project has begun, you can compare this field against the actual finish date.

Project Description. Enter a brief project summary

Estimated Project Value. Enter the anticipated project value upon completion. Enter a value to the nearest whole number. For example, if your project’s estimated value is $18

million dollars, enter $18,000,000.00 in the box.

~ Under Account and Contact, do the following:

ACCOUNT AND CONTACT
Office Project Address
Headquartere hd 956 S Seaward Ave
Country State
United States California
City ZIP
Ventura 93001
Timezone Job Phone Job Fax
(GMT-08:00) Pacific Time (US & Canada) hd (805) 555-0000 (805) 555-0001

. Office. Choose Lhe office Lhat is managing this projecl. These selections are crealed in the company’s Admin tool. See Add an Office Location.

. Project Address. Cnler Lthe job site's physical address.

Notes

= |f your company's is using the Procoret Sage 300 CRE integration, do NOT enter commas () in the Project Address field.

= Procore’s 'Project Address' and 'ZIP' fields are integrated with third-party services

= Dark Sky (Dark Sky). This service permits the display of 'Project Weather' information on the Procore project's Home page, as well as under the 'Observed Weather

Conditions' information in the project's Daily Log Tool.

= Procore also uses a third-parly service Lo automatically determine the County name. Since this is aulo-delermined, there is no data-entry for County in the Creale New

Project page. To change the County value, see Add or Edit General Project Information.

= | you experience any issues with a third-party weather service, see Why isn't my project w

Log w her log?

Country_ Select the country from the drop-down list

State. Select the state from the drop-down list.

. City. Enter the full city name. Note: Do NOT abbreviate the city name

ZIP Cnter the ZIP/postal code.
Timezone. Choose Lhe correcl Lime zone for Lhe project. This Lime zone will delermine Lime stamps on items in the projecl.

Job Phone. Enter in the main contact phone number of the job site. Team members will be able to see this phone number and use it if desired.

. Job Fax. Enter the onsite fax number here (il available). This gives team members the ability Lo see and use Lhe project's fax number when needed.

working? and Why are the weather conditions not showing on my Daily
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4. Under Advanced, do the following:

ADVANCED
Project Flag Departments Bid Type Cwner Type

Green v Shopping Centers v Competitive Bid v Owner Builder/Developer v

Shopping Centers @

Square Feet Program Region

260000 Private v West v
Parent Job Warranty Start Date Warranty End Date

Seaward Shopping Center | X - o04/14/2018 A 040620019 A

Il

0

=}

=

Active Project?

Project Flag. Select a color for the project flag from the drop-down list. The system's default color selections are: RED, YELLOW, and GREEN. This lets you visually organize your
projects (e.qg., you might wanl Lo flag internal projects as RED and commercial projects as GREEN)

Departments. Select one or more departments who have responsibility for the project. These departments appear in the Timecard and Direclory Lool, and may also appear in
other Procore tools depending on your company's specific configuration. These selections are created with the company's Admin tool. See Custom Company Projects.

Bid Type. Select the bid Lype from Lhe list. These seleclions are crealed wilh the company's Admin lool. See A 1 Custom Bid Type.

Owner. Selecl Lhe owner Lype from the list. These seleclions are created with the company's Admin Lool. See Add a Custom Owner Type
Square Feet [nler Lhe projecl's square [oolage.

Program. Selecl the program under which to classily your projecl. You can view your projects by program wilh the Programs Lool. These selections are crealed wilh the
company's Admin tool. See Create Company Programs

Region Select the region into which you want Lo classily your project. You can view projects by program with the Portfolio tool. These seleclions are crealed wilh the company's

Admin tool. See Add Project Regions.

Parent Job. Select the name of the parent project in Procore from the list. In Procore, a parent job is a Procore project that has been designalted as the 'parent’ project for one or
more related project(s) in Procore's Portfolio tool. To learn more, see Wh the difference between a job, a parent job j

Warranty Start Date. Select the slarl dale for Lhe conslruclion contract v

rranty.
Warranty End Date. Select the end date for the construction contract warranty.

Active Project? Place a checkmark in this box to classify the project as Active (recommended) or clear the checkmark from the box to classify it as fnactive.

Click Create Project.
This button turns GREY and becomes unavailable for further use.

6. Choose from these nexl sleps:

If you applied a project template and the template defines the desired project tools, you will skip to Add Project Cost Codes.

If you did not apply a project template or your template does not define the desired project tools, you will continue with and Remove Tools in the Project Toolbox.
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Update Directory

1. Make sure Directory is highlighted in the right sidebar.
This reveals the Directory page

0

Seaward Shopping Center Ill

& Toos
DIRECTORY W] costcode
1f using a proj Pl be added project. If you have award acts, they d here or you can add 4
contacts through the project Directary tool ater. &  Directory
- N EY  Dravings
B 0 specifications
Permission Template Project Role Notity?

Select All / Glear Al

&

[ exampie concreteLLe

&

[l LADLandscape Services

@ &

Subcontractor . -

2. Add contacts and companies from the Company Directory Lo your Project Direclory as follows:
a. If your project is based on an existing project template, you can add all of the companies and employees lor Lthose companies by clicking Select All.
b. To add a company from Procore's Company Directory and all of thal company’s employees, begin typing the company name. When the system finds the appropriate match, select
Lthe company from the list. This adds both the company and people Lo the Project Directory.

c. To add a person, begin typing the person's name. When the systemn finds the appropriate match, select that person from the list:
Notes

= |f you want to remove a company or a person, click the RED

= |f you want to remove all company or people, click Clear All
3. For each person thal you've selecled Lo add, do the lollowing

a. Permission Template. Select the desired permission template from the list or choose "Apply a Template Later.” Important! This is a required setting for all of the users that you
intend to add. To learn how the selections in Lhis list are crealed, see Mana

Permission Templates

b. Project Role. Select the project role for the user. The selection you make here will list the person for each selected role on the project’'s Home page. To learn how the selections in
Lhis list are crealed, see Add a C 1 Proj

Role

4. Click Next.
A GREEN banner appears al Lthe top of Lthe page Lo confirm the number of companies and people added
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Upload Drawings

1 Make sure Drawings is highlighted in the right sidebar.
This reveals the Upload New Drawings (PDF Files Only) page.

2. Do the following:

NEL C

Seaward Shopping C...

Seaward Shopping Center Ill
|||!|| Cost Code
UPLOAD NEW DRAWINGS (PDF FILES ONLY) £ Directory

E Drawings

|
% AttachFile(s) Drag and Drop File{s) | —
' 1 Specifications
A121_SECK A113_FIRST FLOOR - REFLECTED CEILING PLAN Rev.0markup pdf
A112_FIRST FLOOR - ANNOTATED PLAN Rev.0 markup.pd AL111_FIRST FLOOR - DIMENSION PLAN Rev0 markup pef - s ? e
Upload Drawings
A100_ ARCHITECTURAL SITE PLAN Rev.0.oc Sy ACOI_ LIFE SAFETY PLANS Revpdf sssssss
[B Are my drawings best formatted for uploading?
SetName '@ Set Date © Default Drawirg Date © Default Received Date @
Architectural Drawing Set 03052018 (3 0305208 [ 3

&

Learn Mare

£ Back

| https:/fapp procore.

= %0 learn how to format drawings before uploading them to a project, see How can | improve the accuracy of OCR on my

wings?

= To skip this step and upload vour project’s drawing(s) at a later tirme, click SKip. When you are ready to upload your drawings, see Upload Dra

gs.

a. Attach File(s). Click this button to choose from these options: Upfoad a file from your computer, Select a file from Procore, or if you have enabled the Box integration, Select a
file from Box.
OR

b. Drag and Drop File(s) Use a drag-and-drop operalion Lo move files from your compuler or nelwork Lo this area on Lhe page.

c. Set Name. Cnler a name for Lhe drawing sel

d. Set Date. Select a date for the drawing set using the calendar control.

e. Default Drawing Date. Select a date for the drawing(s) using the calendar control

. Default Received Date. Select the received date for the drawing(s) using the calendar control

3. Click Next
The system processes the drawings in the background.
Note: You do NOT need Lo wail for Lthe upload to complele. When finished, the syslem sends you an automated email notification with the subject line, "Drawing Upload Complete.”
To learn how to review and publish your drawings, see F w Drawings and then Publish D
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Upload Specifications

Make sure Specifications is highlighted in the right sidebar.

The Upload Specifications (PDF Files Only) page appears.

Note: If you want to skip this step and upload a specification at a later time, click Skip. This closes the Project Creation Assistant. When you are ready to upload your specifications at
a later time, see Uplo Spec tions

N

Do the following:

d Shopping Center Il E

Cost Code
UPLOAD SPECIFICATIONS (PDF FILES ONLY) & Directory
B EY  Drawings
3 i Drag and DropFile(s) | PO
@ | 1 I Specifications

Al files must be PDFs. Are my specifications best formatted for uploading?

SetName* SetDate Default lssved Date Default Received Date

Spec Book: Seaward Il Expansion oszoe M onsoe g ozo208 8

FTJUESS:
= To learn how to format specifications before uploading them to a project, see How can | improve

Attach File(s) Click Lhis bullon to choose lrom Lhese oplions: Upload a file from your computer, Select a file from Procore, or if you have enabled the Box inlegration, Select a

a
file from Box.
OR

b. Drag and Drop File(s). Use a drag-and-drop operation to move files from your computer or network to this area on the page.

c. Set Name. Cnler a name for the sel.

d Set Date Selecl a dale for Lthe sel using the calendar control

e. Default Issued Date. Select a date for the file(s) using the calendar control.

i Default Received Date Selecl Lhe received dale for the file(s) using the calendar control

3. Click Next.
The system processes the specification upload.
Note: You do NOT need Lo wail for the upload to complete. When finished, the syslem sends you an aulomated email nolification with the subject line, "Specification Upload
Complele.” To learn how Lo review and publish your specificalions, see Review and Publish Specifications

2. Project File Hardcopy

Sequence of File Name: Project Site — Project Name — Project Number
Correspondence
Architect
Engineers/Designers Reports
Contract
Financial:
Change Order Log
Applications for Payment w SOV
Change Order 1, etc.
Estimate
PCOs
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Negotiation Correspondence
DIR
DSA
Insurance
Issue 1 — Name, etc.
Logs/Registers
RFI
Submittals
Closeout
Meetings
Owner
Contractor
Special
Records Requests
Schedules

3. |Initial Project Overview — FORM

After creating the Project file, an initial review of a new project is the first step in initiating
Construction Project Administration. The review includes a status check of the following:

e Project Name

e Project Number

e Date of BoE Award

e Date of Notice to Proceed

e GC Project Manager & Assistant Project Manager and contact information
e Superintendent(s) and contact information

e Architect & Representative and contact information
e Engineers (Civil, Structural, Mechanical, Electrical, Plumbing) and contact information

CONTRACT DOCUMENTS:

e Plans with date and DSA Approval set date (if different)
e Specifications date and DSA Approval set date (if different)
e List of Bid Addendums documents with index list including dates

e  Prime Contract documents with index list including dates
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CONTRACT FINANCIAL SUMMARY Outline

Base Bid: S

Alternate: () S (Add — Deduct) Total Alternates S

Alternate: (_) $ (Add — Deduct) Total Contract S

Alternate: () $ (Add — Deduct) Value S

Alternate: () $ (Add — Deduct)

Liquidated damages

List of additional Contract Documents for this project:

Unit Prices (YES) (NO)

Subcontractor List (YES) (NO) with percentages of work (YES) (NO)
Prevailing Wage Notice (YES) _ (NO)

Date of DIR PWC-100 and Assigned Number

Payment Bond (YES) (NO)

Performance Bond (YES) (NO)

Due Date for CPM Schedule:

Contract Completion Time: (w.D.orC.D.)

What is Completion date specified within contract documents?

How much time is allowed for contractor to commence work after notice to proceed is
received? (W.D.orC.D.).

Name of Testing Lab:

Is Laboratory selected by the Owner or Contractor?

If by Contractor, does it require approval by the Owner/Architect? (YES) (NO)
Are permits required (YES) (NO) , Who is responsible to obtain and pay for the
permit?

Number of samples required for submittal:

Where are As-built drawings being developed and maintained during the course of this project:

Owner: Architect Subcontractor
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CHANGE ORDERS - What is the format for pricing change submissions?

Itemized breakdown: Lump Sum Unit Pricing
Is there an allowed mark-up for the subcontractors? (YES) (NO) %
DELAYS - Any delays to the project must be documented within days of the occurrence

by means of a time extension request.

PAYMENTS - Progressive payments are based on the period of the th of each month to the
th of the following month.

List allowances provided by the contract documents:

Item: Amount: $
Item: Amount: $
Item: Amount: $

List contractor allowances required by the contract documents:

Item: Amount: $
Item: Amount: S
Item: Amount: S

List district-furnished items or any separate prime contractors and their scope of work:

List all Contractor test and inspection requirements:
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4. Test Inspections List

Attach a list of test inspections called out in the Specifications for this project to the Procore file.

D. SCHEDULES

1. Contract Time. Contractor shall perform and reach Substantial Completion within the time
specified in the construction agreement. Moreover, the contractor shall proceed using a
properly developed Master Baseline Schedule.

2. Commencement Date. The Project commencement date found in the Notice to Proceed for the
Project in accordance with the agreement.

3. Substantial Completion. The stage in the progress of the work when all of the requirements of
the contract are completed, except punch list items, and all deliverables have been submitted,
except final warranties,guarantees, and record document submittals.

4. Completion Date. The date when all work for the project, including the correction or
completion of any remaining punchlist items, must cease. Monies shall be assessed against the
contractor for any incomplete punch list items or undelivered record documents, and a Notice
of Completion can be issued.

5. Schedule Definition. A schedule is the contractor’s view of the practical way in which the work
will be accomplished. Contracts include a requirement for a Baseline Schedule and regular
Schedule Updates that show all work to be completed during the Contract Time.

The contractor is responsible for preparing an ongoing, and periodically updated, Master Project
Schedule for the Project Manager’s review and acceptance showing major construction
milestones, including but not limited to: start of construction, mobilization, demolition,
abatement, site work, foundations, structure, mechanical/electrical/plumbing/fire sprinkler
(MEPF) systems, building envelope, exterior finishes, interior finishes, landscaping/hardscaping,
and Project Completion Date.

Contractor shall check requirements for the local city and county and confirm working hours and
days, testing schedules at the District for days when work shall not occur, other critical days
when work cannot occur, mitigation measures in the EIR that may affect the ability to Work on
the Project. This review shall help the Contractor to build a working schedule for the Project.

Project Manager ensures the contractor also understands the length of the Project schedule and
has incorporated an appropriate budget to include labor, material, and equipment escalation
costs into the Gross Maximum Price (GMP).

The District will not accept any costs associated with these increases unless the nature of such
increases could not have been adequately budgeted for as required above. The District shall not
be responsible for reasonably expected market fluctuations in costs or labor rate increases
during the Project. Contractor further has incorporated all cost increases in areas of work
where there may be schedule variations so that cost increases are not passed through to the
District.
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Master Project Schedule (MPS). The MPS shall follow the Critical Path Method (CPM) and must
include the following information:

Detailed work activities properly sequenced for trade coordination planning as needed to
ensure that the Project can be completed within the allotted construction schedule. The Project
Manager will review and ensure that the MPS includes:

e Detailed work activities properly sequenced for trade coordination

® Plans to ensure the Project can be completed within the allotted construction schedule
e |dentification of long lead items

e Consideration for curing times (noted and identified)

e Defined procurement schedule requirements

o Defined submittal schedule requirement

e Timeline and schedule planning as necessary to ensure that the Project can be constructed
within the allotted timeframe.

In the Master Project Schedule, Contractor shall coordinate and integrate Contractor's Services,
the Architect's services, the construction of the Project, the District’s responsibilities, inspection
requirements, document review periods, and all other activities required for Project completion,
highlighting critical and long-lead-time items.

Should the schedule for the construction of the Project be extended due to an added scope of
work as directed by the District and approved by the Board or an extension of the schedule
related to governmental agency approvals necessary for completion of the Project, the time for
performance under this Agreement shall be extended and Contractor shall be compensated for
this extension as mutually agreed by the parties.

Schedule Updates. Contractor shall update the schedule each month to address actual start
dates and durations, percentages of completion for activities, actual completion dates,
estimated remaining duration for the Work in progress, estimated start dates for work
scheduled to start at future times and changes in duration of Work items.

Working Schedule — 6-Week Look Ahead. The six-week look ahead schedule is the working
schedule used daily to track the on time status of a project. The schedule reviews one week
back, and five weeks forward, broken down into trade scope/stage, by man load and
performance time, in days. The Project Manager reviews and continues to approve the ongoing
schedule, and then re-confirms that work hours planned are actual man hours performed.

Listing of Items Causing Delays. Schedule Updates shall provide a listing of activities which are
causing delay in the progress of Work and a narrative shall be provided showing a description of
problem areas, anticipated delays, and impacts on the Construction Schedule. Simply stating
“District Delay” or “Architect Delay” shall be an inadequate listing.

The Design of the Look Ahead Schedule is a spreadsheet. The spreadsheet tracks the remaining
duration of time for a work scope, the activity, and the dates (1 week back and 5 weeks
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forward), noting weekends, holidays, and off days. Each cell notes the man load per day by
trade/scope and columns tally the overall planned daily man load of the project.

9. Schedule — Additional Components. (See District Contract Specifications).

10. Submittals and Shop Drawing Schedules

Schedule Requirements for Submittals. Contractor shall obtain and shall submit all required
Submittals (i.e., Shop Drawings, Deferred Approvals, Samples, etc.), in accordance with

Contractor’s “Schedule for Submission of Shop Drawings and Samples.”

Consideration of Schedule. The Project Manager will ensure that the contractor has considered
lead times, DSA or other agency governmental review times, Architect or Engineer review times,
manufacturing seasons, and specific long lead procurement concerns for all submittals for the
Project.

All Submittals for the Project, except those specifically agreed upon by District and Architect in
writing, shall be specifically incorporated into the submittal section of the schedule so as not to
delay the work. It is further noted that an agreement to allow a late submittal does NOT mean
that the agreed upon submittal schedule is waived. The contractor shall order materials and
ensure prices are honored and secured for the Project.

The Project Manager shall ensure that a Submittal shall not result in any increase in the Contract
Price or extension of time for the completion of the Project.

Piecemeal Submissions of Submittals. Piecemeal Submittals mean providing portions of Shop
Drawings or Submittals as they are being completed. The submission of piecemeal Submittals
results in the appearance of a submission where there is inadequate information for the
Architect or Engineer to perform a proper submission review. Piecemeal differs from
submission of complete buildings or phases of buildings or complete assemblies. The Architect
may agree to allow submission of single buildings or areas as long as the Submittals are
complete.

E. TEMPORARY FACILITIES AND TRAILER SET UP

Inspector’s Office

Site Trailer

Site vandalism and theft prevention, etc.
Utilities

Electrical

Heaters

A/C

Phone

Internet

Drinking Water
Safety/Security Systems
First Aid
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Fire Extinguishers
Storage/Laydown Area
Sanitary Facilities
Trash/Dumpsters/Cleanup
Parking Areas

Egress — Entrance/Exit
Fencing
Barricades/planking

CONSTRUCTION SITE BEST MANAGEMENT PRACTICES (BMPs)

The greatest water pollution threat from soil-disturbing activities is the introduction of sediment
from the construction site into storm drain systems or natural receiving waters. Soil-disturbing
activities such as clearing, grubbing, and earthwork increase the exposure of soils to wind, rain, and
concentrated flows that cause erosion. A three-pronged approach is necessary to combat this storm
water threat:

1. Temporary soil stabilization practices reduce erosion associated with disturbed soil areas (DSAs).
2. Temporary run-on control practices prevent storm water flows (sheet and concentrated) from
contacting DSAs.

3. Temporary sediment control practices reduce sediment caused by erosion from entering a
storm drain system or receiving water.

Soil stabilization BMPs reduce the erosive impact of rain on exposed soil. Run-on control practices
reduce the erosive impacts by preventing storm water flows from contacting DSAs. Sediment control
BMPs remove sediment from storm water by ponding and settling, and/or filtering prior to
discharge offsite. It is imperative that soil stabilization and sediment control BMPs are implemented
together to reduce the discharge of sediment from the construction site.

The following conditions on construction sites contribute to erosion caused by storm water flows:

® larger areas of impermeable structures and surfaces reduce natural infiltration resulting in
increased storm water flow volume and velocity.

® Changes to surface flow patterns cause storm water flows to be more erosive.

® Concentration of flows to areas that are not naturally subjected to such runoff volume
increases erosion.

Proper management of a construction project minimizes or prevents soil erosion and sediment
discharges. Good construction management for soil conservation requires an understanding of the
following basic principles:

Soil Erosion Control — The first line of defense soil stabilization is a key component in the control of
erosion. By stabilizing DSAs with covers or binders, the exposed soils are less likely to erode from the
effects of wind or rain.
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Prevent Storm Water Flows from Contacting DSAs — The second line of defense, another key
component in the control of erosion, is the diversion of storm water flows around DSAs or the
conveyance of flows through DSAs in a non-erosive manner.

Sediment Control — The last line of defense, storm water runoff, may originate from active or
inactive DSAs, whether or not proper erosion and/or run-on controls have been implemented.
Implementing proper sediment control BMPs can reduce sediment amounts in storm water
discharges.

Combine Soil Erosion and Sediment Control — Effective Protection

An effective combination of soil erosion and sediment controls should be implemented to prevent
sediment from leaving the site and/or entering a storm water drainage system or receiving water.

Soil stabilization and other erosion control BMPs are not 100 percent effective at preventing
erosion. Sediment control BMPs alone are not 100 percent effective primarily due to their capacity
limits. To be effective for storm water protection, the amount of sediment must be reduced at the
source using soil erosion control BMPs, and then sediment control BMPs are used to further reduce
the sediment that leaves the site or enters the storm drain system.

Inspection and Maintenance — To ensure protection for the duration of the project, inspection and
maintenance are required for all BMPs to maintain effectiveness for reducing or eliminating the
amount of sediment that leaves a site. The soil-disturbing nature of construction activities and the
use of a wide range of construction materials and equipment are the sources of contaminants with
the potential to pollute storm water discharges.

Common construction activities that increase the potential for polluting storm water with sediment
include:

® (Clearing and grubbing operations

® Demolition of existing structures

® Grading operations

® Soil importing and stockpiling operations

® (Clear water diversions

® |andscaping operations

® Excavation operations

Common construction materials with the potential to contribute pollutants, other than sediment, to
storm water include the following:

® Vehicle fluids, including oil, grease, petroleum, and coolants

® Asphalt concrete (AC) and Portland cement concrete (PCC) materials and wastes
® Joint seal materials and concrete curing compounds

® Paints, solvents, and thinners

® Wood products
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® Metals and plated products
® Fertilizers, herbicides, and pesticides

Construction-related waste must also be managed to prevent its introduction into storm water.
Typical waste on construction sites includes:

® Used vehicle fluids and batteries

® \Wastewater from vehicle cleaning operations

® Green waste from vegetation removal

® Non-storm water from dewatering operations

® Trash from materials packaging, employee lunch/meal breaks, etc.
® Contaminated soils

® Slurries from sawing and grinding operations

® \Wastewater/waste from concrete washout operations

® Hazardous materials waste

® Sanitary waste

G. CONTACTS WITH THE PUBLIC AND MEDIA

Most District projects will draw the interest and attention of the public. It is essential that the
Project Manager conduct himself in a manner that will encourage the respect and confidence of the
public. Questions by the public of a detailed nature, requests for public presentations, and items of
a similar nature will be referred to the Assistant Superintendent — Business Services. Complaints by
the public regarding any aspect of the contract will receive immediate attention. In the event the
complaints continue, the matter will be pursued by the Project Manager until an adequate
explanation can be provided.

H. CONCERNS AND COMPLAINTS

It is important to conduct construction operations in such a way as to obtain the cooperation and
satisfaction of the public and the site. The Project Manager will ensure enforcement of contract
requirements related to noise and other disturbances. Generally, concerns or complaints will be
based upon the following types of occurrences:

Noise

Vibration

Wet conditions
Dusty conditions
Obstructions
Unsafe conditions
Trash accumulation
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In the event of a complaint, the Project Manager will respond to the complaint promptly, will work
to address the issue, and will report the circumstance to the Assistant Superintendent — Business
Services.

PHOTOGRAPHS AND VIDEO RECORDINGS

The Project Manager will obtain adequate photographic and/or video records of the progress of
each project. The photographs and video recordings will be dated, properly identified, and filed.
Photographs and video shall not include the faces of any student without the written permission of
the student's parent or guardian. Any photos or videos that contain students must be reviewed and
approved by the Superintendent prior to any public use or posting on the internet.

COMMUNICATIONS

To the greatest extent possible, communications should be generated within Procore.
Communications not generated within Procore (such as email) shall be uploaded into Procore. Hard
copy communication or documents, including handwritten documents, shall be loaded into Procore.

All communications between construction team members shall be copied to Bond Program
Management.

All inspection requests and communications will be directed to the IOR for coordination. These
communications include items related to assistant inspectors, special inspectors, material testing
firms, etc.

1. Oral Communications
None of the parties shall rely on oral communications. All final decisions shall be rendered as
written communications so that they are enforceable.

2. Written Communications
Written communication will be handled through Procore and email. Handwritten
communications are acceptable if legible, in proper form and complete with signatures of
authorization/receipt. Any communication with State Agencies will be formalized in letter form
or by other methods provided by that agency.

3. Mail and Deliveries
Correspondence and/or deliveries by US Mail, UPS, FedEx or other companies should be
addressed to the Project Manager. Originals will be scanned and filed.

4. Telephone Conversations
Telephone conversations should be followed up with an email to record pertinent information.
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K. PROJECT MEETINGS

Formal meetings will have a prepared agenda approved by the Project Manager. Meeting minutes
will be recorded and tracked in Procore.

Project meetings will be held weekly unless the Project Manager agrees that the amount of work in
progress justifies a change in frequency.

The meetings typically cover the status of the following, at a minimum:

Review of the schedule

Review of progress on the project

Review of any issues raised by the IOR or Design Professional
Review of Submittal Log

Review of Request for Information (RFI) Log

Review of Potential Change Order (PCO) Log

Review of any issues raised by the Project Manager

Review of the draft payment request (at least once per month)

It is imperative that comprehensive minutes be recorded during each meeting. Transcribing of the
meeting minutes should take place within one or two days of the meeting. After review, minutes
should be distributed to all parties in attendance by email or in Procore. At the bottom of all
meeting minutes, the following sentence should be included, "Please submit any corrections,
revisions, additions or deletions within 48 hours; if none, the meeting minutes will be filed as sent."

L. CONTRACT DOCUMENTS

The Project Manager will furnish a complete set of contract documents (specifications and drawings
in half-size, if requested), including addenda, for each assigned project. The Contractor will receive
additional copies of specifications and drawings as stipulated in the contract.

The Project Manager will ensure that construction team members receive any contract document
updates.

If questions, discrepancies, omissions, or conflicts arise regarding the contract documents, drawings,
or specifications, the Project Manager will administrate a resolution. If legal interpretation is
required for any provision in the contract documents or for a situation that arises, the Project
Manager will review the topic with District legal counsel and notify all parties concerned of the
result.

M. LABOR COMPLIANCE

All public works projects must pay prevailing wages. Within 39 days after award of the construction
contract, the District will submit contract information to the Department of Labor in the Division of
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Industrial Relations (DIR) for enforcement, and the department becomes the repository for all
payroll records.

RECORDS REQUESTS

A public records request will be submitted to the Superintendent. The request will then be sent to
the Project Manager, who will work to extract the appropriate records for delivery to the
Superintendent. In the event the request is sent directly to the Project Manager, the Project
Manager will send a copy to the Superintendent.

Labor organizations have a right to more personnel payroll information than the public and
therefore the redaction requirements will differ depending upon who is requesting the information.

IOR’s DUTIES AND RESPONSIBILITIES

It is the responsibility of the IOR to ascertain that the materials used and workmanship employed on
the project is in accordance with the contract documents. The IOR is responsible for all inspection
and quality testing on the project, whether done personally or by assistant or special inspectors.

Both Procore and DSA Box are a repository for project drawings and specifications for digital access
and reference by parties responsible for project implementation.

1. Daily Inspection Report

A daily inspection report (Daily) will be completed by the assigned IOR for every contract
workday. Each Daily will describe the work performed, instruction given or received,
unsatisfactory or nonconforming work, delays, contractor personnel, equipment, and any
additional documentation required by the Design Professional and/or Project Manager,
including but not limited to; specialty inspectors and a summary of the required inspections,
tests performed on-site, weather conditions to include precipitation, etc.

2. Test Reports

The IOR will keep a complete and accurate report of tests performed to verify specification
requirements. The items to be included in the Test Report are the following:

® Project contract number and description of contract work.

e Type of test and specification(s) reference.

e Person/Company performing the test, location, date and equipment used.

e Sample source and date secured.

e Narrative description of tests performed.

e Results of tests, given in units required by specifications and, as appropriate, units of
recognized standards.

e Recommendation as to acceptance or rejection.

e Signature of responsible person controlling the testing work.

e Alist of observers.

e Required follow-up action if test results were not in conformance.
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3. Semi-monthly Reports

The IOR's Semi-monthly Reports will document all issues of importance as required by DSA.
Conferences with the contractor and/or other parties, significant information regarding material
equipment and personnel, weather or delay causes, as well as any other issues having a bearing
on the project will be included. Potential differences with the contractor such as responsibility
for performing specific work will be addressed in detail. Particular care will be taken to record
and preserve all possible data and/or evidence with respect to any matter which may become a
basis for a contractor claim.

P. INSPECTION AND TESTING

1. Inspection
Inspections by the District are for the sole benefit of the District and do not:

Relieve the contractor of responsibility for providing adequate quality control measures.
Relieve the contractor of responsibility for damage to or loss of the material before
acceptance.

Constitute or imply acceptance.

Affect the continuing rights of District acceptance of the completed work.

When contractually required, materials will be sampled, inspected, and/or tested at the source
or fabrication plant prior to shipment to the project. When off-site inspections are required, the
IOR will coordinate scheduling with the Project Manager prior to performing off-site work.

A procedure for deficiency notices to address non-conforming work will be implemented by the
IOR. These notices will be used to establish plans for remedial actions and to document
acceptance of corrected work.

The District provides inspection and testing at its cost during the normal eight (8) hour workday,
Monday through Friday (except holidays). Work performed by the Contractor outside of normal
hours requires advance authorization from the Project Manager. Related costs, including
inspections, generated by the recovery work are tracked in Procore using the Change
Management tool, once off-hours work has been authorized.

2. Testing Disputed Items

When it is suspected that work is deficient or not in compliance with the specifications, the IOR
will notify the Project Manager and request testing of such work. The testing/work will be
tracked in Procore by the construction team using the change management tool.

The testing consultant will comply with the DSA Tests and Inspection requirements, which
identify the specific material testing requirements and/or procedures to be used in complying
with the DSA testing provisions of the contract documents. This portion of the plan will include:

e Name of testing laboratory and/or consulting firm(s) with primary quality control
responsibilities and a detailed description of the services to be provided.
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e Specific procedures for determining that the requirements of the American Society for
Testing and Materials (ASTM) cited in the contract documents are satisfied in every
respect.

e A listing of all tests required by the contract documents, including type, frequency,
method of sampling, applicable standards, and acceptance criteria and/or tolerances.

The testing consultant will regularly prepare and submit reports to the IOR and Project Manager
that document the results of all material testing. Failed tests and/or tests that did not meet
applicable standards will be highlighted. At completion of the project, the Testing Consultant
will submit a final project material test and quality report (DSA Final Verified Reports).

3. Testing

It is the responsibility of the materials testing firm (or firms) to test materials used on the
project as required by the construction contract.

The Project Manager or IOR may determine the need for other types of tests, such as the
monitoring of noise levels, vibration levels, subsurface movements, verifications of surveys and
layout work. All requests for additional testing will be reviewed and approved by the Project
Manager. Approval may require new or amended consulting contracts. A complete record of all
tests performed will be maintained in Procore by the IOR and construction team using the
Change Management tool. The records will be filed and copies distributed to the Project
Manager, Design Professional, IOR, and DSA, in accordance with current law and the Contract
Documents.

The Project Manager is responsible for coordinating and verifying with the IOR the receipt of the
necessary test results prior to authorizing payment to the designated Testing Consultant. All
field reports will be directed to and received by the Project Manager.

Q. AS-BUILTS

The Project Manager will verify that the Contractor and/or the IOR are maintaining an accurate as-
built schedule, if required by the contract. The Inspector's Daily Report will also note the actual start
and finish of activities. Schedules will be updated on a weekly basis to:

e Develop an as-built schedule as each project progresses

e Determine actions required to reach the project milestones

e Document delays and other unforeseen influences on each project schedule that could
develop into claims

At project meetings, the construction team will review the schedule. In the event portions of work
are in danger of being delayed, or actually are delayed, the Contractor must develop and present a
recovery schedule. Potential or actual delays and plans for correction will be reported to the Project
Manager.
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Throughout the duration of the Project, Contractor shall maintain on a current basis an accurate and
complete set of As-Built Drawings (and Annotated Specifications) clearly showing all changes,
revisions to specifications and substitutions during construction, including, without limitation, field
changes and the final location of all electrical and mechanical equipment, utility lines, ducts, outlets,
structural members, walls, partitions, and other significant features. In case a specification allows
Contractor to elect one of several brands, makes, or types of material or equipment, the
annotations shall show which of the allowable items the Contractor has furnished. The Contractor
will update the As-Built Drawings and Annotated Specifications as often as necessary to keep them
current, but no less often than weekly.

e Updates. Contractor shall update As-Built Drawings with complete information on an area
of Work at or near the time when the Work is being performed, prior to any DSA 152 sign
off, and prior to any Work being covered.

e Storage. The As-Built Drawings and Annotated Specifications shall be kept at the Site and
available for review and inspection by the District and the Architect. Failure to maintain and
update the As-Built Drawings is a basis to withhold scheduled Progress Payments.

e Upon Beneficial Occupancy. Upon Beneficial Occupancy, Contractor shall provide a copy of
the As-Built Drawings and Annotated Specifications on bond paper along with digital files of
the same and transmit them to the Project Manager.

® As-Builts at Completion of Work. On completion of the Work and prior to and as a condition
precedent to the Application for Retention Payment, the Contractor will provide one neatly
prepared and complete set of As-Built Drawings and Annotated Specifications to the District.
Contractor shall certify the As-Builts as a complete and accurate reflection of the actual
construction conditions of the Work by affixing a Stamp indicating the Drawings are As-
Builts and Certifying Accuracy on the final set of As-Builts.

e Log of Control and Survey Documentation. Contractor shall complete and maintain an
accurate log or all control and survey documentation for the Project as the Work progresses.
All reference and control points shall be recorded on the As-Built drawings. The basis of
elevations shall be one of the established benchmarks that must be maintained on the As-
Builts.

e Record Coordinates for Key Items. Contractor shall record, by coordinates, all utilities on-
site with top of pipe elevations, major grade and alignment changes, rim, grate or top of
curb and flow line elevations of all drainage structures and sewer manholes. Contractor
shall update record information at or near the time when work is occurring in an area, prior
to DSA 152 sign off on any category of Work, and prior to covering the Work.

DELAYS

In addition to providing a schedule update every thirty (30) days, the Contractor shall take the steps
necessary to improve Contractor’s progress and demonstrate to the District and Architect that the
Contractor has seriously considered any lost time, the Completion Date, or the milestones that are
required to be met within the terms of the Contract.

Section 8 - Page | 27



BEVERLY H"_I_s ‘ Construction and Facilities Policies & Procedures

UNIFIED SCHOOL DISTRICT SECTION 8

Iy

Received by the BHUSD Board of Education
September 26, 2023

Schedule Updates shall provide a listing of activities which are causing delay in the progress of Work
and a narrative shall be provided showing a description of problem areas, anticipated delays, and
impacts on the Construction Schedule. Simply stating “District Delay” or “Architect Delay” shall be
an inadequate listing.

In the event the Contractor cannot proceed with a specific work activity, the Project Manager will
immediately be advised and shall convene a meeting with the Contractor to address the issue. The
Project Manager will provide direction to the Contractor to provide a Recovery Schedule showing
how Milestones and the Completion Date will be met.

Failure to comply with Contractor’s Baseline or Update Schedule, resulting in missed critical
Milestones, Delay to the Critical Path, or Delay to the Contract Time, may trigger the District’s right
to issue a Partial Default of the Contractor’s Work and take over that segregated area of Work.

PAYMENT APPLICATIONS

1. Retention

All payments to the Contractor are subject to a five percent (5%) retention. The District may
increase this retention to ten percent (10%) if the BOE approves the increase and makes findings
that the project is sufficiently complex to justify the increased retention. The District may
entertain reduction in retention after 50 percent of the project is completed.

2. Progress Payments to Contractor for Stored Materials

On the monthly payment request, the Contractor may request payment for certain construction
materials and equipment delivered to the site (or off-site) but not yet installed, subject to strict
conditions. If a Contractor wants to receive payment for stored materials, a listing of these
materials must be submitted. The list will be subject to the review and approval of the Project
Manager.

SUBMITTALS and SHOP DRAWINGS

The contract documents will require a submittal register that itemizes the submittals. The Submittal
Iltems will be included as predecessor activities to the appropriate work items in the Project
Schedule and will be reviewed by the Project Manager.

All Submittals and Shop Drawings will be packaged by the Contractor, referencing the respective
project’s exact name and CSI section number. Each submittal will be numbered sequentially and
uploaded in Procore, using the appropriate submittal form. The Project Manager will review the
submittal, comment on it, and forward it to the Design Professional for approval, rejection or a
request that the contractor revise and resubmit the submittal, as appropriate.
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A copy of approved submittals will be maintained by the Project Manager. Following completion of
construction, all submittal files will be inventoried and transferred to the district in accordance with
closeout procedures.

U. QUALITY IN CONSTRUCTION
1. Control of Work

The Contractor is responsible for the means and methods employed to perform the work. If
authorized by the Executive Director-Construction Services, the Project Manager may give
directions or instructions requiring the Contractor to accelerate the work or proceed with extra
work not authorized by the contract.

It is the responsibility of the Project Manager to verify that the project is being constructed in
accordance with the plans and specifications and in compliance with the terms of the contract
through the IOR and Design Professional. The Project Manager and Design Professional have,
and will exercise, the authority to reject both unsatisfactory workmanship and materials. Such
rejections will be communicated in writing to the Contractor immediately upon discovery along
with a reference to the appropriate plan or specification requirements. However, the work will
not be directed to stop, except in an emergency situation.

Occasionally, conditions of the work will be such that changes or extra work will be necessary. In
such cases, the Project Manager will anticipate the necessity for changes in advance. The Project
Manager will follow the Potential Change Order (PCO) procedures outlined in this manual. The
Project Manager will not authorize the Contractor to perform changes or extra work without an
executed modification of contract (Potential Change Order). In an emergency, the approval
process will be expedited.

Failing to immediately correct unsatisfactory work while proceeding with other work will not be
allowed. In such a case, the Project Manager may approve a limited work stoppage until the
unsatisfactory work is corrected. Documentation must be complete and must include
photographs of the unsatisfactory condition.

The Project Manager will direct all authorized instructions concerning contract work
performance to the proper personnel in the Contractor's organization. In no instance will
instructions or directions be given to subcontractors.

2. Quality Assurance Plan

The Contractor will submit the Quality Assurance Plan prior to start-up for a given project. A
detailed inspection and testing plan based on the project contract documents (plans and
specifications) will be developed by the Contractor. The Quality Assurance Plan (QAP) will be
initiated, managed and documented by the Contractor. The QAP establishes that Contractor's
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Work is in conformance with the requirements from the start of the work. This plan must be
reviewed in detail with the Design Professional and approved by the Project Manager prior to
implementation (if required by the Contract Documents).

The Contractor will name a full-time, on-site person who will be responsible for the QAP and
who will represent the Contractor at all QAP inspections conducted for the Work of this
Contract. The Contractor and the field staff will follow a project's specific QAP Plan in
performing and/or monitoring all inspections and/or tests performed by the Testing Consultant.

The Contractor is not authorized to revoke, alter, substitute, or relax any contract requirement
or obligation. Stopping work for reasons other than safety can only be initiated by the Project
Manager. Temporary curtailment of a specific construction activity to correct defective
workmanship or materials (such as concrete slump) is within the IOR's authority.

Work Stoppages
The following conditions require immediate intervention:

® Possible cessation of work due to conflicting field conditions or interferences not
referred to on contract drawings or in specifications.
® Damage to personnel or property due to unsafe and hazardous work practices or

conditions. Occasionally, DSA issues a “Stop Work Order” or “Order to comply” if events
outlined in the attached IR A-13 occur.

In the event the Contractor cannot proceed with the work because of the above conditions, and
the cessation of work may result in additional costs to the District, the Contractor will
immediately notify the Project Manager. If the conditions involve design changes, the Design
Professional and IOR must also be consulted. A meeting between the Contractor and the Project
Manager will be convened on the shortest possible notice to discuss and resolve the issue. If, in
the opinion of the Project Manager, the presence of the Design Professional is desirable, the
Design Professional will be requested to attend.

Following determination of necessary action, the Contractor will provide an estimate of cost for
the change, and if the cost is mutually agreeable, that cost will be the basis for contract
modification in accordance with the terms of the contract.

Should the Contractor be unable to establish the cost for the work at this time, or if there is
disagreement on the cost for the work, the Contractor may, through a directive from Project
Manager, be authorized to proceed with the work on a time and material basis.

The Project Manager, IOR and Contractor will maintain complete daily documentation on all
work performed under this basis and will compare records for concurrence at the close of each
day's work. Daily work tickets must be signed by the IOR at the end of each shift.
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Any unsafe work or condition shall stop work immediately. A conference between the Project
Manager, IOR and Contractor shall be convened immediately.

All oral instructions or directives issued to the Contractor to stop work must be documented in
writing to the Contractor within twenty-four (24) hours of issuance.

4. Power Outages

The Project Manager will coordinate any power outages during construction with the
contractor, site staff (including Nutritional Services), maintenance, and IT.

V. CHANGE MANAGEMENT

All changes to the contract will be made by Change Order (CO). Changes to plans will be submitted
to DSA as Construction Change Documents (CCDs.)

Cumulatively, construction contract change orders may constitute no more than ten percent of the
original contract amount. All change orders must be approved by the Superintendent and the BOE.
If time is of the essence, the Superintendent may approve a change order of up to $175,000,
provided it does not exceed the cumulative ten percent of the original contract, and the Board will
ratify the change order afterwards.

If a change order exceeding the cumulative ten percent of the contract is required for any reason,
the Board must grant approval in advance.

Changes are generated in several ways:

e By the contractor, through a Request for Information (RFI) or Potential Change Order (PCO)

e By the District

e By outside agencies, imposing new requirements or new interpretations of existing
requirements

e By the discovery of unforeseen conditions during construction

e By the Design Professional, to correct errors and omissions in the construction documents.

1. Requests for Information (RFls)

An RFl is a written request, prepared by the Contractor, asking the Architect to provide
additional information to clarify an item which the Contractor believes is not clearly shown or
called for in the drawings or specifications, or to address problems which have arisen under field
conditions.

RFls issued by the Contractor are first submitted to the Project Manager. The Project Manager
will comment and then forward RFls via Procore to the Design Professional. The Design
Professional shall respond to RFls through Procore within four days. The response from the
design professional will be one of the following:

e The contractor is directed where to find the answer in the contract documents (no
change to contract).
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e The Design Professional issues a clarification that is minor and does not involve a change
in cost or schedule. The Design Professional will issue a CCD (Construction Change
Directive). If the Contractor believes that there is an impact on cost and/or schedule,
the Contractor will notify the Project Manager and Design Professional before starting
work. The Project Manager and Design Professional will evaluate the claim and either
change the response to one without cost or will require the Contractor to submit a PCO
(Proposed Change Order).

e The Design Professional issues a response that impacts cost and/or schedule. Prior to
issuing such a response, the Design Professional will notify the Project Manager. The
Project Manager and Design Professional will evaluate the response. If possible, they
will change the response to one without cost. If there is not a no-cost solution, the
Project Manager will either create a PCO or request one from the Contractor, and will
process the change in a change order.

An RFI log will be developed and maintained in Procore. This log will contain the following
information:
1. RFl number,
name of originator,
brief description,
date RFI was received from contractor,

date RFl was forwarded to design professional,

o vk wnN

date reply was received from Design Professional
7. date reply was transmitted to contractor.

The Project Manager will monitor the RFI log to make sure responses are sent in a timely fashion
and to anticipate potential change orders.

Potential Change Order (PCO)

Changes resulting from approved responses to RFls that have a financial or schedule impact will
be discussed with the Project Manager and converted to a PCO by the contractor. The PCO will
include documentation justifying the change in contract cost or contractual completion date.
The PCO will be submitted to the Project Manager through Procore. After review, the Project
Manager and the design professional will review the PCO and either approve, reject or request
additional information to justify the contractor’s request. All PCOs will be negotiated by the
Project Manager and the contractor. After the contractor and Project Manager agree to the cost
and time impacts, the Project Manager will generate a change order (CO) in Procore and will
route to design professional and contractor for signature approval.

Owner Requested Changes

If approved, the Project Manager will negotiate with the design professional any extra design
fees that may be required. The design professional will create a CCD and issue it to the
contractor with a request for proposal. If the cost of the proposal is approved by the Project
Manager, then the Project Manager will include the change in a formal change order.
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4. Unforeseen Circumstances

Where field conditions, unforeseeable causes beyond the control and without the fault or
negligence of contractor including and/or interface with other program work are involved, the
Project Manager will evaluate any proposed changes to the project and review with the design
professional.

5. Time Extensions

[This section will be coordinated with the new front-end documents from the District’s legal
department as soon as the documents are received.]

Extensions to the established contract completion date will be considered only if formally
requested by the contractor. Within five calendar days of the beginning of any such delay, the
Contractor will notify the Project Manager in writing of causes of delay; thereupon the Project
Manager will ascertain the facts and extent of the delay. If the PM finds that the fact justify it, an
extension of time for completing work will be granted. The Project Manager’s findings of fact
thereon will be final and conclusive to all parties. In case of a continuing cause of delay, only one
claim is necessary. Time extensions to the completion of the Project should be requested by the
contractor as they occur and without delay. Regardless of the schedule submitted by contractor,
no delay claims will be accepted by the District unless the event or occurrence delays the
completion of the Project beyond the contractual completion date.

Under extreme circumstances, the District may grant the Contractor more time to submit the
cause for delay, but is under no obligation to do so.

6. Change Order (CO)

Once a PCO or CCD has been approved by all parties, a formal change to the time and/or dollar
amount of the contract is processed through a CO. The change order will be submitted to the
Board of Education for approval.

W. SCHEDULE OF VALUES

1. Breakdown of Schedule of Values. Schedule of Values shall be broken down by project, site,
building, milestone, or other meaningful method to measure the level of project completion as
determined by the District. The schedule of values shall include, but not be limited to,
mobilization costs, subcontractor costs, submittal costs, punch lists, Contractor fees,
commissioning, start-up, demobilization & clean-up costs, close out submittals, and as-builts.

2. Based on Contractor Costs. The Schedule of Values shall be based on the costs from contractor
to the District. However, the submission of the schedule of values shall not be front-loaded so
the Contractor is paid more than the value of the work actually performed.

3. Largest Dollar Value for Each Line Item. Identify subcontractors and materials suppliers
proposed to provide portions of work equal to or greater than ten thousand dollars ($10,000) or
other amount approved in writing by the District.

Section 8 - Page | 33



BEVERLY H“_I_s Construction and Facilities Policies & Procedures

UNIFIED SCHOOL DISTRICT [IJ SECTION 8

EDUCATION REIMAGINED NDER SALARI

Received by the BHUSD Board of Education
September 26, 2023

4. Allowances. Any allowances provided for in the contract shall be a line item in the schedule of
values.

5. Labor and Materials Separation. Labor and Materials shall be broken into two separate line
items unless specifically agreed in writing by the District.

6. District Approval Required. The District shall review all submissions of schedule of values
received in a timely manner. All submissions must be approved by the District before becoming
the basis of any payment.

X. LABOR RELATIONS

1. Department of Industrial Relations (DIR) Registration

The California Department of Industrial Relations (DIR) requires that all construction contractors
performing prevailing wage work be registered with the Public Works Contractor Registration
database. All construction contractors doing business with the District must be registered at
both the time of bid and at the time of award.

When all required approvals are received and the project is ready to begin actual construction,
prevailing wage monitoring and submission are essential to ensure that a project is completed in
accordance with all Labor Code requirements. The information below outlines the important
process of notifying and working with the DIR through this process.

Contractors and subcontractors on most public works projects are required to submit certified
payroll records (CPRs) to the Labor Commissioner using DIR's electronic certified payroll
reporting system.

If a contractor or subcontractor works or bids on a public works project, then the contractor or
subcontractor is considered a public works contractor.

All public works contractors must fulfill four key responsibilities.

Register as a public works contractor

Follow apprenticeship requirements
Maintain and submit certified payroll records
Pay prevailing wages

Note: The Compliance Monitoring Unit or “CMU” was a component within the Division of Labor
Standards Enforcement created to monitor and enforce prevailing wage requirements on public
works projects that received state bond funding. The laws and regulations that govern the new
program became effective January 1, 2012, but ended June 20, 2014. Only projects for which
the public works contract was awarded on or after January 1, 2012, and on or before June 19,
2014, were subject to the CMU requirements.
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2. Apprenticeship

All public works contracts valued at $30,000 or more carry an obligation to hire apprentices,
unless otherwise noted in the corresponding prevailing wage determination.? This duty applies
to all contractors and subcontractors on a project, even if their part of the project is less than
$30,000.

The Division of Apprenticeship Standards (DAS) provides assistance to contractors who need to
employ apprentices on public works projects and may grant exemptions to the requirement to
hire apprentices.

A public works contractor must:

e Submit contract award information for each craft required on the project using the DAS
140 form.

o If the contractor is approved to train apprentices, the contract award information
must be sent to its apprenticeship committee.

o If the contractor is not approved to train apprentices, the DAS Form 140 must be
sent to all apprenticeship committees that can supply apprentices to the site of
the public works project.

e Make training fund contributions in the amount established in the prevailing wage rate
either to the applicable apprenticeship committee or the California Apprenticeship
Council (CAC).

e Contact the applicable apprenticeship committee to request apprentices for each craft
or trade on the project using the DAS 142 form. The form must be submitted at least
three business days before apprentices are required.

e Employ apprentices in the correct ratio. For every five hours performed by a
journeyman level worker, one hour of apprentice work must be employed.

4 https://www.dir.ca.gov/das/publicworks.html
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A. GENERAL INVOICES

The District will strive to pay invoices within 30 days of receiving an invoice. The following process has
been implemented to comply with this policy:

As Invoices are received for payment, they are routed electronically to two members of the Bond
Program Management team for review and approval. Each invoice is then submitted to the Executive
Director-Construction Services and the Assistant Superintendent - Business Services for
approval/signature. (Certain legal invoices, City of Beverly Hills reimbursements, and invoices from the
Bond Manager for services rendered are processed by District management and do not require
signatures of the bond management team.)

Approved invoices are saved electronically and registered in the invoice log. The invoices are then
placed in the corresponding purchase order file and transmitted to the Accounts Payables Department
for processing payment with LACOE. (Note: If Assistant Superintendent Business is out of the office for a
period of time and unable to execute invoices, then anyone designated by the District can complete the
invoice approval.)

Accounts Payable receives a warrant from LACOE, and issues payment to Contractor/Vendor.

At the end of each month, a copy of the commercial warrant register is downloaded and reviewed to
confirm and update the invoice log.

The BEST InfoAdvantage Reports are to be run on the first of the month, for the previous month and
transmitted electronically to California Financial Services (CFS). If the first of the month falls on a
Saturday or Sunday, reports are transmitted on the following Monday.

B. CONTRACTOR PAYMENT APPLICATION

An approved Monthly Pay Application shall be paid by the District within 30 days after receipt and
acceptance by the Design Professional, the IOR, and the Bond Manager in accordance with the California
Prompt Payment Act. The following process has been implemented to comply with the Prompt Payment
Act.

Within ten calendar days after the date of the Notice to Proceed, the Contractor will furnish a schedule
of values (SOV), which is the basis for payment requests. The SOV will identify costs for each itemized
activity and a breakdown of anticipated monthly earnings for payments in accordance with the contract.

The SOV is the basis for the Monthly Application for Payment. The Contractor shall be required to
provide this breakdown by building and site, labor and material, allowances, and bonds. All work
identified on the schedule of values is required to be categorized by either modernization or new
construction. The value of each item within the SOV shall not change, once it has been approved. The
only changes permitted to the SOV will be the addition of a line item SOV for each new approved change
order.
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The following forms must also be submitted along with application for payment and SOV:

Conditional waiver and release upon progress payment (For the present month);
Unconditional waiver and release upon progress payment (For the previous month);
Conditional waiver and release upon final payment (For final payment request);
Unconditional waiver and release upon final payment (For final payment request); and
Safety program compliance form.

The contractor may be requested to submit conditional waiver and release forms and unconditional
waiver and release forms from their listed subcontractors within 30 days of the application for payment
that includes the subcontractors’ charges.

All payments to the contractor are subject to five percent retention. The District may increase this
retention to the traditional ten percent level only if the BOE approves the increase and makes findings
that the project is sufficiently complex to justify the increased retention. The District may offer or
approve requests for retention reduction after 50 percent completion.

No payments will be made until unconditional release upon progress payment form that covers the full
period through the last payment received by the contractor is submitted by the contractor for itself and
its subcontractors/suppliers that have performed work during the period in question.

The contractor may submit payment requests monthly that show the percentage of work for each line
item in the SOV. A member of the bond management team, design professional, and IOR will review the
percentage of work completed compared to the approved SOV. The percentage complete must be
justified by verified quantities of materials and labor. If the payment request is acceptable, then the
design professional, IOR and bond management team member will sign the payment request and
forward for processing.

Upon receipt of the approved payment request, the pay application will be date stamped, a copy will be
made for the purchase order file or electronic copy saved for the District’s records, and the pay
application will be registered in the invoice log.

Electronically signed by the Architect, IOR, Bond Project Management team, Executive Director-
Construction Services and Assistant Superintendent of Business Services, pay applications are sent to
Accounts Payables along with a transmittal summary, (requesting that the warrant be sent to the
facilities office for delivery to the contractor), for processing payment with LACOE. When the Accounts
Payable Department receives a warrant from LACOE, it will be mailed to the contractor unless otherwise
requested by the Facilities office.

Note: If the Assistant Superintendent Business is out of office for a period of time and unable to execute
invoices, then the Superintendent or designee will approve the invoices.

Note: Five business days after the transmittal to the Accounts Payables Department, the pay application
status will be checked to ensure it was uploaded to the Best Advantage System for payment processing.
If not, a call or email will be delivered to accounts payable. If no response is received, a call will be
placed to the Assistant Superintendent Business.

Note: At the end of each month, a copy of the commercial warrant register will be downloaded and
used to update and balance the invoice log.
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On the monthly payment request, the contractor may request payment for certain construction
materials and equipment delivered to the site (or off-site) but not yet installed, subject to strict
conditions.

If a contractor wants to receive payment for stored materials, a listing of these materials must be
submitted. The list is subject to review and approval from the Bond Program Management team. In
reviewing and recommending approval of material and equipment listed for payment, the following
criteria must be met:

e Payments for major items only;

e Materials must meet the requirements of the specifications, be stored or stockpiled (either
onsite or in a bonded warehouse, as specified in the contract) and must be adequately
safeguarded. Requests for materials payment must be accompanied by paid invoices for
materials stored as noted above. Before payment can be made for delivered materials off-site,
the contractor will furnish as evidence of ownership properly executed bills of sale for the
delivered materials for which payment is requested; and

e |OR and a member of the bond management team will inspect items prior to payment.

Once stored material and equipment items are approved for payment, records are kept documenting
these payments. Quantities are recorded upon receipt of approved invoices. In cases of multiple
invoices, balances will be accumulated and payment made on the basis of "first in, first out".

Subtractions from the accumulated balances are made as the material and equipment is incorporated in
the contract work. The Bond Program Management team will verify item balances periodically by
physically inspecting contractor inventories. Attention must be paid to the material invoices for proof of
payment, discounts, taxes, etc. Payments for stored material and equipment are subject to retention.

Prior to the payment of final retention, the Bond Program Management team will use the project
closeout log to assure receipt of all close-out documentation. The Notice of Completion (NOC) must be
issued for the contract prior to the final payment. If the NOC is filed with the County Recorder’s Office
within 15 days of completion, then the time for subcontractors to record a mechanic’s lien or file a stop
payment notice is 30 days after recordation. If the NOC is not recorded, the time for filing liens and stop
notices is extended to 90 to 150 days.
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Section 10
COMMISSIONING

A. COMMISSIONING DEFINITION

B. STAGES OF COMMISSIONING

1. Pre-design

2. Design

3. Installation/Construction
4. Acceptance

5. Post-acceptance/Warranty

C. VERIFICATION CHECKS

D. RETRO-COMMISSIONING
1. Planning
2. Investigation
3. Implementation
4. Hand-off

E. RECOMMISSIONING
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COMMISSIONING DEFINITION

Commissioning refers to the activities done to ensure that the building, its systems, and its equipment
operate as designed. The work is performed either by the Owner’s Commissioning Authority (OCA), an
Independent contractor hired by the owner, or the project’s construction manager. Systems are
checked once during new construction or renovation for systems verification and functional
performance testing.

A. STAGES OF COMMISSIONING

1. Pre-design
a. Determine project objectives and develop owner’s criteria.
b. Develop commissioning requirements.
c. Hire or assign OCA.

2. Design
a. Design team develops project design. OCA (or representative) reviews design intent, basis of
design documents, and drawings. OCA provides feedback to design team.
b. OCA develops commissioning plan.
c. Design team develops project specifications based on owner specifications.

3. Installation/Construction

a. OCA gathers and reviews design and project documentation.

b. OCA works with contractors, holding periodic commissioning meetings to integrate the
process and schedule into the overall construction project.

c. OCA develops verification checklists and pre-functional performance test (PFPT) forms.

d. OCA monitors construction progress.

e. OCA ensures selected maintenance staff members are given the training opportunity of
observing the installation and testing of specific systems for which they will inherit
maintenance responsibilities.

f. OCA works with installing contractors to verify start-up and perform verification to ready
systems and equipment for PFPT.

4. Acceptance

a. OCA directs and oversees installing contractors’ performance testing, observed by OCA’s
selected maintenance staff; deficiencies are reported.
OCA validates building Testing and Balancing (TAB) report data.
OCA directs and oversees installing contractors’ performance of equipment condition
acceptance testing, observed by OCA’s selected maintenance staff; deficiencies are
corrected and condition baseline data is included in the final commissioning report and
O&M manual.

Section 10 Page | 2



Construction and Facilities Policies & Procedures
SECTION 10

BEVERLY HILLS

UNIFIED SCHOOL DISTRICT

ondibm

1

SALARI

Received by the BHUSD Board of Education
September 26, 2023

d. OCA works with installing contractors to reschedule performance testing as needed when
deficiencies are present; corrections to deficiencies are verified by OCA.
OCA reviews and verifies O&M manuals for completeness and applicability.

f. OCA oversees, Contractor conducts, and OCA coordinates prescribed training for the O&M
staff.

5. Post-acceptance/Warranty
a. OCA prepares the Final Commissioning Report.
b. OCA conducts site visits to interview O&M staff on system performance.
c. Deferred and/or seasonal testing is performed.

VERIFICATION CHECKS

Verifications checks are equipment inspections that ensure proper installation and configuration.
This testing employs checklists to verify that the equipment or system is ready for initial start-up
(e.g., flexible conduit is connected, belt tension is correct, oil levels are adequate, labels are affixed,
gauges are in place, and sensors are calibrated). Some verification checklist items entail the simple
testing of the function of a component, a piece of equipment, or system (such as measuring the
voltage imbalance on a three-phase pump motor of a chiller system). For most equipment, the
installing contractors execute the checklists on their own. The OCA requires that the procedures and
results be documented in writing and usually witnesses only the verification testing of the larger or
more critical pieces of equipment. Other components are validated randomly by the OCA.

Functional performance tests are a series of tests of the function and operation (and sometimes,
condition) of equipment and systems using manual (direct observation) or monitoring methods.
Functional performance testing is the dynamic testing of systems under full operation, rather than
just components. (As an example, the chiller pump is tested interactively with the chiller functions
to see if the pump ramps up and down to maintain the differential pressure set point). Systems are
tested under various modes, such as during low cooling or heating loads, high loads, component
failures, unoccupied condition, varying outside air temperatures, fire alarm, and power failure. The
systems are run through all the control system’s sequences of operation, and components are
verified to respond as the prescribed sequences state.

The OCA develops the functional test procedures in a sequential written form, coordinates,
oversees, and documents the actual testing, which is usually performed by the installing contractor
or vendor. In addition, seasonal functional performance tests may also be performed, during which
the installing contractor and/or OCA performs the functional performance test during different
seasonal weather conditions. Functional performance testing also may include procedures for
condition acceptance testing. Condition acceptance testing uses condition monitoring techniques,
usually associated with reliability centered maintenance, to identify latent manufacturing,
transportation, and installation defects that affect the condition of the equipment at the time of
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acceptance. The most common techniques will use vibration analysis to inspect for mechanical
alignment and balance, soft foot, and internal and bearing defects; infrared thermography to
determine the presence of high resistance and other problematic electrical connections; ultrasound
to determine the presence of fluid (e.g., compressed air, steam, gas) leaks; lube oil analysis to
determine the quality, condition, and appropriateness of lubricating oils and their additives; and/or
motor testing and electrical testing, where the condition of the insulation is of major importance.

Not all commissioning programs include condition acceptance testing. However, there is no better
time to determine the physical hidden condition of the equipment (while functional performance
testing looks at operating parameters). Hidden conditions are then noted as a condition for
acceptance while the warranties are still active and this process establishes the condition baseline
for the ensuing maintenance program. System testing (TAB) may or may not be included as part of
the commissioning (that is, the TAB technicians may or may not work for the OCA). However,
validation of the TAB results by random spot checking of actual output against the documented TAB
data normally will be included in the commissioning process regardless of the TAB contractor’s
relationship within the commissioning team.

RETRO-COMMISSIONING

Retro-commissioning is not tied to a specific new construction or renovation project and therefore
does not necessarily follow the same process as commissioning. Retro-commissioning typically
follows a four-part process:

1.

Planning: Identify project objectives, decide which building systems should be analyzed for
improvements, define tasks, and assign responsibilities.

Investigation: Determine how the selected systems are supposed to operate, or how they could
operate more efficiently; perform tests to measure and monitor how the targeted systems
currently operate; and prepare a prioritized list of the operating deficiencies found and
recommended corrective actions.

Implementation: Correct operating deficiencies (highest priority to lowest); perform tests to
verify proper and/or improved operation.

Hand-off: Prepare a report on improvements made. Provide training and documentation on
how to sustain proper and/or improved operation.

RECOMMISSIONING

During recommissioning, the tests that were performed during the original commissioning are
performed again, with the goal of ensuring that the building is operating as designed or according to
newer operating requirements. The development of new project documentation and testing
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procedures and forms is not required. However, these documents can be updated if the building
and its systems and equipment have changed dramatically since the original commissioning.
Recommissioning can be undertaken as an independent process in response to a specific
requirement or periodically scheduled as part of the building’s operations and maintenance
program. In general, the more substantial the changes that a facility goes through, the more often it
should be recommissioned, if a continuous commissioning program is not in place. If there are no
known substantial changes to the facility and its operation, it is recommended in general that the
facility be recommissioned every three to five years. An independent OCA can be hired to perform
recommissioning, or the facility and O&M staff can use the existing test forms to perform
recommissioning in house.

Recommissioning starts with:

e Site observation

e Interviews with occupants

e Analyses of energy metering data (if available)

e Review of current O&M practices and service contracts

e Spot testing of equipment and controls

e Trending or electronic data logging of pressure, temperatures, power, flows, and lighting
levels used to determine current conditions (this replaces verification checks).
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CLOSE-OUT

Close-out is the process for final completion of the project, including the requirements for DSA
certification. Final completion is the point at which all work for the project is complete, including punch
lists, and all work complies with the approved contract documents, change orders and DSA
requirements.

A.

CLOSE-OUT LOG

A close-out log will be generated at the start of the project. This log ensures a complete and
thorough close-out of documents, certifications, procedures and materials can take place
throughout the course of the project. All documents and contract materials related to close-out
shall be transmitted formally using an itemized transmittal for tracking and confirmation of transfer
receipt. Transmitted items will be acknowledged using date and signature either in writing or
electronically.

PUNCH LIST

A punch list is prepared only after the project is substantially complete. The Bond Program
Management team, IOR, and design professional will prepare a punch list of items required to
complete the contract documents and ensure compliance with the DSA approved plans. This list is
used to ensure that the project will be completed by the contractor and will meet requirements for
DSA certification.

The Bond Program Management team will provide the Contractor with a specified amount of time
to complete the punch list on a project. If the punch list is not completed by the defined date, the
Bond Program Management team may issue a valued punch list to the contractor and withhold
120% of the value of the punch list work until completed.

COMPLETION OF ADA WORK
The Bond Program Management team will ensure that ADA work is completed/corrected to comply
with and receive DSA certification.

GENERAL FINAL CLEAN-UP

Upon completion of the work, the Contractor shall employ experienced workers or professional
cleaners for final cleaning. Each surface will be cleaned to the condition expected in a normal
commercial building cleaning and maintenance program.

AS-BUILTS

The Bond Program Management team will ensure that the following information is correctly drawn
on the prints and accurately located on as-built drawings:

e Indications of changes to original drawings, inclusive of all Architect’s supplemental
instructions, RFI clarifications, addenda, DSA approved construction change documents
(CCDs) and change orders
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e Location and elevations of covered utilities, including valves, cleanouts, etc.
e Architect of record approval of “as-built” information.

® DSA Inspector’s approval of the “as-built” information.

The Contractor shall provide the District with a bound copy and an electronic file in a format the
District deems acceptable.

DSA CLOSE-OUT REQUIREMENTS

The Bond Program Management team will ensure that the Contractor performs all work within its
scope to comply with the DSA requirements.

The Bond Program Management team shall ensure that the Contractor executes a Form DSA 6-C as
required under Title 24 Sections 4-343 and PR-13-01. The contractor understands that filing of a
Form 6-C with DSA is a requirement to obtain final DSA approval of the construction and will be
utilized to verify under penalty of perjury that the work performed by the Contractor complies with
the DSA approved contract documents.

WARRANTY AND MAINTENANCE MANUALS

The Bond Program Management team will ensure that three hard copies and one electronic copy of
complete warranty and O&M documents are submitted in bound 8%” x 11” binders and
electronically, including a table of contents in front and indexed with tabs. Warranties and
operations and maintenance instructions shall be consistent with the requirements of the contract
and contract documents, including repair parts lists, service instructions for all electrical and
mechanical equipment, and equipment warranties.

Each manual will contain a list of subcontractors, with their addresses and the names of persons to
contact in cases of emergency. Identifying labels will provide names of manufacturers, their
addresses, ratings, and capacities of equipment and machinery.

DOCUMENTS TO BE PROVIDED TO THE DISTRICT

Contractor shall provide all project documents and files, including but not limited to contractor’s
daily reports, RFls, submittals, correspondence, certifications, forms, meeting minutes, and
unconditional releases.

The IOR will provide the DSA job file per T-24 4-342 and PR 13-01.

NOTICE OF COMPLETION

At the completion of the overall project, and submission by the Contractor and acceptance of all
contract requirements by the Bond Program Management team, the BOE shall accept the project as
complete and authorize the filing of a notice of completion with the county clerk and recorder. The
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BOE has delegated authority to the Superintendent to accept negotiated projects as complete if the
contract value is less than $50,000.1

J.  PARTIAL COMPLETION AND SUBSTANTIAL COMPLETION

The District reserves the right to partially occupy complete or partially complete portions of the
project. If the District opts to occupy portions of the project, the Bond Program Management team
will issue partial acceptance, accepting only the portion of the project being occupied. The partial
acceptance will be subject to a punch list that will be prepared by the design professional for that
portion of the project being occupied. This partial occupancy shall not constitute the
commencement of the warranty period.

Substantial completion shall be defined as that time in the project when the work has progressed to
the point where the project can be utilized for its intended purpose and beneficial occupancy is
obtained. The District may at its option fully occupy the project. A punch list will be established by
the design professional for the entire project prior to establishing the date for substantial
completion.

Warranties required by the contract documents shall commence on the date of completion of the
entire work. Warranty periods do not commence at substantial completion or when a particular
subcontractor’s work is complete. No additional charges, extras, change orders, or claims may be
sought for warranties commencing from the notice of completion.

The District shall have the right to utilize equipment and to test and operate said equipment as
necessary for acclimation without voiding or starting warranties. Taking beneficial occupancy shall
not start warranties except in the case where the District agrees, in writing, that coverage under
warranties shall commence or where the District is taking phased occupancy of specific buildings or
areas and completes separate punch lists.

1 See Section 4 page 4
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A. CLAIMS AVOIDANCE PROCEDURES!

Steps must be taken to avoid having formal claims filed by Contractors whenever it is practically
possible. If the quantity of Requests for Information (RFIs) or Proposed Change Orders (PCOs) on a
given project seems excessive, the Bond Program Management team will anticipate a potential
claim. If the Contractor submits unreasonable costs for additional work, the District must establish a
means of pricing the work. The Bond Program Management team will be timely in these actions as
the longer it takes to resolve pricing issues, the greater the potential delay claim.

These recommendations are intended to minimize the likelihood of the Contractor initiating a
formal claims process that may result in project delays, attorneys' fees, and other negative and
costly outcomes. It is important that at all times, the Bond Program Management team act in good
faith on behalf of the District, even when it appears that the Contractor is not doing so.

1. Recommended Steps When Reviewing RFls

a. Confirm that the design professional is responding within the time frame set forth in the
contract documents. Contractors may complain about the length of time it takes to receive
responses to RFls. If the architect is missing contractual deadlines, the Contractor may be
entitled to compensation for delay, if the RFI affects work that is in the critical path for the
project.

b. Confirm that the Contractor is not submitting "nuisance" RFIs. Contractors may submit RFIs
asking for information that is readily available in the bid documents. Contractors may also
submit requests for proposed alternate materials and/or methods of installation (request
for substitution), which may condense the schedule. However, cost analysis for substitutions
should also be considered.

c. Confirm that the architect or other design professional is giving thorough and complete
responses to RFls. When multiple "back-and-forth" responses occur, Contractors may
attempt to initiate a delay claim.

d. Document RFls that are incomplete or vague when submitted by the Contractor. Do not
allow the Contractor to claim delay for an RFI that could not be answered by the District's
design professional because of the Contractor's inadequate wording of the question.

2. Recommended Steps When Reviewing Proposed Change Orders (PCOs) and Contingency
Authorization Requests (CAR)

a. Examine Contractor-initiated PCOs to determine if all or part of the proposed additional
work should have been included in the bid price.

b. Review cost of work only if a PCO is clearly necessary or if it was initiated by the District.
Varying methods for determining cost are available to the District, and the general
conditions allow for flexibility. Examples include:

e Lump sum as agreed upon by both parties.
e Unit costs established at bid time.

! performance Audit 2016-17 Observation 11 Improvement Recommendation
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e Time and materials.
o Generally accepted and agreed upon basis of establishing cost
(e.g., Means Building Construction Costs Book).

It is up to the Bond Program Management team to implement the best methodology to
determine reasonable cost for extra work. Lump sum pricing is simplest, but it requires that
a level of trust exists between the owner and the Contractor.

If unit costs were included in bid pricing, they are a definitive method of avoiding disputed
costs.

Time and material pricing is an effective method of making sure that the owner pays only
actual costs associated with the extra work. However, this method requires that the
Contractor's activities be monitored by the IOR.

Using a pricing standard such as the Means Building Construction Costs Book can be subject
to interpretation and should be used with the appropriate level of consideration.

3. When District and Contractor Cannot Come to Terms

a.

The Bond Program Management team must establish a fair value for the work in dispute, as
a benchmark for negotiation.

The Bond Program Management team will need to compile backup documentation and
exhibits to support the cost established by the District as fair value for the work.

The Bond Program Management team will advise the Contractor to proceed with the work
under protest as required. Article 13 of the general conditions states that filing of a claim is
not a basis to discontinue work.

A meeting should occur that includes the Contractor, Bond Program Management team, IOR
and design professional to review the issues.

The Bond Program Management team may engage in informal conflict resolution with the
affected parties.

If none of these steps results in resolution of the disputed costs, an informal mediation may
be scheduled.

B. CLAIMS MANAGEMENT PROCEDURES

A claim usually involves a Contractor or subcontractor requesting additional disputed compensation
for work completed that was one of the following:

outside the scope of work defined by the contract
completed within the contract scope but under conditions that were neither bid nor
anticipated.

The claims process is set forth in the contract. Once the claims process is set in motion, all parties
involved in the project play a role in the resolution of the claim, including the District, Architect,
Inspector of Record, Contractor/Subcontractors, and legal counsel.
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Claims issues that may arise during construction include (but are not limited to) requests for:

Time extension

Payment of money or damages arising from Work done by or on behalf of the Contractor
pursuant to the contract and payment of which is not otherwise expressly provided for or
the claimant is not otherwise entitled to

Payment of money that the District disputes that it owes.

1. Construction Claims Procedures

At the pre-construction meeting, the Bond Program Management team will remind the
Contractor that all claims must be submitted in writing to the Bond Program Management team
for processing and distribution.

Upon receipt of intent to claim or a claim from the Contractor, the Bond Program Management
team will immediately take the following steps:

a.

b.

Establish a separate file folder for all pertinent documentation.
File the original letter of intent to claim in the project file.

Acknowledge to the Contractor, in writing and without commitment, receipt of intent to
claim or claims. (Care must be taken that no indication of the Bond Program Management
team’s opinion regarding the Contractor's allegations is either given or implied).

Assemble all documentation regarding the claim. (This documentation will include, but not
be limited to, all relevant reports, diary entries, photographs, and correspondence.)

For all claims from the Contractor, the Bond Program Management team will prepare a
factual analysis, with detailed citations of the evidence that will either support or rebut the
Contractor's position. The analysis will reference daily reports, diary entries, photographs,
etc.

If the Bond Program Management team determines that the claim has merit, the Bond
Program Management team will evaluate entitlement (time and money) and initiate a
contract modification (Change Order).

If the claim is rejected, the Bond Program Management team will inform the Contractor in
writing.

After intent to claim has been presented by the Contractor, and at completion of all work
associated with the intent to claim, the Bond Program Management team will, in writing,
request the Contractor to present the claim in a timely manner.

2. Bond Program Management Team’s Responsibilities Regarding Alleged Claims

Whenever an event occurs or a situation arises which has the potential of delaying the
Contractor beyond the contract completion date, and it can be demonstrated that the cause of
the potential delay is beyond the Contractor's control (e.g., strikes, unusually severe weather,
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etc.), the Bond Program Management team and the Contractor will make a determination of the
extent of the potential delay.

If it is determined by the Contractor that the contract completion date cannot be met, the
Contractor will present a request for an extension of time to the Bond Program Management
team. The request should demonstrate the reasons behind the failure to meet the contract
completion date and present practical alternatives such as re-sequencing of items of work or
methods of accelerating the work, with time and dollar values assigned.

After a detailed analysis by the Bond Program Management team and the Contractor, a
determination will be made as to the following:

e What is the time impact on the contract completion date? (after considering unused
float time, etc.,)

e What, if any, remedial action can be taken to compress the schedule and allow for on-
time completion? What will this action or actions cost in terms of time and dollars?

e What would the impact on the Contractor be if the time extension is disallowed and
liguidated damages are assessed?

Once the determinations are made, one of the following actions will take place.

a. Ifthe Bond Program Management team recognizes the Contractor's request as having merit,
the Bond Program Management team will initiate a contract modification (Change Order)
for extended time.

b. If the Bond Program Management team denies the Contractor's request for a time
extension, the Bond Program Management team will notify the Contractor of the denial.

Contractor Claims Analysis

For each claim submitted by the Contractor, the Bond Program Management team, and design
professional will prepare an in-depth, factual analysis, with detailed citations of evidence that
will either support or rebut the Contractor's position. The analysis of each claim will reference
daily inspection reports, construction summaries, as-built schedules, photographs and/or video
documentation as appropriate. The design professional will forward the completed factual
analysis to the Bond Program Management team with a recommendation as to the claim's
merit.

Evaluation of Entitlement

If the Bond Program Management team determines that the claim has merit, the Bond Program
Management team, in conjunction with the design professional, will complete an evaluation of
entitlement (time and/or money) and initiate a proposed change order to the contract.
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WARRANTY OF CONSTRUCTION

The Contractor warrants that the work performed meets the contract requirements and is free of
any defect in equipment, material, or design furnished, or workmanship performed by the
Contractor or any subcontractor or supplier at any time.

With respect to all warranties, expressed or implied, from subcontractors, manufacturers, or
suppliers for work performed and materials furnished under this contract, the Contractor will:

e Obtain all warranties required by the contract documents
e Require all warranties to be executed, in writing, for the benefit of the District
e Enforce all warranties for the benefit of the District.

CORRECTION OF WORK

For the period specified in the contract or warranty, from the date of beneficial occupancy, the
Contractor will remedy at the Contractor's expense any failure to conform to the contract
requirements or any defect. If the District takes possession of any part of the work before final
completion, the correction period for such part of the work will continue for the period specified in
the contract. The Contractor will remedy at the Contractor's expense any damage to real or personal
property owned or controlled by the District when the damage is the result of:

e Contractor's failure to conform to contract requirements.
o Any defect of equipment, material, workmanship, or design furnished by the Contractor.

The Contractor will restore any work damaged in the correction of work. The Contractor's warranty
with respect to work repaired or replaced will begin or resume from the date of repair or
replacement.

The Bond Program Management team and design professional will notify the Contractor, in writing,
within a reasonable time, after the discovery of any failure, defect, or damage.

If the Contractor fails to remedy any failure, defect, or damage within a reasonable time after
receipt of notice, the Bond Program Management team will have the right to replace, remove, or
otherwise remedy the failure, defect, or damage at the Contractor's expense.
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General Acronyms

AALE Association for Learning Environments

AB Assembly Bill

ACBM Asbestos Containing Building Material

ADA Americans with Disabilities Act

ADA Average Daily Attendance

AHERA Asbestos Hazard Emergency Response Act

ARB Air Resources Board

BEST Business Enhancement System Transformation

Cal-EPA California Environmental Protection Agency

CALGEM Geologic Energy Management Division (formerly Division of Qil, Gas and
Geothermal Resources (DOGGR)

Cal-OSHA California Occupational Safety and Health Act

Caltrans California Department of Transportation

CARB California Air Resources Board

CASBO California Association of School Business Officials

CASH Coalition of Adequate School Housing

CBEDS California Basic Educational Data System

CBOC Citizens’ Bond Oversight Committee

CBC California Building Code

CCR California Code of Regulations

CC&Rs Conditions, covenants, and restrictions

CDC California Department of Conservation

CDE California Department of Education

CEC California Energy Commission

CEQA California Environmental Quality Act

CESA California Endangered Species Act

CFD Community Facilities District

CFR Code of Federal Regulations
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CPC
CPM
CPUC
CSBE
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DHS
DIR
DLSE
DOHS
DMG
DSA
DTSC
DVBE
ESA

EIR
EOA
EPA
ESA
FCC

FS
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HVAC
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California Geographical Survey
Construction Manager

California Mechanical Code

Certificates of Participation

California Plumbing Code

Critical Path Method

California Public Utilities Commission
California State Board of Education
Conditional Use Permit

California Uniform Public Construction Cost Accounting Act
Department of Fish and Game
Department of Health Services
Department of Industrial Relations
Division of Labor Standards Enforcement
Department of Health Service

Division of Mines and Geology

Division of State Architect

Department of Toxic Substances Control
Disabled Veteran Business Enterprise
Environmental site assessment
Environmental Impact report
Environmental oversight agreement
Environmental Protection Agency
Endangered Species Act of 1977

Federal Communication Commission; Facilities and Construction Committee
Feasibility study

Guaranteed Maximum Price

General Obligation Bond

Hazardous Materials

Heating, ventilation, and air-conditioning

September 26, 2023
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IDEA
IOR
JPA
MBE
MTA
ND
NOC
NOD
NOE
NOI
OPR
OPSC
OSHA
PA/SI
Pb
PCB
PEA
PRC
PUC
QA
QcC
QZAB
RAP
RAW
RFI
RFQ
RFP
RWQCG
SAB
SBE

BEVERLY HILLS 5
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Individuals with Disabilities Education Act
Inspector of Record

Joint Powers Authority

Minority business enterprise
Metropolitan Transportation Agency
Negative Declaration

Notice of Completion

Notice of Determination

Notice of Exemption

Notice of Intent

Office of Planning & Research

Office of Public School Construction
Occupational Safety and Health Act
Preliminary Assessment/Site Investigation
Lead

Polychlorinated biphenyl

Preliminary Endangerment Assessment
Public Resources Code

Public Utilities Commission

Quality Assurance

Quality Control

Qualified Zone Academy Bond
Remedial Action Plan

Removal Action Workplan

Request for Information

Request for Qualifications

Request for Proposal

Regional Water Control Board

State Allocation Board

Small Business Enterprise

Construction and Facilities Policies & Procedures
SECTION 13 — APPENDICES

Received by the BHUSD Board of Education
September 26, 2023

Section 13 Page |A- 4



SCAG
SCAQMD
SFID
SFP
SFPD
SSl
SWMP
SWPPP
SWRCB
TRAN
UBC
VCA
vocC
WBE
YTD
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Southern California Association of Governments

South Coast Air Quality Management District

School Facilities Improvement District
School Facilities Program

School Facilities Planning Division
Supplemental Site Investigation

Storm Water Management Plan

Storm Water Pollution Prevention Program

State Water Resources Control Board
Tax and Revenue Anticipation Note
Uniform Building Code

Voluntary Cleanup Agreement
Volatile Organic Compound
Women'’s Business Enterprise

Year to Date

PROJECT RELATED ACRONYMS

ACI
AISC
AlISI
ANSI
AQMD
ASCE
ASTM
AWS
BU
CFCl
CFOl

American Concrete Institute

American Iron and Steel Institute
American Institute of Steel Construction
American National Standards Institute
Air Quality Management District
American Society of Civil Engineer
American Society for Testing Materials
American Welding Society

Bulletins (issued by DSA)

Contractor Furnish Contractor Install

Contractor Furnish Owner Install
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DF
DIM

FA
FDC
FE
FEC
FF
FH
FOC
FOF
FOM
FOS
FP
FRP
FS
GA
GB
GFRC
GFRG
GL
HB
FV
INV

MDF
MH

NFPA
NIC
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Drinking Fountain

Dimension

Existing

Fire Alarm

Fire Department Connection
Fire Extinguisher

Fire Extinguisher with Cabinet
Finish Floor

Fire Hydrant

Face of Concrete

Face of Finish

Face of Masonry

Face of Stud

Fire Protection

Fiber Reinforced Polymer

Finish Surface

Gauge

Gypsum Board

Glass Fiber Reinforced Concrete
Glass Fiber Reinforced Gypsum
Guidelines (issued by DSA)
Hose Bib

Field Verify

Invert

Interpretations of Regulations (issued by DSA)
Medium Density Fiberboard
Manhole

New

National Fire Protection Association

Not in Contract
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NTS
(o]
oD
OFCl
OFOl
PA
PH
PL Policies
PLAM
POC
PR
PSF
PSI
SIM
sov
TOC
TOP
TOS
TOW
TYP
WH
Wi
WP
UON

Not to Scale

On Center

Outside Diameter

Owner Furnish Contractor Install
Owner Furnish Owner Install
Public Address

Panic Hardware

(Issued by DSA)

Plastic Laminate

Point of Connection
Procedures (Issued by DSA)
Pounds Per Square Foot
Pounds Per Square Inch
Similar

Shut Off Valve

Top of Curb

Top of Parapet

Top of Slab

Top of Wall

Typical

Water Heater

Woodwork Institute
Waterproof

Unless Otherwise Noted
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MEASURE E
November 4, 2008 Election

To provide safe and modernized school facilities, make necessary structural seismic safety repairs,
upgrade, repair, and reconstruct aging classrooms, infrastructure, multiuse, gyms, libraries, science,
technology & labs; roofing, plumbing, heating, ventilation and electrical systems; renovate Beverly
Hills Unified School District schools to better protect student/staff from unauthorized entry, security
risks and natural disasters; shall Beverly Hills Unified School District issue $334 million in bonds at
legal interest rates subject to mandatory audits, independent citizens’ oversight without an estimated
increase in tax rates?

Impartial Analysis from Raymond G. Fortner, Jr.
County Counsel

Approval of Measure E would authorize the Beverly Hills Unified School District (“District”) to issue
general obligation bonds, in an amount not to exceed $334,000,000.

Funds received from the sale of the bonds shall be used for the specific purposes set forth in this
Measure including modernizing school facilities; making structural seismic repairs; upgrading, repairing
and reconstructing classrooms, infrastructure, multi-use, gyms, libraries, science and technology labs,
roofing, plumbing, heating, ventilation and electrical systems. No funds may be used for teacher and
administrator salaries or any other school operating expenses.

Independent performance and financial audits will be performed annually to ensure that the funds
received from the sale of the bonds are expended as specified in the Measure. All bond expenditures
will be monitored by an independent Citizens’ Oversight Committee to ensure that the funds are spent
as specified.

The bonds shall mature and be paid no later than forty (40) years following their date of issuance. The
highest tax rate for the bonds when combined with the existing bonds is estimated to be $49.71

annually per $100,000 of the taxable real property located within the District.

This Measure requires a fifty-five percent (55%) vote for passage.
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MEASURE BH
June 5, 2018 Election

FULL TEXT BALLOT PROPOSITION
OF THE BEVERLY HILLS UNIFIED SCHOOL DISTRICT
BOND MEASURE ELECTION JUNE 5, 2018

The following is the full proposition presented to the voters by the Beverly Hills Unified School District.

“To improve aging Beverly Hills schools, upgrade/replace inefficient heating, cooling/electrical systems,
classrooms, libraries/science labs, deteriorating restrooms/leaky roofs, provide modern classroom
technology/science equipment, shall this Beverly Hills Unified School District measure be adopted to
upgrade, construct/acquire classrooms, facilities, sites/equipment, and issue $385,000,000 of bonds at
legal rates, levy on average 4.4 cents/$100 assessed value, $23,700,000 annually for school repairs while
bonds are outstanding, require taxpayer oversight, annual audits/ all funds for Beverly Hills schools?”

PROJECT LIST

The Board of Education of the Beverly Hills Unified School District is committed to improving the quality
of education by providing students and teachers with safe and secure facilities with up-to-date

technology infrastructure needed to prepare students for 215t Century academic standards and jobs. To
that end, the Board evaluated the District’s urgent and critical facility needs, including safety issues,
class size reduction, and computer and information technology, to develop the scope of projects to be
funded. The District conducted a facilities evaluation reflected in its Facilities Master Plan, presented to
the Board on February 22, 2018 and incorporated herein by reference, and received public input in
developing this Project List. Teachers, staff, community members and the Board have prioritized the key
health and safety needs so that the most critical facility needs are addressed. The Board concluded that
if these needs are not addressed now, the problems will only become more pressing and expensive to
address. Therefore, in approving this Project List, the Board of Education determines that the District
MUST:

1. (i) Improve earthquake and fire safety of all school buildings.

2. (ii) Repair or replace old, leaky roofs, and inadequate electrical systems.

3. (iii) Prohibit bond money from being used for non-construction administrative costs;

4. (iv) Adhere to specific fiscal accountability safeguards such as:

1. (a) Prohibit the State from taking any of the funds raised.

(b) All expenditures will be subject to ANNUAL INDEPENDENT FINANCIAL AUDITS.
(c) No funds will be used for administrators’ salaries and/or pensions.
(d) All funds will stay in the District and be subject to local control.
(e) AN INDEPENDENT CITIZENS’ OVERSIGHT COMMITTEE WILL BE APPOINTED TO
ENSURE THAT ALL FUNDS ARE SPENT ONLY AS AUTHORIZED.
The Project List includes all of the following types of upgrades and improvements:

ukhwnN
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Local School Repair and Upgrade Projects

Goal and Purpose: To provide local funds which cannot be taken away by the State so that the District
can reduce its maintenance budget, local schools will benefit from projects including:

e Repair or replace old, worn-out school floors and walls, restrooms, windows, and leaky roofs.
e Replace and repair aging school plumbing systems and restrooms.
e Repair, modernize, construct and acquire classrooms, replacing out-of-date science
labs, facilities, equipment with up-to-date classrooms and science equipment.
e Add electrical service capacity to relieve overloaded electrical systems so that it can handle
modern instructional technology.
e Install energy efficient systems to save money and protect the quality of instruction in core
subjects like reading, math, science and technology.
e Replace older heating, ventilation, air conditioning and lighting systems with building code
compliant, energy efficient systems which will save money for educational uses.
1. School Safety, Security and Health Wellness Projects
Goal and Purpose: Since good, safe and up-to-date schools help protect and improve local property
values and, improve the quality of teaching especially in the areas of science, technology, arts and
music, local schools and District sites will benefit from a variety of health and safety projects, such as:

Student Safety and Security

e Improve the earthquake safety of school buildings.

e Upgrade fire safety systems of older buildings including fire alarm equipment and sprinklers to
make students safe in the event of an emergency.e

e Improve lighting, fencing, windows, locks and other security systems to ensure safe school
environments.

e Upgrade schools to improve accessibility by disabled students and teachers.

Student Health
e Remove hazardous materials like asbestos, lead, fungus or mold from older school sites.
e Upgrade heating, air conditioning and air filtration to ensure healthy learning environments.
e Beverly Hills High School oil well remediation and site repurposing, as required by State and

local legal requirements.

District-Wide Instructional Technology and Infrastructure Projects

To Standardize Learning Spaces for 215t Century Skills
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Goal and Purpose: Since many classrooms are so old that they cannot support modern technology
infrastructure, school electrical systems need to be upgraded so that Beverly Hills schools can offer

215t Century learning technology and computer science to students:

e Upgrade and purchase computers and modern learning technology for the classroom for
improved student performance.

e Provide up-to-date technology, data and communication equipment.

e Upgrade and expand wireless systems, telecommunications, Internet and network connections.

e Upgrade and replace computers, hardware systems, classroom and library technology and
teaching equipment to enhance instruction.

e Upgrade and repair aging school electrical systems so that schools can have modern
computers and learning technology.

School Site Projects

The following are projects expected to be completed at the school sites mentioned:

Beverly Hills High School
Modernization and/or replace Buildings B3, B4, C, aquatic center, site improvements, sports fields,
parking project, and maintenance and operations offices.

El Rodeo School
Modernization and/or replace Buildings E, new parking structure/play courts, sports fields, and site
improvements.

Horace Mann School
Chiller replacement and Building A roof.

Hawthorne School
Auditorium modernization

Beverly Vista School
ADA drop-off and miscellaneous site improvements

% %k %

The listed projects will be completed as needed. Each project is assumed to include its share of
furniture, equipment, architectural, engineering, and similar planning costs, program management, staff
training expenses and a customary contingency, and escalation for unforeseen design and construction
costs. In addition to the listed projects stated above, the Project List also includes the payment of the
costs of preparation of all facility planning, facility assessment reviews, environmental studies,
construction documentation, inspection and permit fees, and temporary housing of dislocated District
activities caused by bond projects. The repair of school facilities includes: the modernization of
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classrooms, including cabinetry, duct work, wiring, electrical systems, upgrading/replacing surface and
below ground school site parking, campus accessibility, drop-off areas, roadways, entrances and exits,
utilities, including the installation of alternative energy systems such as, but not limited to, solar panels;
upgrade irrigation systems, grounds, playground equipment, hard court surfaces, cracked concrete,
asphalt and brick surfaces, shade structures for student assembly and protecting students from
inclement weather during lunch, libraries, and District support facilities; installing enhanced signage and
fire sensors; improving restrooms and drinking fountains; upgrading heating, ventilation and air

conditioning systems, athletic facilities, gyms, pools and play fields for safety and operational efficiency;
renovating and painting interior and exterior building surfaces to extend their useful life; installing
security, safety and communication systems and equipment; replacing portable classrooms and
renovating auditoriums; upgrading ceilings, lighting, window and floor coverings (including tiles and
carpeting) and kitchen equipment. The Project List also includes the refinancing of any outstanding lease
obligations, the reimbursement of advances made by the District or City of Beverly Hills for oil well
remediation, or for bridge loans taken to initiate voter approved projects; the financing/refinancing of
real property acquisition and improvements; and acquiring land, making site improvements, building
infrastructure and/or constructing additional facilities thereon, for the purpose of expanding
instructional programs to meet future educational demands. The budget for each project is an estimate
and may be affected by factors beyond the District’s control. Some projects throughout the District may
be undertaken as joint use projects in cooperation with other local public or non-profit agencies. The
final cost of each project will be determined as plans are finalized, construction bids are awarded and
projects are completed. Based on the final costs of each project, certain of the projects described above
may be delayed or may not be completed. Demolition of existing facilities and reconstruction of facilities
scheduled for repair and upgrade may occur, if the Board determines that such an approach would be
more cost-effective in creating enhanced and operationally efficient campuses. Necessary site
preparation/restoration and landscaping, may occur in connection with new construction, renovation or
remodeling, or installation or removal of relocatable classrooms, including ingress and egress, removing,
replacing, or installing irrigation, utility lines, trees and landscaping, redirecting fire access, and acquiring
any necessary easements, licenses, or rights of way to the property.

Bond proceeds shall be expended only for the specific purposes identified herein. Proceeds of the bonds
may be used to pay or reimburse the District for the cost of District staff when performing work on or
necessary and incidental to the bond projects. The District shall create an account into which proceeds
of the bonds shall be deposited and comply with the reporting requirements of Government Code §
53410.

FISCAL ACCOUNTABILITY: IN ACCORDANCE WITH EDUCATION CODE SECTION 15272, THE BOARD OF
EDUCATION WILL APPOINT A CITIZENS’ OVERSIGHT COMMITTEE AND CONDUCT ANNUAL INDEPENDENT
AUDITS TO ASSURE THAT FUNDS ARE SPENT ONLY ON DISTRICT PROJECTS AND FOR NO OTHER
PURPOSE. THE EXPENDITURE OF BOND MONEY ON THESE PROJECTS IS SUBJECT TO STRINGENT
FINANCIAL ACCOUNTABILITY REQUIREMENTS. BY LAW, PERFORMANCE AND FINANCIAL AUDITS WILL BE
PERFORMED ANNUALLY, AND ALL BOND EXPENDITURES WILL BE MONITORED BY AN INDEPENDENT
CITIZENS’ OVERSIGHT COMMITTEE TO ENSURE THAT FUNDS ARE SPENT AS PROMISED AND SPECIFIED.
THE CITIZENS’ OVERSIGHT COMMITTEE MUST INCLUDE, AMONG OTHERS, REPRESENTATION OF A BONA
FIDE TAXPAYERS ASSOCIATION, A BUSINESS ORGANIZATION AND A SENIOR CITIZENS ORGANIZATION.
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NO DISTRICT EMPLOYEES OR VENDORS ARE ALLOWED TO SERVE ON THE CITIZENS’ OVERSIGHT
COMMITTEE.

No Administrator Salaries: Proceeds from the sale of the bonds authorized by this proposition shall be
used only for the acquisition, construction, reconstruction, rehabilitation, or replacement of school
facilities, including the furnishing and equipping of school facilities, and not for any other purpose,
including teacher and school administrator salaries and other operating expenses.
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APPENDIX C

Construction Management Association of America

Ethical Practice

1. Construction Managers should be guided in all their relationships by the highest standards of
integrity and honesty.

2. Construction Managers should conduct themselves honorably, responsibly, ethically, and
lawfully so as to enhance the honor, reputation and value of the profession.

3. Construction Managers should avoid conduct or practices that deceive the public or represent
a real or perceived conflict of interest.

4. Construction Managers should respect the rights of others and should not discriminate on the
basis of race, color, gender, marital status, religion, national origin, age, disability, or sexual
orientation nor knowingly violate any law, statute, or regulation in the performance of
professional services. Construction managers should strive to create a diverse workforce.

5. Construction Managers should have a zero-tolerance policy for any form of harassment
including sexual harassment and bullying.

Professional Excellence

6. Construction Managers should perform services only within their areas of competence and
qualification.

7. Construction Managers should contribute to the advancement of the program, project, and
construction management profession by using best practices, continuing their professional
education, and contributing to the development of the future workforce.

Responsibility to the Public

8. Construction Managers should hold paramount the health, safety, and welfare of the
workplace and the public.

9. Construction Managers should guide and aid in defining and meeting objectives for
environmental sustainability and resiliency throughout a project’s life cycle.

Client-Centered Practice

10. Construction Managers should ethically represent the best interests of the owner or client, as
consistent with this code.
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