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APPENDIX A

SECTION 00801 — MINORITY BUSINESS ENTERPRISE PROCEDURES

MINORITY BUSINESS ENTERPRISE PROCEDURES
FOR
STATE FUNDED ,
PUBLIC SCHOOL CONSTRUCTION PROJECTS

Revised JUNE 2008

 Approved by the Montgomery County Board of Education
on October 1, 2017.

These procedures supersede the latest procedures which were previously approved July 6, 2005.

DATE OF ORIGINAL APPROVAL: September 22,2008
DATE OF REVISION: October 11, 2017

These procedures were approved by the Interagency Committee on School Construction on June 26, 2008,
revised October 11, 2017, and shall be utilized by each public school system in Maryland as a condition
for the receipt of State funds through the Public School Construction Program.

The effective date for implementation for projects in Montgomery County is October 11, 2017.
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MINORITY BUSINESS ENTERPRISE PROCEDURES FOR STATE FUNDED PUBLIC SCHOOL
CONSTRUCTION PROJECTS

BACKGROUND

In 1978, the Maryland General Assembly passed legislation, which was signed into law to establish the State’s
Minority Business Enterprise Program. This new law set as a goal that at least 10 percent of each unit of State
government’s total dollar value of procurement contracts for purchases and/or contracts be awarded to minority
business enterprises. This law was subsequently modified and the goal was increased to 14 percent. More recently,
in 2001, the goal was increased to 25 percent with subcontracting sub-goals of 7 percent for certified African
American-owned businesses and 10 percent for certified women-owned businesses.

In 1979, the Rules, Regulations. and Procedures for the Administration of the School Construction Program were
revised by the Board of Public Works to require each local board of education to adopt procedures to attempt to
include minority business enterprises in State funded school construction projects. The State law was revised and
now states: “The Interagency Committee on School Construction (IAC) shall require each local board of education to
adopt procedures consistent with this chapter before obtaining funds for public school construction projects”.

In May 2007, the Rules, Regulations, and Procedures were replaced by regulations. The regulations concerning
project procurement (COMAR 23.03.03) indicate that the State’s minority business enterprise goals and procedures
apply to all State funded projects, irrespective of procurement method.

OVERVIEW

This Minority Business Enterprise (MBE) procedure document was originally developed in response to a requirement
set forth in the Rules, Regulations, and Procedures for the Administration of the School Construction Program. The
MBE requirement was originally established under HB 64, which was passed in the 1978 session of the Maryland
General Assembly and signed into law as Chapter 575 of the Acts of 1978.

Since the Board adopted its original Minority Business Enterprise Procedures, there have been changes in State
statutes, regulations adopted by the Board of Public Works, procedural requirements, project eligibility requirements
and the level of State participation in school construction projects. This revised procedure is consistent with current
legislation and the changes to the Code of Maryland Regulations (COMAR) requirements, effective November 7,
2005 and May 21, 2007. :

1.0 PURPOSE

2.0

The purpose of the Procedures is to fulfill the intent of the law by setting goals for minority business enterprise
participation in every contract that includes State funding through the Public School Construction Program. Local
Educational Agencies (LEAs) shall attempt to achieve the result that a minimum of 25 percent of the total dollar value
of all construction contracts is made directly or indirectly with certified minority business enterprises when State
Public School Construction Program (PSCP) funds are utilized, with a minimum of 7 percent from certified African
American-owned businesses, a minimum of 10 percent from certified women-owned businesses, and the balance from
any certified minority business enterprises. All general contractors, including certified MBE firms, when bidding as
general or prime contractors are required to attempt to achieve the MBE subcontracting goals from certified MBE
firms.

EFFECTIVE DATE

These procedures have been adopted for use in Montgomery County and supersede previously utilized MBE
procedures, and will take effect on or after September 22, 2008. '
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3.0 DEFINITIONS

1. Certification means the determination that a legal entity is a minority business enterprise consistent with the
intent of Subtitle 3 of the State Finance and Procurement Article.

2. Certified Minority Business Enterprise means a minority business that holds a certification issued by the
Maryland State Department of Transportation (MDOT).

3. Corporation, as defined by MDOT, is an artificial person or legal entity created by or under the authority of the
laws of any state of the United States, the District of Columbia or a territory or commonwealth of the United
States and formed for the purpose of transacting business in the widest sense of that term, including not only
trade and commerce, but also manufacturing, mining, banking, insurance, transportation and other forms of
commercial or industry activity where the purpose of the organization is profit. For eligibility for certification,
disadvantaged and/or minority individuals must own at least 51 percent of the voting stock and at least 51 percent
of the aggregate of all classes of stock that have been issued by the corporation. (Note: stock held in trust is not
considered as stock held by the disadvantaged businesspersons when computing the business person(s)
ownership.)

4. Managerial Control, as defined by MDOT, means that a disadvantaged or minority owner(s) has the
demonstrable ability to make independent and unilateral business decisions needed to guide the future and
destiny of a business.

Control may be demonstrated in many ways. For a minority owner to demonstrate control, the following
examples are put forth, but are not intended to be all inclusive:

a. Articles of Incorporation, Corporate Bylaws, Partnership Agreements and other agreements shall be free of
restrictive language which would dilute the minority owner’s control thereby preventing the minority owner
from making those decisions which affect the destiny of a business;

b. The minority owner shall be able to show clearly through production of documents the areas of the
disadvantaged business owner’s control, such as, but not limited to:

1) Authority to sign payroll checks and letters of credit;

2) Authority to negotiate and sign for insurance and/or bonds;

3) Authority to negotiate for banking services, such as establishing lines of credit; and
4) Authority to negotiate and sign for contracts.

c. Agreements for support services that do not lessen the minority owner’s control of the company are
permitted as long as the disadvantaged or minority business owner’s authority to manage the company is not
restricted or impaired.

5. Minority Business Enterprise (MBE) means any legal entity, except a joint venture, that is (a) organized to
engage in commercial transactions, and (b) at least 51 percent owned and controlled by one or more individuals
who are socially and economically disadvantaged including:

African Americans;

American Indian/Native Americans;

Asians;

Hispanics;

Physically or mentally disabled individuals;

Women; or

A non-profit entity organized to promote the interests of physically or mentally disabled individuals.

6. Minority Business Enterprise Liaison means the employee of the school system designated to administer the
Minority Business Enterprise Procedures for State funded public school construction projects.

7. Operational Control, as defined by MDOT, means that the disadvantaged or minority owner(s) must possess
knowledge necessary to evaluate technical aspects of the business entity. The primary consideration in
determining operational control and the extent to which the disadvantaged or minority owner(s) actually operates
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Attachment A (page 1 of 2)

CERTIFIED MINORITY BUSINESS ENTERPRISE
UTILIZATION AND FAIR SOLICITATION AFFIDAVIT

NOTE: You must include this document with your bid or offer. If you do not submit the form with your bid or offer,
the procurement officer shall deem your bid non-responsive or your offer not reasonably susceptible of being
selected for award.

* * * * * * * * * * *

Part L.
I acknowledge the:

° Overall certified MBE subcontract participation goal of 10 %. and
o The subgoals, if applicable, of:

° N/A% for certified African American-owned businesses and

° N/A% for certified Asian American-owned businesses.

I have made a good-faith effort to achieve this goal. If awarded the contract, 1 will continue to attempt to increase MBE
participation during the project.

Part I1.
Check ONE Box

NOTE: FAILURE TO CHECK ONE OF BOXES 1, 2, or 3 BELOW WILL RENDER A BID
NON-RESPONSIVE OR AN OFFER NOT REASONABLY SUSCEPTIBLE OF BEING
SELECTED FOR AWARD

NOTE: INCONSISTENCY BETWEEN THE ASSERTIONS ON THIS FORM AND THE
INFORMATION PROVIDED ON THE MBE PARTICIPATION SCHEDULE
(ATTACHMENT B) MAY RENDER A BID NON-RESPONSIVE OR AN OFFER NOT
REASONABLY SUSCEPTIBLE OF BEING SELECTED FOR AWARD

1 []1have met the overall MBE goal and MBE subgoals for this project. I submit with this Affidavit
[Attachment A] the MBE Participation Schedule [Attachment B], which details how I will reach that goal.
or
2 [ After having made a good-faith effort to achieve the overall MBE goal and MBE subgoals for this project, I can

achieve partial success only. I submit with this Affidavit [Attachment A] the MBE Participation Schedule
[Attachment B], which details the MBE participation I have achieved.

I request a partial waiver as follows:

¢ Waiver of overall MBE subcontract participation goal: ___ %

e Waiver of MBE subcontract participation subgoals, if applicable:
e % for certified African American-owned businesses and

e % for certified Asian American-owned businesses.

Within 10 days of being informed that 1 am the apparent awardee, 1 will submit MBE Waiver Documentation
[Attachment F} (with supporting documentation).



or

3 [ After having made a good faith effort to achieve the overall MBE goal and MBE subgoals for this project,
I am unable to achieve any portion of the goal or subgoals. I submit with this Affidavit [Attachment A]
the MBE Participation Schedule [ Attachment B].

I request a full waiver.

Within 10 days of being informed that I am the apparent awardee, I will submit MBE Waiver
Documentation [Attachment F] (with supporting documentation).

Part III.

I understand that if I am the apparent awardee or conditional awardee, I must submit within 10 working days
after receiving notice of the potential award or within 10 days after the date of conditional award — whichever is
earlier — the:

e  Qutreach Efforts Compliance Statement (Attachment C)

e Subcontractor Project Participation Statement (Attachment D)

e Minority Subcontractors Unavailability Certificate (Attachment E) (if applicable)

e Any other documentation the Procurement Officer requires to ascertain my responsibility in
connection with the MBE participation goal and subgoals

I acknowledge that if I fail to timely return complete documents, the Procurement Officer may determine that I am
not responsible and therefore not eligible for contract award. If the contract has been awarded, the award is
voidable.

I acknowledge that the MBE subcontractors/suppliers listed in the MBE Participation Schedule and any additional
MBE subcontractor/suppliers identified in the Subcontractor Project Participation Statement will be used to
accomplish the percentage of MBE participation that I intend to achieve.

In the solicitation of subcontract quotations or offers, MBE subcontractors were provided the same information
and amount of time to respond as were non-MBE subcontractors.

The solicitation process was conducted in such a manner so as to not place MBE subcontractors at a competitive
disadvantage to non-MBE subcontractors.

I solemnly affirm under the penalties of perjury that this Affidavit
is true to the best of my knowledge, information, and belief.

Bidder/Offeror Name Affiant Signature
Address Printed Name & Title

Address (continued) Date

MCPS 04/21/15 MINORITY BUSINESS ENTERPRISES PROCEDURES 00801-Ab



ATTACHMENT B

MBE PARTICIPATION SCHEUDLE

BID #9752.1

This document must be included with the bid or offer. If the bidder or offeror fails to submit this form with the bid or offer
as required, the procurement officer shall deem the bid non-responsive or shall determine that the offer is not reasonably
susceptible of being selected for award.

1. Prime Contractor’s Name

2. LEA and PSC No.

3. Project/School Name

4. Project/School Location

5. Prime Contractor’s Address/Telephone Number/Email

6. Base Bid Amount S
Acceptance Alternates $
Total $

7a. Minority Firm Name:

Minority Firm Address:

MDOT Firm Certification Number:

Telephone Number:

NAICS Code:

o African American o Asian American 0 Native American 0 Women 0 Hispanic 0 Disabled
Subcontractor Firm Allowable Percentage of Subcontractor Participation
{Select One) Percentage Total Contract Dollar Amount Amount
MDOT Certified Firm 100% S S
MDOT Certified Prime 50% of established goal OR S $
Contractor 100% of one subgroup contract subgoal
MDOT Certified Supplier, 60% $ S
Wholesaler and Regular Dealer
7b. Minority Firm Name: Telephone Number:
Minority Firm Address: NAICS Code:
MDOT Firm Certification Number:
0 African American 00 Asian American 0 Native American © Women 0 Hispanic © Disabled
Subcontractor Firm Allowable Percentage of Subcontractor Participation
(Select One) Percentage Total Contract Dollar Amount Amount
MDOT Certified Firm 100% S $
MDOT Certified Prime 50% of established goal OR S $
Contractor 100% of one subgroup contract subgoal
MDOT Certified Supplier, 60% $ $
Wholesaler and Regular Dealer

7¢. Minority Firm Name:

Minority Firm Address:

MDOT Firm Certification Number:

Telephone Number:

NAICS Code:

o African American 0 Asian American D Native American O Women © Hispanic o Disabled
Subcontractor Firm Allowable Percentage of Subcontractor Participation
(Select One) Percentage Total Contract Dollar Amount Amount
MDOT Certified Firm 100% S S
MDOT Certified Prime 50% of established goal OR $ S
Contractor 100% of one subgroup contract subgoal
MDOT Certified Supplier, 60% $ S
Wholesaler and Regular Dealer

8. MBE Total Participation Amount

9. Total MBE Percent of Entire Contract

10. Form Prepared by:
Name:

Title:

Date:

11. Reviewed and Accepted by Board of Edu. MBE Liaison

Name:

Title:

Date




Total MBE Participation:
Total African-American Participation:

Total Asian-American MBE Participation:
Total Other Participation:

W n

%
%
%
%
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Attachment C

OUTREACH EFFORTS COMPLIANCE STATEMENT

In conjunction with the bid or offer submitted in response to County Public Schools for the
project, PSC # , I state the following:

(name)

D Bidder/Offeror identified opportunities to subcontract in these specific work categories:

2) Attached to this form are copies of written solicitations (with bidding instructions) used to solicit
certified MBEs for these subcontract opportunities.

3) Bidder/Offeror made the following attempts to contact personally the solicited MBEs:

4) O Bidder/Offeror assisted MBE:s to fulfill or to seek waiver of bonding
Requirements (Described Efforts)

[C]  This project does not involve bonding requirements.

5) ] Bidder/Offeror did/did not attend the pre-bid conference
O] No pre-bid conference was held.
By:
Bidder/Offeror Name
Address Name, Title

Date
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Attachment D

MINORITY BUSINESS ENTERPRISES SUBCONTRACTOR PROJECT
PARTICIPATION STATEMENT

PROJECT/ SCHOOL NAME:

PROJECT/ SCHOOL LOCATION;

LEA:

NAME OF PRIME CONTRACTOR:

NAME OF MBE SUBCONTRACTOR:

MDOT Certification Number

1. Work/Services to be performed by MBE Subcontractor:

2. Subcontract Amount: $

(¥8)

Bonds - Amount and type required of Subcontractor if any:

4. MBE Anticipated or Actual Commencement Date: Completion Date:

5. This MBE subcontract represents the following percentage of the total contract cost:

6. This is an African American Firm: Yes No

7. This is a Women Owned Business Firm:  Yes No

8.  This is an Asian, American Indian, Hispanic or Disabled Firm:  Yes No
(Circle One)

S sk sk e ok ok ok sk ok sk sk oK ke e sk s sk s st s st st sk sk ok sk ok o sk 3 ok s sk ok ok 3 ke ke s ok 3 ok sk sk sk sk ok ok sk ke e ke ke ok ok sk s s sk sk e ke sk ok sk sk ok sk sk ok sk sk sk sk e sk sk ok sk sk sk sk sk sk sk ok sk sk ok ok sk ok sk sk kol skeokskok sk sk kR

The undersigned subcontractor and prime contractor will enter into a contract for the work/service indicated above upon the prime
contractor’s execution of a contract for the above referenced project with the Board of Education. The
undersigned subcontractor is a MDOT certified Minority Business Enterprise. The terms and conditions stated above are consistent
with our agreements.

Signature of Subcontractor:

Date:

The term and conditions stated above are consistent with our agreements.

Signature of Prime Contractor:

Date:
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Attachment E

MINORITY SUBCONTRACTOR UNAVAILABILITY CERTIFICATE

1. It is hereby certified that the firm of

(Name of Minority firm)
located at
(Number) (Street)
(City) (State) (Zip)
was offered an opportunity to bid on the school project
in County by

(Name of Prime Contractor’s Firm)

sk sk fe sk sfe sk sk ok sk she ok sk ok sk sk sk sk sk ok sk ske sk sk sk sfe ok 3k s sk sfe sk s ke sk sk ok sk ok s sk ok ok ok sk sk ok st sk sk sk ke sk ofe s s sk sk sk sk ske sk sk sk sk she sk sheoke sk sk sk sk ke sk sk ok kesk ok

2. The (Minority Firm), is either unavailable for the work/service or
unable to prepare a bid for this project for the following reason(s):

Signature of Minority Firm’s MBE Representative Title Date

MDOT Certification # Telephone #

1. To be completed by the prime contractor if Section 2 of this form is not completed by the minority firm.

To the best of my knowledge and belief, said Certified Minority Business Enterprise is either unavailable for the work/service for this
project, is unable to prepare a bid, or did not respond to a request for a price proposal and has not completed the above portion of this

submittal.

Signature of Prime Contractor Title Date



BID #9751.2
Attachment F

MBE WAIVER DOCUMENTATION

Project Name: _ PSC No.

Base Contract Amount $

Plus Accepted Alternates

Equals Total Contract Amount §

I have previously requested that a waiver be granted to the overall MBE goal for this project of percent, with a
minimum of ____ percent from certified African American-owned businesses, a minimum of _____ percent from
certified women-owned businesses, and the balance from all certified minority business enterprises, if applicable.
This would include the total dollar value of all materials, supplies, equipment, and services, including construction
services directly or indirectly, from Minority Business Enterprises (MBE) which are currently certified by the
Maryland Department of Transportation (MDOT).

I , hereby certify that my position is
(Name of Company Representative)

, and I am the duly authorized representative of
(Position Title)

(Company Name)
I further certify that I have submitted a Schedule for Participation of Certified Minority Business Enterprises

which reflects the percentage and dollar value of certified Minority Business Enterprise participation which my
company expects to achieve for this contract. Therefore, the request for the waiver is as follows:

Summary MBE Participation Schedule from Attachment B

Actual MBE
Minority Group MBE GOAL Dollar Participation Request For Waiver
Dollar Value of Percent of Dollar Value Percent of Dollar Value | Percent of
Total Contract*® Total Total Total
Contract Contract Contract
a. Sub Goal —
African American
b. Sub Goal

Asian American

c. Other * In

Sub Goal group
a/b above
TOTALS

* with accepted/rejected alternates

MCPS 04/21/15 MINORITY BUSINESS ENTERPRISES PROCEDURES 00801-Fa
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To support this request for a waiver, I include the following information as attachments which I certify to be true
to the best of my knowledge.

1. A detailed statement of the efforts made by the contractor to identify and select portions of the work
proposed to be performed by subcontractors in order to increase the likelihood of achieving the stated goal;

2. A detailed statement of the efforts made by the contractor prior to and up to 10 days before the bid opening to
solicit minority business enterprises through written notices that describe the categories of work for which
subcontracting is being solicited, the type of work to be performed, and specific instructions on how to
submit a bid;

3. A detailed statement of the contractor’s efforts to make personal contact with MBE firms identified for

Item 2. above;

4. A record of the name, address, telephone number, and dates contacted for each MBE identified under items
2. and 3. above;

5. A description of the information provided to MBE’s regarding the plans, specifications and the anticipated
time schedule for portions of the work to be performed;

6. Information on activities to assist minority business enterprises to fulfill bonding requirements, or to obtain a
waiver of these requirements;

7. Information on activities to publicize contracting opportunities to minority business enterprises, attendance
at pre-bid meetings, or other meetings scheduled by the MBE Liaison or designated representative;

8. As to each MBE that placed a subcontract quotation or offer which the apparent low bidder or successful
offeror considers not to be acceptable, a detailed statement of reasons for this conclusion; and

9. A list of minority subcontractors found to be unavailable. This shall be accompanied by a Minority
Subcontractor Unavailability Certificate signed by the minority business enterprise or from the apparent low
bidder or successful offeror indicating that the minority business did not provide the written certification.

Signature Date
(Company Representative Name)

Sworn and subscribed before me this day.
of in the year Notary Public
Reviewed and accepted by the County Board of Education MBE Liaison.
(County Name)
Signature Date

(County Representative Name)

MBE Request For Waiver Master Form (July 2002)\

MCPS 04/21/15 MINORITY BUSINESS ENTERPRISES PROCEDURES 00801-Fb
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ATTACHMENT G IAC/PSCP 306.4

CERTIFIED MINORITY BUSINESS ENTERPRISE PARTICIPATION

STANDARD MONTHLY CONTRACTOR'S REQUISITION FOR PAYMENT

LEA: DATE:
FACILITY NAME: PSC NO:
SCOPE OF WORK: REQ NO:
If amount paid is
LESS than
TOTAL
MDOT MBE has MBE Contract
Certification TOTAL MBE | Amount to be Received Amount,
Name of MBE Number and Contract Paid THIS TOTAL Paid FINAL EXPLAIN
Sub-Contractor Classification Amount Requisition to Date Payment? VARIANCE
TOTAL: 3 $ $
MDOT Certification Number and Classification can be located at http://mbe.state.mdot.state.md.us/directory/

MBE Classification:
African American = AA
Hispanic American = H
Native American = N
Asian American = A
Women =W

| certify that the figures and information presented above represent accurate and true statements, that timely
payments have been and wili be made to suppliérs and subcontractors on this project as requisitioned payments
are received, and in accordance with our contracts.

African American/Women = AAW
Hispanic American/Women = HW
Native American/Women = NW
Asian American/Women = AW

Name of Contractor Firm Authorized Contractor Signature/Date

Contractor Federal Tax ID # Contractor MBE Classification # (if applicable)

Name of LEA MBE Liaison (Printed) Signature of LEA MBE Liaison/Date
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APPENDIX B

IAC/PSCP FORM 306.2a
CONTRACTOR'S CERTIFICATION This form must accompany AC/PSCP Form
OF RECEIPT OF PAYMENT 306.2, Request for Reimbursement to LEA, if

Canceled check(s) are not provided.
LEA:
PROJECT TITLE: PSC NO:
| hereby certify that payment in the amount of $ , check number dated

has been received from Public Schools and deposited

to bank) on (date) for capital

school/project),

improvements made to

Name of Contractor Firm

Authorized Signature Date
NOTARIZATION
County to wit:
| hereby certify that on this ~__day of in the year of
before me, a Notary Public for said County, personally appeared {name),
and made oath in due form of law that he/she is {title)
of (name of firm), and on behalf of said firm stated that the

matters and facts set forth in the foregoing verification are true to the best of his/her knowledge, information and belief.

He/she acknowledged that he/she executed the same purposes herein contained and that they had full authority to

execute same.

As witness my hand and official seal:

NOTARY PUBLIC
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APPENDIX C

STATE PROJECT IDENTIFICATION SIGN

AND INSTRUCTIONS

(2 Page)



APPENDIX C

CONSTRUCTION SIGN FOR STATE FUNDED
SCHOOL CONSTRUCTION PROJECTS
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APPENDIX C

FOR SCHOOL STATE CONSTRUCTION SIGN

The following appropriate language should be entered on the construction sign to describe the work for
the specific project (or modified as required):

e Renovating

e Constructing an Addition and Renovating

e Constructing an Addition to

e Constructing a Replacement School for

e Constructing the New

¢ Constructing a Pre-Kindergarten Addition at
e Renovating the Science Laboratories at

e Replacing the Roof at

e Replacing the Boilers at

e Replacing the Windows at
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APPENDIX D

MCPS EMERGENCY/CRISIS PROCEDURES SHELTER/LOCKDOWN




Emergency Preparedness Procedures
Key Points for Lockdown-Evacuate-Shelter (LES)

Lockdown
This is a term used to describe an emergency at an MCPS facility.
Lockdown alerts staff that imminent danger exists inside or outside
the building, and requires moving to an immediate lockdown mode.
It requires that all students are under supervision. The on-site
emergency team (OSET) is not activated during a Lockdown.
Persons authorized to call a Lockdown
School administrators or their designee will notify students, staff
and visitors via the PA system and the portable radios when a
Lockdown is in effect. Directions should be given to immediately
to move to a lockdown mode. Staff should make the announcement
and notify 911 and Office of School Performance.

Lockdown Alert—Staff Guidance

e  When the administrator/designee announces a Lockdown,
scan the immediate area outside the classroom or office
for any students and staff. Allow them in the
classroom/office, and immediately lock or secure the door
if possible.

e  Make the room look unoccupied by turning off the lights,
close/cover the windows and blinds, and move away from
the line of sight from the doors and windows. Remain
silent.

e  If staff and students are inside the building but outside a
classroom or office when a Lockdown is called, move
students to the nearest securable location.

e  Staff supervising students outside when a Lockdown alert
occurs inside the building should be notified of the
Lockdown activation by P.A. or two-way radio. Staffand
students should move to a pre-determined safe location
identified on the emergency plan away from the building
and maintain communication with the command post.

e  Ignore the fire alarm system and class change bells.

e  Wait for further instructions.

Evacuate
There are two evacuation alerts, Fire and Directed.

Fire Evacuation
e  Activate Fire Evacuation Alarm
e  Students/staff/visitors leave the buijlding by the nearest
exit
e  Proceed to a point at least 50 feet from the building
e  Perform an accountability of the students/staff/visitors

Directed Evacuation

e Will be used during possible High Level Bomb threats.
an identified Suspicious Package or an Inside
Hazardous Material Release

e  Notify 911 and OSP

e  Determine plan to direct everyone away from the
known danger area

e  Announce via PA and portable radio

o  Students/staff/visitors must evacuate to a point at least
300 feet from the building

Shelter

This is a term used to alert staff that an emergency exists at or
near an MCPS facility. It requires all students to be accounted

for and under supervision. Administrators may activate the
OSET and set up a command post when appropriate. There are
three types of shelters: Public Safety, Severe Weather and
Qutside Hazardous Materials Release.

Persons authorized to call a Shelter alert

Administrators or their designee will notify students/staff/visitors
via the PA system and the portable radios when a Shelter alert is
activated. It is recommended that an “age-appropriate”
announcement of a Shelter alert include a brief description of the
nature and location of the incident.

Public Safety Shelter Alert- Staff Guidance

When the administrator announces a Public Safety Shelter alert:
e Bring outside students/staff/visitors into the main

building, portable classrooms are secured but not

evacuated

Outside doors are locked and kept secured

Students should be accounted for in an instructional area.

Classroom instruction should continue

Staff must document attendance and report any

discrepancies to an administrator/designee.

e  During a Public Safety Shelter alert, classroom lockdown
is not required.

e  The OSET may be activated by an administrator during a
Public Safety Shelter alert via a PA announcement and
over the portable radios.

e  Depending on the situation (the nature of the emergency
or potential threat), it may not be appropriate to change
classes. In these situations, class bells should be turned
off and students/staff should remain in their classrooms
until directed otherwise by the administrator/designee.

e Do not ignore the fire alarm system.

Severe Weather Shelter — A severe thunderstorm or
tornado warning is activated for the area near the school.

e Students/staff/visitors must report to identified
weather safe areas inside the building.

e Portable classrooms are to be evacuated to the main
building.

e Bring emergency kit/phone with Nextel phone and
ensure the NOAA weather radio is continually
monitored

Outside Hazardous Material Release Shelter
Alert is a term used to describe a specific shelter alert due to an
outside air contamination emergency at or near the building. This

could be the result of a suspected chemical. biological, or
radiological incident: or a nearby hazardous materials spill.



Outside Hazardous Material Release Alert Staff

Guidance

When activating an Outside Hazardous Material Release Shelter

alert, take the following steps immediately:

e Announce a Quitside Hazardous Material Release Shelter Alert

e Bring students/staff/visitors into the main building from outdoor
activities

e Evacuate portable classrooms in consultation if safe to do so

e Secure/lock exterior doors and windows

e Hold students in their current locations inside the building until
the best course of action can be determined

e Turn off electrical power to ensure immediate shutdown of
HVAC

e Ignore fire alarm system—only in this Outside Hazardous Material
Release Shelter alert.

Parent/Child Reunification
All schools have plans in place to reunite students with their
parents/guardians in the event of an emergency at a school. This process
will ensure the safe and orderly reuniting of students and parents/guardians.
Schools will ensure they use a three-step approach.
e Identify parents (using ID)
o Identify student location in the school or PCR location, sign out

student
e Unite student and parent/guardian
Firearms

e Avoid attempts to disarm/subdue an armed subject.

e  Notify administrator/designee and school-based security
of any firearm incidents immediately, and call 911 with
details.

e  Determine need to implement a Lockdown or Public
Safety Shelter alert.

e  Abandoned/discarded firearms should be covered by
appropriate means and never left unattended.

Bomb Threat Assessment

e  Factors to consider:

> Details/specifics provided by the bomb caller

> Number of prior threats to the school

> Current events surrounding the school

> Demeanor of the bomb caller

e Based on an assessment of the situation and input from
the administration of the school, the Department of
School Safety and Security and the police, the
administrator will make a decision on evacuation. Ifthe
parties do not agree, this disagreement will be resolved in
favor of evacuation. (Refer to MCPS Regulation EKC-
RA.) Use a Directed Evacuation to evacuate the school
Evacuation is warranted only if the threat level is high.

e  Evacuation is not warranted if the threat level is low.
It is recommended that an activation of a Public Safety
Shelter alert and the use of sweep/scan teams be used
during a low level threat when the building is not
evacuated.

Bomb Threats Call Trace
e  Use “call trace™ procedures on the yellow Telephone
Bomb Threat Checklist card. Follow instructions exactly.
e  Afier hanging up the phone, press *57 on the same line
the call came in on.
e Press *47 if you have 279 or 517 exchanges on your
school phone number.
Do not dial 9™ before you dial *57 or *47.
Notify school administration immediately
Report the bomb threat to 911 and OSP.
Inform the 911 operator of “call trace™ activation.

e o o o

Bomb Threat Sweep/Scan

o In certain circumstances, staff volunteers may be asked to
sweep/scan the facility or grounds for any suspicious
items.

e A sweep/scan should be conducted in teams and only by
visual means (eyes and ears only).

e If a suspicious item is discovered during a sweep/scan,
evacuate to a 300-foot safe zone and notify administrator
immediately.

e If a suspicious item is located, do not use a radio or cell
phone in the immediate area within 25 feet in all
directions.

e  No suspicious item should be handled in any manner by
school staff (do not touch it!).

Hazardous Material Spills

These guidelines should be followed in the event of a chemical
incident in which there is potential for a significant release of
hazardous materials. Spill response procedures will vary depending
on whether the spill is small (less than 18 inches in diameter),
medium (exceeds 18 inches, but is less than 6 feet), or large
(exceeds 6 feet in diameter, and any “running” spill that has not
been stopped). If a potential biological agent threat or incident is
present, follow MCPS Biological Agent Threats/Incidents
guidelines.

General Spill Control Techniques: Once a spill has occurred, the
staff at the spill site must decide whether the spill is small enough to
handle without outside assistance. Guidance should be obtained
from science resource teachers or staff with a chemistry
background. (i.e., in science labs, chemistry labs, automotive shop
areas). Only staff who are properly trained under OSHA Regulation
1910.120 should attempt to contain or clean up a small spill.
Small Spill Evacuation: Evacuate the immediate area and
surrounding areas whenever the air is or could become untenable
(i.e., experiencing difficulty breathing, watery eyes, upper respiratory
congestion or tightness in chest, coughing, runny nose, etc.). Also evacuate
the immediate area or building if material is emitting vapors or fumes.

If a medium or large hazardous chemical/material spill occurs
inside your school building—

¢  An administrator/designee should call 911 and OSP
immediately with detailed information (obtain the
chemical MSDS, if available at time of spill incident).

e  Evacuate the building immediately using a Directed
Evacuation to funnel students/staff away from danger
area.

e Notify building security and building services staff.

e  Secure the area around the spill area.

e Follow instructions from fire and rescue services
personnel.

If a medium or large hazardous chemical/material spills occurs
immediately outside your school building—

e  An administrator/designee should call 911 and OSP
immediately with detailed information.

e  Shut windows and doors and turn off ventilation systems.

e Notify building security and building services staff.

e  Turn class-change bells off. if appropriate.

e Follow instructions from fire and rescue services
personnel.

e  Activate the Outside Hazardous Material Release alert. if
appropriate.



BID #9752.1

APPENDIX E

Montgomery County Public Schools
Division of Construction

CHANGE ORDER FORM #
Facility: Projects Name:
Contractor: Date:
[0 Change to original scope of work O Additional work

General description of work to be performed:

Attach detailed proposal with change order FOR THE TOTAL SUM OF: | §

Changes to the Contract:

The original contract sum was:

Total amount of this change order

Total original contract amount plus or minus previous approved change orders:

A |

Total contract amount including this change order

Completion Date: Work Order #:

Notice: Acceptance of this change order does not alter the contract completion date. If this change order
has any effect on the contract completion date, additional documentation shall be submitted to MCPS as
specified.

(Authorized Contractor Representative Acceptance) Title (Date)

(MCPS Representative Approval) Title (Date)

(MCPS Contract Supervisor Approval) Title (Date)



BID #9752.1

APPENDIX F

Montgomery County Public Schools
Division of Construction

OVERTIME REIMBURSEMENT AGREEMENT

Facility:

Contractor:

Description of work to be performed:

Date: Hours Required:
Date: Hours Required:
Date: Hours Required:
Date: Hours Required:
Date: Hours Required:
Date: Hours Required:

Notice: Contractor agrees to pay all overtime costs for building service personnel as required to
perform work at a premium rate. These costs will be deducted from the Contractor’s final invoice.

(Authorized Contractor Representative Acceptance) Title (Date)

(MCPS Representative Approval) Title (Date)

(MCPS Contract Supervisor Approval) Title (Date)



BID #9752.1

APPENDIX G

ASBESTOS FREE MATERIAL VERIFICATION FORM

PRODUCT TYPE:

MANUFACTURER:

MODEL NUMBER TESTED:

SUPPLIER:

LOT/PRODUCTION NUMBER TESTED:

The undersigned Contractor certifies that the building materials identified above have been tested in accordance
with the bid documents and the EPA requirements. The EPA accredited laboratory analysis report is attached
that confirms these materials do not contain asbestos.

The laboratory performing the analysis must have received U.S. Environmental Protections Agency (EPA)
accreditation and be a member of the National Voluntary Laboratory Accreditation Program (NVLAP). No other
form of confirmation such as Material Safety Data Sheets, manufacturer documentation, historical testing, etc.
will be accepted. A list of EPA  accredited laboratories can be found at
http://ts.nist.gov/standards/scopes/programs.htm

The Contractor or the manufacturer can have the laboratory testing performed. The cost for testing shall be
included in the RFP prices offered.

Below is a list of materials of concern that require laboratory analysis.

e Acoustical ceiling tile, e Insulation (All types; roof, HVAC, piping, wall,
e Adhesives etc.)

e Caulking e Mastics

e Fire Rated Doors e Plaster

e Fire Board e Roofing System Components e.g. BUR Asphalt,
e Floor tile and sheet ﬂooﬁng, Felts, Cap Sheets, Shingles, etc.

e Folding Doors e Spackle

e Gypsum Panels (Drywall) e Toilet Partitions

e Window Glazing

Contractor

Contractor Representative

Invitation to RFP #

Date



BID #9752.1
APPENDIX H

SEE DRAWINGS ATTACHED

FOR QUNICE ORCHARD HIGH SCHOOL
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BID #9752.1
APPENDIX I

QUOTATION FORM (Page 1 of 6)

COMPANY NAME:

ALL REQUESTED INFORMATION BELOW MUST BE COMPLETED, FAILURE TO DO SO
MAY BE CONSIDERED NON-RESPONSIVE AND DISQUALIFY YOUR BID. Bidder shall supply
with bid submission, manufacture literature for models offered. All costs shall include, but not limited to,
all required delivery, labor, equipment, accessories, etc. Do not alter this format in anyway. Supply one
manufacture and price in appropriate spaces provided.

ATHELETIC LOCKER REPLACEMENTS AT QUINCE ORCHARD SCHOOL HIGH

ITEM #

1.

DESCRIPTION

Boys and Girls Athletic Lockers at Quince Orchard High School

Provide and install 866 - 12” x 12” x 72” double tier lockers, (1,732 lockers) (total includes
70 ADA lockers) with built in combination locks, slope tops and bases as specified herein and
on drawing attached.

Cost per Locker: $ (Including required accessories, no tops,
base and installation)

Manufacture & Model:

Supply the gauge of the various locker components identified below:

Door Outer Panel: gauge Door Inner Panel: gauge
Frame: gauge Top: gauge Bottom: gauge
Side: gauge Back: gauge Shelves: gauge

Total Cost for lockers in Boys and Girls Athletic Locker Rooms — 866 double
tier lockers: $ Including all removal, disposal, installation
and accessories as specified herein)

Manufacture & Model:




BID #9752.1

QUOTATION FORM — CONTINUED (Page 2 of 6)

COMPANY NAME:
ITEM # DESCRIPTION
2. Boys and Girls PE Teachers Office Lockers

Provide and install Ten (10) — 12” x 12” x 72” single tier lockers with flat tops, built in
combination locks and new Zee bases in teacher offices and teacher Restrooms as specified
herein and on drawings, attached.

Cost per Locker: $ (Including required accessories and
installation)

Manufacture & Model:

Supply the gauge of the various locker components identified below:

Door Outer Panel: gauge Door Inner Panel: gauge
Frame: gauge Top: gauge Bottom: gauge
Side: gauge Back: gauge Shelves: gauge

Total Cost for Lockers in Boys and Girls PE Teachers Offices and Teachers
Restrooms: $ Including all removal, disposal, installation
and accessories as specified herein)

PE Teachers Laundry Room Lockers

Provide and install Three (3) — 12” x 12” x 72” double tier lockers with flat tops, built in
combinations locks on new Zee bases in Coaches Laundry Rooms as specified herein and
drawing.

Cost per Locker: $ (Including required accessories and
installation)




BID #9752.1

QUOTATION FORM — CONTINUED (Page 3 of 6)

COMPANY NAME:

Manufacture & Model:

Supply the gauge of the various locker components identified below:

Door Outer Panel: gauge Door Inner Panel: gauge
Frame: gauge Top: gauge Bottom: gauge
Side: gauge Back: gauge Shelves: gauge

Total Cost for PE Teachers Laundry Room Lockers: $ .
(Including all removal, disposal and installation and accessories as specified herein)

Bovys and Girls Team Room Lockers

Provide and install 198 —12” x 12” 72” single tier lockers with flat tops, built in combination
locks on existing bases and (Ten) 10 — 12” x 12” x 72” single tier lockers with flat tops, built
in combination locks on new Zee bases in Boys’ Team Rooms as specified herein and on
drawings attached.

Cost per Locker: § (Including required accessories and
installation)

Manufacture & Model:

Supply the gauge of the various locker components identified below:

Door Outer Panel: gauge Door Inner Panel: gauge
Frame: gauge Top: gauge Bottom: gauge

Side: gauge Back: gauge Shelves: gauge

Total Cost for Boys and Girls Team Room Lockers: $
(Including all removal, disposal, installation and accessories as specified herein)




BID #9752.1
QUOTATION FORM — CONTINUED (Page 4 of 6)

COMPANY NAME:

ITEM # DESCRIPTION

5.

Benches and Pedestals

Total Cost for removal and replacement of existing benches and pedestals with new
benches and pedestals as specified herein and as indicated on drawing. In addition,
provide and install two (2) new 20”x 48” benches. $

TOTAL COST (Items 1 Thru 5): $

ALL EQUIPMENT AND/OR MATERIALS SHALL BE AVAILABLE FOR COMPLETION
PER SCHEDULE. HAS THE CONTRACTOR WRITTEN CONFIRMATION FROM THE
MANUFACTURER(S) THAT ALL EQUIPMENT/MATERIALS WILL BE AVAILABLE IN
SUFFICIENT TIME FOR THE CONTRACTOR TO PERFORM AS SPECIFIED AND MEET
THE COMPLETION DATE OF THE CONTRACT?

YES NO

HAS BIDDER EVER HAD LATE CHARGES DEDUCTED AS A RESULT OF FAILURE TO
COMPLETE AS CONTRACTED?

YES NO

HAS THE BIDDER INCLUDED WITH THEIR BID MANUFACTURER’S LITERATURE FOR
PRODUCT OFFERED?

YES NO

IS THE BIDDER AN AUTHORIZED REPRESENTATIVE AND INSTALLER OF THE
PRODUCT OFFERED?

YES NO

IS A COPY OF THE MARYLAND CONTRACTOR’S LICENSE SUPPLIED WITH BID
SUBMISSION?

YES NO



BID #9752.1
QUOTATION FORM — CONTINUED (Page S of 6)

COMPANY NAME:

HAS BIDDER INCLUDED WITH THEIR BID SUBMISSION A LETTER CERTIFYING THEY
HAVE BEEN IN BUSINESS A MINIMUM OF FIVE YEARS, AND HAVE A MINIMUM OF
FIVE YEARS EXPERIENCE PERFORMING THE TYPE OF WORK SPECIFIED HEREIN?

YES NO

HAS THE BIDDER VISITED THE JOB SITE AND PERFORMED A COMPREHENSIVE
FIELD INVESTIGATION ALONG WITH TAKING FIELD MEASURES BEFORE
SUBMITTING THEIR BID?

YES NO

HAS BIDDER READ THE BIDDING DOCUMENT IN DETAIL PRIOR TO SUBMITTING
THEIR BID?

YES NO

DOES BIDDER ACKNOWLEDGE AND CLEARLY UNDERSTANDS THEIR
RESPONSIBILITIES REGARDING THE NEW MARYLAND LAW RELATING TO
REGISTERED SEX OFFENDERS NOT WORKING IN SCHOOLS?

YES NO

IS THE BIDDER A MINORITY BUSINESS ENTERPRISE?

YES NO

IF YES, PLEASE PROVIDE MARYLAND DEPARTMENT OF TRANSPORTATION

CERTIFICATION NUMBER

ASBESTOS FREE MATERIALS: THE BIDDER HAS REVIEWED THE MATERIAL
LABORATORY TESTING REQUIREMENTS FOR THE LIST OF MATERIAL SPECIFIED
HEREIN TO CONFIRM THEY DO NOT CONTAIN ASBESTOS? SUCCESSFUL
CONTRACTOR WILL BE REQUIRED TO SUBMIT THIS ASBESTOS FREE
VERIFICATION FORM 10 DAYS AFTER PRE-AWARD NOTIFICATION.

YES NO



BID #9752.1
QUOTATION FORM — CONTINUED (Page 6 of 6)

COMPANY NAME:

e HAS BIDDER COMPLETED CONTRACTOR OBLIGATION REGARDING CRIMINAL
RECORDS OF INDIVIDUALS ASSIGNED TO WORK AT MCPS PROPERTIES AND
FACILITIES?

YES NO

CHECK OFF LIST FOR MANDATORY BID SUBMITTAL

Mandatory Submittals Check List:

Signed Invitation for Bid, including Non-Debarment Acknowledgement
Quotation Form (Pages 1-6)

Addendum(s) and Erratum(s) (If any, contractor is responsible to confirm)
MBE Attachment A and B

Maryland; Construction Business License or Home Improvement Commission
License

Letter of Experience and years in Business as specified

Manufacturer letter for authorized installer/representative and guarantee of
timely availability and delivery of materials

References

Bid Bond



