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1. FORM OF CONTRACT — A Master Job Order Contract will be established for installation and
repair maintenance work at various facilities for WCPSS.
2. DEFINITIONS FOR THE BID FORM
Hourly Rate
Comprised of the contractor's total hourly labor cost inclusive of miscellansous tools
and equipment, vehicle costs, mileage, overhead and profit, insurance, and
miscellaneous materials and tools used in the normal installation and repair such as
but not limited to: rags and all other expendable items, torch fees, vacuum pumps,
pipe benders, small refrigerant reclaim units etc. Items that may be charged over
and above hourly rates are parts that are replaced or installed. The Master Job Order
Contract rate will be the determining factor(s) in ranking proposals.
Cvertime Rate
This rate shall include all factors included on hourly rate on an overtime basis.
Subcontractor rate
The contractor's net profit on subcontracted work shall be no greater than cost plus
5%. All subcontracted work must be approved by the Owner.
Material Overhead & Profit Description
The confractor's net profit shall be no greater than cost plus 10% charged to
materials required to complete assigned projects. The contractor must be able to
provide documentation showing the cost of materials per the request of WCPSS for
any given job. Costs for specialized tools or equipment required to complete an
assigned project will be listed and subject to review by the Owner.
Rental Equipment
The contractor's net profit on rental equipment shall be no greater than cost plus 5%.
This equipment is considered to be large specialty equipment that the contractor is
not expected to have on hand, such as but not limited to: beom trucks, large
refrigerant reclaim units, cranes, etc. The contractor must be able to provide
documentation showing the cost of the rental equipment at the request of WCPSS for
any given job. Costs for rental equipment required to complete an assigned project
will be listed and subject ta review by the Owner.
Multipie Contracts
It is possible for WCPSS to award Master Job Order Contracts or Service
Agreements to multiple bidders {if the amount of anticipated work warrants it) based
on the following criteria:
¢ Quoted rates.
= The Bidder's ability to perform the work in a timely and quality manner.
e location and availability of services and personnel.
3 CONTRACTOR'S LICENSES - All pertinent state and local licenses will be required.
4, BUILDING PERMITS ~ Will be the responsibility of the successful contractor (if required).
5. WORK PROCESS - The contractor is required to notify M&0O (Maintenance and Operations)

that they are on site as well as sign in at the office. The contractor must sign in and out at the
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office every time they enter or leave the campus. If the work can not be completed for any
reason, the contractor is required to provide an update fo M&O. Once the work is complete,
the contractor must let the office know that the work is complete and have someone in the
office sign the WCPS8S work order (if the office is open) as well as nofifying M&O. Once the
work is complete, the contractor must alsasal the WCPSS work order or the Work Order with
the Service ticket to the WCPSS requesltor with the following information: signature from site
office personnel (if office is open), description of repairs and the date the work was
completed,

COMPENSATION -The Contractor shall be compensated, if at all, according to the rate and
price schedule identified as Exhibit A (Form of Proposal} to the Contract, and the applicable
Work Order. Exhibit A shall specify the hourly rate schedule for any services that may be
utilized under this Coniract. The Work Order shall specify the services required for the
individual project. The Contractor shall be compensated for work performed pursuant to a
Work Order in the amount of either (1) the actual value of the services authorized by the
Work Order and performed by the Contracior at the rate specified in the Exhibit A (Form of
Proposal) or (2} the maximum compensation authorized by the Work Order authorizing the
work, whichever is lower, unless the parties have agreed in writing in advance of the
Contractor's performance of the work to some alternative compensation. The execution of
the Master Job Order Contract or Service Agreement does not guarantee the Contractor any
work. The Contractor shall not be compensated for any work or services performed without
specific authorization in @ Work Order. The contractor net profit on subcontractors’ rates
shall be no greater than cost plus §%. The contractor net profit on materials overhead and
profit shall be cost plus 0% charged to materials required to complete assigned projects.
The contractor must be able to provide documentation showing the cost of materiais per the
request of WCPSS for any given Job. Costs for specialized tools or equipment required to
complete an assigned project will be listed and subject to review by the Owner.

MINIMUM INSURANCE REQUIREMENTS

A Worker's Compensation including Occupational Disease and Empioyer's Liability
Insurance. Statutory - Amount and coverage as required by State of North Carolina
Worker's Compensation laws. Employer's Liability - At least

Part A Bodily Injury Statutory Limits
Part B By Accident  $500,000 each accident
By Disease $500,000 policy limit
$500,000 each employee

B. Public liability and Property Damage Insurance - The Contractor shall procure
insurance coverage for direct operations, contractual Hability and completed
operations with limits not less than those stated below:

Occurrence:
General Aggregate $2,000,000
Premises QOperations $1,000,000
Personal & Adverlising Injury $1,000,000
C. Comprehensive Automobile Liability insurance, including coverage for owned, hired

and non-owned vehicles: A Combined Single Limit for bodily injury and property
damage limit of not less than $1,000,000.

D. If the Project includes any environmental abatement or remediation work (e.g.
asbestos, lead paint, or UST), the Contractor shall obtain and maintain in sffect
during the term of this Agreement, policies for pollution liability covering this work,
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which policies shall protect the Owner and Contractor from claims in an amount not
fess than $1,000,000 for each occurrence.

E. If Project included architectural andf/or engineering services, the Contractor shall
obtain in effect during the term of this Agreement and seven (7) years after
completion, policies for professional liahility {errors & omission) covering this work
shafl be in the amount of $1,000,000 on coniracts of $1,000,000 or less and
$2,000,000 for contracts greater than $1,000,000.

F. Certificates of Insurance acceptable to the Owner shall be filed with the Owner prior
to commencement of the Work, including the corresponding Additicnal insured
Endorsement. These Cerlificates shall contain an endorsement naming Wake
County Board of Education is an additional named insured on general liability
coverage and a copy of agents transmittal requesting to insurance company
that coverage afforded under all insurance policies will not be canceled until at
least thirty {30) days' prior written notice has been given to the Owner, and

G. The successful service provider agrees to hold harmless and indemnify the Wake
County Board of Education (WCBOE) for any liability that may arise from the
negligent or illegal acts of the bidder’'s employees.

SAFETY - Contractor shall be familiar, and in complete compliance, with the following:
a. All State and Federal OHSA requirements and regulations.
b. All Wake County Board of Education policies pertinent to the contract.

SECURITY - All contractors and their respective sub-contractors will be required to wear an
identification badge supplied by the contracting company which contains the name of the
employing company, a photo of the employee, and the name of the employes. These
badges will be required to be worn in plain view by the employee at all times while on schoot
property. Additionally, all contractors and their respective sub-contractors will be required to
sign in and sign out on the visitor's fog each day at the school at which they are performing
services and wear a school supplied visitor's pass which will indicate to staff that they have
met these requirements.

EXAMINATION OF CONDITIONS

a. On a per project basis, the confractor shall examine the site. They shall familiarize
themselves with the site conditions and with the specifications. They shall investigate such
local conditions as rules and reguiations, availability and cost of labor, ete. which may affect
the performance of the contract. No allowances will be made for their failure to do so. No
consideration will be given at a later time for alleged misunderstanding as to requirements of
work, materials to be furnished, or conditions required by nature of the site. Examination of
the site shall be scheduled with the owner's project representative.

b. ltems incorrect or obvicusly omitted from the specifications by oversight or efror shalt be
called to the attention of the Owner's representative prior to beginning the work.

QUALIFICATIONS Bidders must have a successful record of experience in the type of work
specified.

PAYMENT TO THE CONTRACTOR Per project payment will be made within forty five (45)
days after the work has been successfully completed and every provision of the
specifications has been complied with to the Owner's satisfaction, evidence that all accounts
are paid in full and three copies of the warranties and guarantees (if required) have been
submitted to Owner.
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10.

1.

12,

FINAL CLEANING

a. The contractor shall at all times keep the premises free from accumulalion of waste
materials and debris, At the end of each day, or more often if necessary, the contractor shall
perform an overall cleanup of the project, including broom cleaning, raking, vacuuming or
mopping and dusling of appropriate surfaces. The contractor shall perform a final cleanup of
the project, including, but not limited to, broom cleaning, raking, vacuuming or mopping and
dusting and polishing of appropriate surfaces. Final cleaning shali leave the project in a
clean, neal condition. The contractor shall perform the cleaning services to the Owner's
satisfaction prior to payment.

b. The Contractor shall be responsible for removing all the construction debris from the
premises and disposing of the same. It is the responsibility of the Contractor to properly
dispose of Hazardous Waste (e.g. balleries, fluorescent lights, pesticides, thermosiatls
containing mercury, etc.) as it is encountered and generated as a result of the execution of
this contract. The Contractor is to properly document the disposal with a waste manifest sent
to the defined state or federal agency and the building owner representative (EHAS) and in
compliance with all authorities (federal, state and local) having jurisdiction.

c. Restore any grassy areas and replace any sidewalks or pavement damaged during
construction. (This is not reimbursable.)

THE BIDDER, hereby declares that the only person interested in the proposal as principal or
princgipals is or are named herein and that no other person than herein mentioned has any
interest in this proposal or in the contract to be entered into; that this proposal is made
without connection with any other person, company or parties making a Bid or Proposal; and
that is in all respects fair and in good faith without collusion or fraud. The Bidder further
declares that they have examined the proposed contract document and that they will comply
with ali of its terms and conditions.

THE WAKE COUNTY BOARD OF EDUCATION reserves the right to reject any or aff bids

and fo waive any informalily or technicalities in the award of these bids.

TAXES - Taxes shall be included in the quoted price, They cannot be added or listed
separately.
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2212 PROHIBITED CONDUCT 2212
ON SCHOOL PROPERTY AND AT SCHOOL EVENTS

Regulatjon of Conduct

in an effort to promole safe schools, good character, and a safe working environment, and to
reduce the opportunities for disruption of or Interference with school operations and school-
refated activities, while preserving school property for Its Intended purposes and promoting the
basic educational mission of the schools, the following conduct shall be prohiblted at all times
on school property and at all school-_ralated events:
1. Profane, lewd, obscene or offensive conduct, including the use of profane, lewd,
obscene or offensive language.
2. Conduct that creates a material and substantial disruption of school activity or
appropriate discipline in the operation of the school or the rights of students.

Rude or rictous noise or conduct.

Disorderly or assaultive conduct.

Defacing public property.

Commission of any nuisance,

Threatening the health or safety of others.

8.  Any other conduct that violates any applicable taws or policies of this Board,

Staff or any other individuals who engage in such conduct are subject to Immediate expulsion
from school property or from a school-related activily. Where appropriate, individuals engaging
in such conduct may be subject to arrest and prosecution.

The school principal or other appropriate personnel shall have the authority fo take other
reasonable measures to implement this pollcy, inciuding Invoking state trespassing faws,

For purposes of this policy statement, “School Property” shall include schoo! system parking
lots, auditorlums, gymnaslums, athietic fieids, buildings, school buses, and all lands surrounding
such places that are school property,

Use of school property for school events Is expressly reserved to benefit the characler and
education of our students. During these times school property is deemed 1o be a nonpublic
forum.

No o ko

Legal Reference: G.S, 116C-47(18)

Adopted: Augusl 17, 1998 (3012)
Adopled: September 27, 1989 (4012/2212)

Copyright 2002: Wake County Public Schools




2302 WEAPONS PROHIBITED ON SCHOOL PROPERTY 2302
Itis the policy of the Wake Counfy Board of Education that all schools and places of
employment within the Wake County Public School System shall be free of all unauthorized
weapons. No smployee or other person shall carry, or encourage another person lo carry,
whether openly or concealed, an unauthorlzed weapon as defined below, onto school property
at any time.

2302.1 Weapon is defined as any gun, rifle, pistel, or other firearm of any kind, or any dynamite
carlridge, bomb, grenade, mine, or powerful explosive as defined In G.S. 14-284.1, any
BB gun, stun gun, air rifle, air pistol, bowie knife, dirk, dagger, siingshot, leaded cane,
swilchblade knife (a knife containing a blade that opens automatically by the release of a
spring or a similar contrivance), blackjack, metallic kntickles, razors and razor blades
{excep! solely for personal shaving), and any sharp-pointed or edged instrument except
ihstructional supplles, unaltered nall files and dlips and tools used solely for preparatlon
of food, Instruction, and maintenance, on school property.

2302.2 School property is defined as any public or private school building or bus, public or
private school campus, grounds, recreational area, athletic field, or olher property
owned, used, or cperated by the Waks County Board of Education.

2302.3 This poiicy shall not apply to;
(a) A weapon used solely for educational or school-sanctionad ceremonial purposes, or

used in a school-approved program conducted under the supervision of an adult
whose supervision has been approved by the schoot authority;

{b) Firefighlers, emergency service pargonnel, North Carolina Forest Service personnel,
and any private police employed by Wake Counly Board of Education when acling in
the discharge of thair official duties, law enforcement offlcers, or any of those
persons specifically exempted by G.3. 14-269 (b).

2302.4 Any emplovee who is aware that an unauthorized weapon has been carried onto school
property must Immediately notify the schoo!l principal or superintendent.

2302.5 Violation of this pollcy may subject the smployee to dismissal.

2302.6 The princlpal shall immediately report violatlons of this policy to law enforcement,

Legal Reference: G.5. 14-2839; G.S. 14-269.2
Adopted: August 17, 1998
Copyright 2002: Wake Counly Public Schools




2305 CODE OF ETHICS AND STANDARDS OF CONDUGT 2305

All school system employees hold positions of public trust; they are responsible for the
education of students and also serve as examples and role models to students. Each
employes is responsible for both the integrity and the consequences of his or her own
actions. The highest standards of honesty, integrity, and fairness must be exhibited by
gach employee when engaging in any activity concerning the school system, particularly
in relationships with vendors, suppliers, students, parents, the public, and other
employees. Employee conduct should be such as to protact both the person’s integrity
and/or reputation and that of the school system. An unswerving commltment to
honorable behavior by each and svery employee is expected. integrity can
accommodate the inadvertent error and the honest difference of opinion; it cannot
accomimodate decsit or subordination of principle.

Employees shall perform their jobs in a competent and ethical manner without violating
elther the public trust or applicable law, policies, and regulations. It Is not practical or
possible to enumerate all of the situations that might fall under the guidelines of this
policy. In addition to other policies, reguiations, and approved practices that have been
established covering specific areas of activity, (such as purchasing), the absence of a
law, policy, or regulation covering a particular situation does not relleve an employee
from the responsibility to exercise the highest ethical standards at all times.

Failure to comply with this policy will resuit In disciplinary action up to and including
dismissal.

- The superintendent has developed in Regulations and Procedures (R&P
2305/30056/4005) guidelines which address the specifics related 1o this policy.

Legal Reference: G.S. 14-234 to 14-236, G.§. 1156C-47(18), and
G.8. 15C-308

Adopled: November 21, 1988

Revised: August 17, 1998

Copyright 2002: Wake County Publlc Schools




2306 DRUG AND ALCOHOL TESTING OF 2306
COMMERCIAL MOTOR VEHICLE OPERATORS

The purpose of this policy is to help ensure safe operation of school vehicles and to comply with

federal law and regulations by establlshing a comprehensive program of drug and alcchol testing

for schoo! bus drivers and all other commercial motor vehicle operators who vofunteer or are

employed by the board of education.

2306.1 Applicabllity: Persons subject to this policy include any employee, volunteer, or
independent contractor who operates a commerclal motor vehicle in the course of duties
for the board of education, including anyone who regularly or inlermittently drives a
school bus, activity bus, or other vehicle deslgned to transport sixteen or more people,
Including the driver.

23086.2 Prohlbited Acts: Commercial motor vehlicle operators, either volunteers or
thosa employed by the board, shall noi be impaired by alcohol or by prascription or
nonprascriplion drugs while on duty or while eperating any motor vehicle. For the
purposes of this policy, a driver will be considered Impaired by alcohol in all cases when
lesting reveals a blood alcohol content of .02 or higher. Further, no driver will be
permitted fo perform safety sensitive functions if evidence existe of alcohol consumption,
in addition, commercial motor vehlcle operators, and anyone who supervises
commerclal metor vehicle operators, shall not commit any ac! prohibited by Controlled
Substance and Alcohol Use Testing (49 C.F.R. part 382), by this policy and its
regulations, or by board policy 2307/3007/4007.

2308.3 Testing: The administration shall carry out pre-employment testing for drugs,
and post-accident, random, reasonable suspicion, return-to-duty and follow-up testing for
drugs and alcohol as required by 49 C.F.R. part 382. School bus drivers and others
employad by the board for the primary purpose of operating 2 commerclal motor vehlcle
shalf undergo pre-employment testing. Employees whose duties Include occasional
driving will not be subject to pre-employment testing but must undergo alt other testing
required by 49 C.F.R. part 382. Volunteer drivers who are not employees will be initially
tesled prior to operating a school or activily bus and tested on a random basis thereafter.

Relusal of any test required pursuant to this policy or 49 C.F.R. part 382 shall be cause
for dismissal.

2306.4 Preemployment Inquiry: All applicanis who wouid ba subject to this pollcy if
employed shall consent in writing to the release of any information galhered pursuant to
49 C.F.R. part 382 by any of the applicant’s previous employers.

Before employing any applicant covered by this policy or part 382, the administration
shall obtaln, pursuant te written consent, all records maintained by the applicant's
previcus employer of prohibited acts by the applicant that have taken place in the two
years prior o the inquiry dats.

2306.5 Training and Education: Each commercial motor vehicle operator and
supervisory employee, including principats and assistant prinefpals, shall be provided
with educational materials that inform the employees of drug testing procedures,
prohibited acts, consequences, and other aspects of 49 C.F.R. part 382, this policy, and
any attached regulations. The information also shall identify a schooi syslem employse
who will be responsible for providing information on substance abuse. Each employes
shall sign a statement certifying receipt of these materials.

Each supervisor responsible for overseeing the performance of commercial moltor
vehicle operatars, including principals and assistant principals, shall undergo at least
one hour of training concerning alcohol misuse and an additional hour of training
concerning drug abuse.

2306.6 Refarrals: Each motor vehicle operalor who violates acts prohibited by 49




C.F.R. part 382, other than provisidns goveming pre-employment testing, shall be
provided with Information concerning resources available for evaluating and resolving
drug or aicohol misuse. This information shall include names, addresses, and telephone
numbers of substance abuse professionals and counseling and treatment programs.
2306.7 Pracedures: The superintendent shall Implement approprlate regulations and
procedures to ensure compliance with the collection and testing pracedures outlined in
the Federal Highway Administration’s "Procedures for Transportation Workplace Drug
Testing Programs® (48 C.F.R. part 40), and to ensure compliance with testing, reporting,
record retention, fraining, confidentiality, and other requirements of 49 C.F.R, part 382,
2306.8 Penaltles: Employees who violale this policy or applicable laws or regulations
will be disciplined and may be dismissed.
Non-employees who refuse to be tested or who test posttive will be prohibited from
driving students in the future,

Legal Reference: 49 U.8.C. App. 2717, 49 C.F.R, parts 40 and 382; and American Trucking Association,
fric, v. FHWA, 51 F.3d. 405 (4th Cir. 1985).

Adopted: February 27, 1995
Revissd: August 17, 1998
Renumbered (4006). September 27, 1998

Copyright 2002: Wake Gounly Publlc Schools




2307 DRUG-FREE WORKPLAGE ENVIRONMENT 2307

Itis the policy of the Wake County Board of Education that a drug-free workplace shall be
malntained. This policy shall govern sach employee while oh any property owned by the board,
at any time during which an Individual employee Is acting within the course and scope of hisfher
employment with the board, or at any other time that the employee’s violation of this policy has
a direct and adverse affect upon the performance of his/her job. For the purposes of this policy
*employee” shall Include independent contractors and volunteers.

2307.1 The board prohibits the unlawful manufacture, transmission, conspiring to
{ransmit, possession, use, or being under the influence of any alcoholic or other
intoxicating beverage, narcotlc drug, hallucinogenic drug, amphetamine, barbiturate,
marijuana, anabolic sterolds, counterfeit drugs, other intoxicants of any kind, or other
controlled substance as defined in schedules | through V of Section 202 of tha
Controlled Substances Act (21 U.8.C. 812) and further defined by regulation at 21 CFR
1300.11 through 1300.15. In addition, no employes shall exude the odor of any
alcoholic beverage or controlled substance while acting within the course and scope of
his/her employment. The board prohibits the possession, use, transmission, or
conspiring to transmit drug paraphernalia.

2307.2 No employee shall be impaired by the excessive use of prescription or
nonprescription drugs in the workplace. The proper use of a drug authorized by valid
medical presctiption from a legally authorized health care provider shall not be
considered a violation of this policy when the drug Is taken by the person for whom the
drug was prescribed. Any smployee with prior knowledge that the use of a prescribed
medication under a doctor’s direction or an over-the-counter medication could altar the
employees’ ability to perform the duties and responslbilities of hisfher posiion must
notify the appropriate supervisory person. An employee Is responsible for finding out
from a health care professional the effects of any prescribed drug being taken. Fallure
to obtaln such information will not preclude disciplinary action under this policy.

2307.3 if, in the opinion of the employee’s supervisor, an employee's acllon and/or
behavior are considerad unsafe as a result of the proper use of medication, the
employee may be sent home. A conference shall be conducted with the employes prior
to the employee's resuming hissher dutles. Prior to the employee's returning to work, the
employee must provide written assurance that;

A.  The medication’s use has been lerminated; or
B. The medication has been adjusted/madified to avoid impairment.

2307.4 Each empioyee shall be given a copy of this policy and shall be responsible for
knowing and adhering to the requirements of this policy,
2307.5 Any employee having reasonable grounds to belleve that another employes is

using or in possession of any Hllegal drug, or Is under the influence of or In possession of
atcohol while in the workplace shait immediately report the facts and circumstances fo a
supervisor/principal. Any employee who has been convicled of violating any criminal
drug statuls for activities occurring in the workplace shall notify his/her supervisor within
five {5) days of such conviction.

2307.6 Violation of this policy shalt subject an individual to disciplinary actions up to and
including termination of employment and referral for criminal prosecution

2307.7 Employees shall be provided information concerning avaitable counsellng,
rehabilitation, and re-eniry programs.

2307.8 The board has a strong commitment to assist any employee who voluntarlly asks
for help. Itis the employee’s responsibility lo seek help for drug and alcohol problems




before they must be addressed al the workplace or otherwise became apparent as
unsatisfactory job performance and/or work habits. Such action on the part of the
employse shall be viewed as responsible and shall be supported by the board and the
supervisor to the extent that this is consistent with protecting the safety and welfare of
students, staff, and the public.

2307.9 When there are reasonable grounds to believe thal an employee Is in violation of
the board’s Drug-Free Workplace Environment Policy, the superintendent may require
that the empioyee submit to a medical examination, including a drug or alcohol
assegsment. The drug or alcohol assessment will be conducled to determine whether
the employee has been under the Influence of illegal drugs, under the Influence of
alcohol while on duty, or impaired by the use of prescription or nonprescription drugs
while on duly. If the drug or alcohol assessment is positive and there is no legitimate
medical explanation for the rasults, the employee may be subject o disciplinary action,
including termination of employment. Any drug testing shall conform with the stale
procedures on administering controlled substance examinations.

Any employse who refuses a drug or alcohol screening test may be terminated. An
Independent contractor or volunteer who refuses a drug or alcohol screening test may be
removed from further dulles with the school district,

The superintendent may devise procedures to implement this policy.

Legal Referance: 20 U.S.C. 3171-3232; Drug Free Workplace Act of 1988, 41 U.S.C. § 701, el seq. 21
US.C.§812

Adopted: June 19, 1989
Revised: June 18, 1990
Revised: April 20, 1982
Revised: June 15, 1892
Revised: Novamber 20, 1585
Revised; August 17, 1998
Revlsed: September 27, 1999

Copyright 2002: Wake County Public Schools




2308

2308
TOBACCO-FREE ENVIRONMENT

The Board of Education believes employees and students of the Wake County
Public School System have a right to work and study in a tobacco-free
environment. The Board recognizes that the use of tobacco products Is a healh,
safely, and environmental hazard for students, employees, visitors, and school
facilities. In addition, the Board recognizes that it has an obligation to promote a
healthy lsarning and working environment, free from unwanted smoke, for the
students, employees, and visitors of the school system.

23081
3008.1
4008.1

2308.2
3008.2

4008.2

2308.3
3008.3
4008.3

2308.4
3008.4

4008.4

23085

The use or display of any tobacco product by any person in school
buildings, school facllities or school vehicles; on school campuses; and
in or on any other school property owned, operated or contracted for by
the school syslem is prohibited except as provided in this policy. This
prohibition also applies to the use or display of tobacco products by any
person at any other location during a school sponsored eveni when in
the presence of students or school personnel.

The exceptions to this policy are as follows:

A.  The display of fobacco products does not extend to display that has
a legitimate instructional or pedagogical purpose and Is approved by
a leacher or school administrator, and

B. A principal may permit tobacco products to be included in
instructional or research aclivities in the school building if the activity
is conducled or supervised by the faculty member overseeing the
instruction or research and the activity does not involve smoking,
chewing, or otherwise ingesting the tobacco product.

School personnel, students and parents will be provided notice of this
policy through personne! or student handbooks, or in any other manner
deemed appropriate by the principal or supervisor. In addition,
principals or other persons in charge of a facility will ensure that signs
are posted in a manner and locations that adequately notify staff,
students, parenis and the public of this pollcy.

Principals and supervisors are responsible for enforcing and ensuring
that school personnel comply with this policy. An employee's faiiure to
comply with this policy, whether by enforcement or otherwise, shail be
grounds for disciplinary action up to and including dismissal.

For the purposes of this policy “display" is defined as having any
tobacco product in & location or position that is visible {0 students or




3008.5 school personnel. “Tobacco product’ is defined to include cigarettes,
cigars, pipes, chewing tobacco, snuff, and any other items containing or

4008.5 reasonably resembling tobacco or tobacco products. ‘Tobacco use"
includes smoking, chewing, dipping, or any other use of tobacco
products.

Legal Reference: G.5. 115C-36; G.S. 115C-47; G.S. 143-595 through -601; 20
USC §§ 7181-7184; G.S. 115C-391; G.S, 115C-407, and Craig O. v. Buncombe
County Board of Education 80 NC App. 683

Adopted: March 19, 1980

Revised: September 21, 1992

Revised: November 18, 1992

Revised: August 17, 1998

Revised: May 30, 2001

Revised: June 3, 2003 (cross reference Policy 6410.10)
Revised: September 18, 2007 (cross reference Policy 6410.10)




2321 CONDUCT OF EMPLOYEES TOWARD STUDENTS 2321

All employees of the Wake County Board of Education, student teachers, and contractors hired to
perform Instructional or professional services, are prohibited from daling, courting, or entering into a
romantic or sexual relationship with any student enrofled In the Wake County Public School System,
regardiess of the student’s age. Employees engaging in such inappropriate conduct witl ba subject to
disciplinary action, up o and including dismissal.

Any employee who has reason 1o belleve that anather employee is inapproprialely involved with a
student, as described sbove, ghall report this information to the assistant superintendent of human
resources ~ employee relations. An employee who falls to inform the agsistant superintendent of human
résources — employee relations of a reported or suspected inappropriate relationship betwesn an
employee and & student may be subject {o disciplinary action.

2321.1 “Employees” as defined in this policy does not inctude part- time employees who are also current
students of the school system,

Legal Reference: Title IX of the Education Amendments of 1972, G.S. 115C-47(18);
G.S. 14-202.4; and G.8. 14-27.7.

Adopted; December 21, 1092
Revised: August 17, 1998
Revised: September 27, 1899
Revised: May 21, 2002

Copyrighl 2002: Wake County Public Schools




2334 Rogistered Sax Offenders 2334

it Is the goal of the Board of Educatlon lo provide a safe snvironmenl for all students and staff of the
district, Accordingly, no registered sex offender may be in school buildings, In school facllitias, on schooi
campuses, in o on any other school property owned, leased, or maintained by the district, or in
attendance at a school-sponsored event excepl as provided in this policy.

A, Notification to Principals

All principals must sign-up with the Sex Offender and Pubilc Protection Reglstry lo recelve email
notificalions when a reglstered sex offender moves within & one-mile radius of thelr school.
Principals shall notify the Superintendent or deslgnee any time he or she raceives such a nolffication,
Also, principals shall notify the Superintendent or deslgnee any tima they becoma aware that a
parent or guardian of a student or a sludent at the princlpal’s school Is a registered sex offender.

B. Parents/Guardians of Students

A reglstered sex offender who Is the parent or guardian of a student In the district may only be
prasent In school bulldings, in school facliitles, on school campuses, in or on eny other school
properly owned, leased, or malnlained by the district, or In altendance af a school-sponsored event
with the prior wrillen permission from the Superintendent or designee. A copy of such written
permigsion also shall be provided Lo the schoal principal,

1.l permission is granted by the Superintendent, ihe parent or guardian may be on school
property only for ane of the following purposes;

a. toallend a conference &t the schoo! with school personnel to discuss the academic or
soclal progress of the parent/guardlen’s child; or

b.  when the paren/guardlan’s presance hes been raquested by the principal or hisfher
deslignes for any other reason refating to the welfare or transportation of the
parent/guardien’s chitd.

2. In addilion, If permission Is granted, the following conditions must be met:

a.  I|he parent/guardian mus! nolify the principal of the naturs of the visit and the hours when
{he visll will ocour before hefshe enters school system properly;

b. the parent/guardlen must natify the principal's office upon amival to and departure from
the school system property; and

¢, the parent/guardian musi remain under the direct supervision of school personnel al a
times while on school system property.

d.  f no school personnsl are reasonably avallable lo supervise the parent/guardian on a
particutar occasion, then the parent/guardlan will not be permitted on school property at
that lime even for one of the permilied purposes.

C. Students

Except as may be limited by state and federal laws governing [he education of children with
disabilities, the Board, upon the recommendation of the Superintendent/designes and principal, may
expel any studenl who is a registered sex offender based on clear and convincing evidence that the
student's continued presence in school constifutes a clear threat to the safely of other students or
employees. If the Board chooses not to expel a student who-Is a raglstered sex offender and Ihe




studenl receives educational services on school properly, then the student mus! be under the
supervision of school personne! al alf times.

D. Voters

Voters who are subject to the Jessica Lunsford Act (G.S. 14-208.18) and ars efigible 1o vote may be
present on school property as follows:

1. the voter may be present for the sole purpose of voting If the school property is being used as
a voling place;

2. the voter must nolify the princlpal of the school thal he or she is reglstered on the Sex
Offender and Public Protectlon Reglstry before coming onto school sysiem property to vole;

3 the voler must remain at ali imes In the porlion of the schoot being used as the polling place;
and

4. the voter must leave school grounds immaediately after voting.

E. Contractual Personnel

 the district contracts with an outside person or entity to perform a job on a school campus or at a
school-sponsorad program, the contract must require the provider to conduct annual checks of
contract parsonnel on the Stale Sex Offender and Public Protection Registry, the State Sexually
Violant Predator Registry, and the National Sex Offender Reglsiry, excep! checks shall not be
required for individuels who are solely dellvering or picking up equipment, matsrials, or supplles at
the edministrative offlce or loading dock of the school, at non-scheol sites, at sehools ciosed for
renovation, or at schoof construction sites. The coniract with the oulside psrson or entity shall
provide that no individual who I3 on the Stats Sex Offender and Publk: Protection Registry, the Stata
Sexually Vielent Predator Reglslry, or the National Sex Offender Reglstry may be used to deliver
goods or services on school system properly under the conlract. This provision does not apply o
individuals who are carrying out dutles that are customarlly performed by school personnel, such as
cuslodians, bus drivers or substitute teachers. Criminal hislory checks of Individuals In these
poslilons is required by Board policy pursuant to G.S. 115C-332,

Legal References: G.S. 14.208, 18; 26A; 116C-332; -332.1
Adopled: February 17, 2009
Revised: August 10, 2010
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3225431177320 Techaology Responsible Use

The board provides ils students and stafT access 10 3 vaniety of lechnological resources. These resources provide opponunmes ta enhance learning and improve
communication within the school community and with the larger global community. Through the school sysiem's iechnological resourecs, users can observe events as they
occur around the workd, interact wilh pthers on a variesy of subjects, and acquire access 10 curment and in-depth information.

The board intends thai studerts and employees benefit from Ihese resources while remaining within the bounds of sale, legal, and responsible use. Accordingly, the boatd
establishes this poticy to govern stodent and employee use of school systern technological resources. This policy applies regardiess of whether such use occurs on or off
sehool syslem property, and 1 applies (o all school system technological resources, including but pot limited 1o computer networks and connections, the resources, 1001s, and
learning environments made available by or on the networks, and all devices that connect to those nefworks.

A. EXPECTATIONS FOR USE QF SCHOOL TECHNOLOGICAL RESOURCES

The use of schoo! sysiem technological rescurces, including access to the Internel, is a privilege, not a right. Individual users of the schoel system’s echnologica! resources
are responsible for their behavior and communications when using those resoutces. Responsible use of schoo! system technological resources is use that is ethical,
respecifal, academically honest, and supportive of studen! leaming. Each user has the responsibility 1o respect others in the schoo! community and on the Enternet. Users
are expected lo abide by the penerally accepied rules of network etiquette. General student and employee behavior standards, including those prescribed in applicable board
policies, the Code of Student Conduct, and other regulations and school rutes, apply to use of the Imernet and other schogl technological resoumces.

{n addifion, anyone who uses school sysiem computers or electionic devices or who accesses the school nebwork or the Intemet using school system resources must comply
with the additional rules for responsible use lisled in Seciton B, below. These rules are intended 1o clarify expectations for conduct bun shoutd not be construed as all-
inclusive.

Before wsing the Intemet, 2) students must be trained abowd appropriate online bebavior.

All students and employees must be informed {1y of the reg; of this policy and the methods by which they may obiain a copy uf Lhis policy. Before using
school sysiem technological rescurces, students and employees must sign a statemen indicating that they understand and will sirictly comply with these requirements and
acknowledging awarencss that the school sysiem wses monitoring systems 10 monitor and delect inappropriate use of echnological resources. Failute to adherc 10 these
requirements will result in disciptinery action, including revocation of user privileges. Willful misuse may result in disciplinary action and/or ciminal prosecution under
applicable stale and feders] law.

B. RULES FOR USE OF SCHOOL TECHNOLOGICA)L. RESOURCES

1. School system technologicsl resources are provided for school-related purposes only. Accepiable uses of such technological resources are limited 10 responsible,
efficient, and egal activities that suppor leaming and teaching. Use of school system iechnological resources for comemercial gain or profi is prohibited. Student
personal use of scheol system technological resources for amusement or endertainement is also prohibited. Because some incidental and occasional personal use by
employees is inevitable, the board pesmits infrequent and brief personal use by employees so tong as it occurs on personal time., does nol interfere with school system
business, and is not othernite prohibited by board policy or procedure,

2. Under no circamstance may softwars purchased by the schoo! sysiem be copied for personal uie,

3. Students and cmployees must comply with 8!l applicable faws. including those relating 10 copytights and trademarks, confidential information. and public records.
Any use that violates state or federal law is strictly prohibited. Plagiarism of Intemet resources will be treated in the same manser as any other incidents of plagiarism,
a3 staled in the Code of Student Conduct.

4. No user of technaological resources, including & person sending or receiving elecironic communicalions, may cngage in creating, intentionally viewing. accessing,
downloading, storing, prinling, or ransmitting images, graphics (including stll or moving picrures), sound files, texd files, documents, messages, of other material that is
vbseene, delamatory, profanc, pomographic, harassing, abusive, or considered to be harmful 1o minors,

5. The us¢ of anonymous proaies to circumveni contend fltering is prohibited.
5. Users may nof install or use any Intemet-based file sharing program designed to facilittie sharing of copyrighted matenal.
7. Users of technological resources may nol send electronic communications fraudulenily (i.¢., by misrepresenting the identity of the sender).

£, Users must respoet the privacy of others, When using e-mail, chail rooms, blogs, of other forms of electronic communication, students musi ned reveal personal
idendifying information or information that is private or confidential, such ss the home address or telephone number, credil or checking account information, or social
sccurity number of themselves or feltow students. In addition, school emplayees must not disclose on schoal system websites or web pages or elsewhere an the Internet,
any personally identifiable, private, or confidential information conceming students (including names, sddresses, or pictures) withaut the whitlen permission of 3 parent
or guardian or an eligible student, except as otherwise permitted by the Family Educational Rights and Privacy Acl (FERPA). Uscrs also may not forward or post
personal communications withowt the awthor's prior consent.

9. Users may nol intentionally or negligently damage computcrs, computer systems, electronic devices, software, compuler networks, or dais of any user connected to
schoak syslem technological resourtes. Users may not knowingly or negligently transmil computer viruses or sebf-replicating messages or deliberately try to degrade or
disrupl system perfurmancy. Lsets must scan any downloaded files for viruses.

10 Users may not creaie of inroduce games, network © ications p or any foretgn program or sofrware omo any schoo sysicm computer, elecironic
device, oy network without the express permission of the technology dxrocmr or designes,

11. Users are prohibited from engaging in urauthorized or unfawful activities, such as “hacking® or using the computer network 1o gain or attempt £2 gain unsuthorized
or unlawFul access 1o other computers, compuier syslems, or acqounts.

12. Users are prohibited from using grother individuafs 1D or password for any technological resousce without permission from the individual. Stodents musi also have
pertpission from the 1eacher or other schoo! official.

13, Users may not read, alter, change, block, execile, of delel files or communications belonging 1o another user withoul the owner's express pror permission.

4. Empioyees shall not wse passwords or user 1Ds for any date system (.., the ssate student information and instractional improvement sysiem applications, time-
kecping soflware, eic.) for an unawthorized of improper purpose

15 I a user identifies a securtty probiem on s technolopical resource, he or she must immediately notfy a system adminustrator. Users must ot demonsirate the
problem to other users. Any user identified as a security risk will be denied access.

16. Teachers shall make reasonable efforts to supervise students’ use of the Intemnet duning instroctional time.

17. Views may be expreised on the Internet or other technological resources as representing the view of the school system or part o the school systemn only with prior
approval by the superinfendent or designee.

C. RESTRICTED MATERIAL ON THE INTERNFET

The Interwel and elecironic communieations offer ffuid envirorments in which studenis may access or be exposed to malenials and information from diverse and rapidly
changing sousces, including some thal may be hare ful 10 students. The board recognizes (hai it is impossible 1o predict with centainty what information on the Intermet
studeris may access o phisin, Nevertheless school system personnet shall 1ake reasonable precautions 10 prevent siudests From accessmg matorial and information thay s
obscene, pornographic, or otherwise harmfisl to minors, including violence, nudity, or graphic language that does not serve a legitimate pedapogicsl purpose. The
supctintendent shall ensure that technology protection measures are used and are disabled or minimized only when peymitied by law snd board policy. The board 15 not

http://policy.microscribepub.com/cgi-bin/om_isapi.dli?clientID=26677581&infobase=wa... 12/18/2015
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responsible for the content accessed by users who connect Lo the Internel via their personat mobile telephone technology (e.g., 306, 46 service).
D. PARENTAL CONSENT

The board recognizes that parents of minors zre responsible for setting ond conveying the standands their children shoutd follow when using mwdia and information
sources. Accordingly, before 2 student may independently access the Internet, the ttudent’s parent musi be made aware of the possibility that the student could obipin
#ccess to inappropriate mafterial while engaged in independent use of the faternet, The paret and student must consent to the student’s independent access to the Inierne
and to moniloring of the studenr's Intemet activity and e-mail communication by school personnel,

In addition, in accordance with the board's goals and visions for lechnology, students may Tequire accounts in third party systems for school related prajects dusigned 10
assisi stodents in masiering effective and proper online communications or to meet other educational goals. Parentat permission will be obiained when necessary to create
and manage such third panty accounts.

E. PRIVACY

Students, cmployees, visitors, and ofher users have no eapectation of privacy in anything they create, store, send, delete, receive, of display when using the sehoul system's
network, devices, Internet access, email sysiem, or other technologics] resources owned or issued by the school systetn, whether the resources are used at school or
etsewhere, and even iT the use is for personal purposes. Users should not assume that flcs or communications created, tranemitted, or displayed using school system
technological resources of stored on Servers or on the storsge mediums of individual devices will be private. The school system may, withoul notice, ( ) maniter, irack,
and/or log network sccess, communications, and use; (2} monitor and allocate Rleserver space; and (3) access, review, copy, store, dalete, or disclose the content of all uses
fikes, regardless of medium, the content of etectvonic mailboxes, and system outpuls, such as printouts, for any law ful purpose. Such purposes may include, but are not
fimited to, maintaining system integrity, securily, o functionality, ensuring comptiance with board palicy and applicable laws and regulstions, protecting the school system
from liabifity, and complying with public records requests. School system personnel shalk moritor oaline acrivities of individuals who access the Enternet via s school-
owned device.

By using the school system's network, Interncl access, email system, devices, or other technolopical resovrces, individuals consent 10 have that use monitored by
suthorized school system persennel as described in this policy.
F. USE OF PERSONAL TECHNGLOGY ON SCHOOL SYSTEM PROPERTY

Each principal may esiablish rules for his or her school sile as o whether and how persanal technelogy devices fincluding, but not fimited to sman phones, tablets, laptops,
elc.} may be used on campus. The school system assumes no sesponsibility for personal 1echnology devices brought 1o school,

G. PERSONAL WEBSITES

The superiniendent may use any mesns available 1o request (he removal of personal websites that subsiantially disrupt the school environment o+ that utilize school sysiem
or individual schoot names, Yogos, or trademarks without pamission.

I. Studers

‘Though scheol personnel generally do not monitor students' Internet activity conducted on non-schoal system devices during non-school hours, when the student's
online behavior has a divect and immediate effect on school safety or mzintaining order and discipling in the schools, the student may be disciphined in accondance with
board policy.

2. Volunteers

Volunteers are 10 maintain an appropriate refationship with students at sl times. Volunteers ace encouraged fo block students fiom viewing personal information on
voluntees personal webisites or enline networking profiles in order 1o prevent the possibitity thas students coukd view materials that aze nol age-appropriate. An
individual voluntecr's relationship with the school system may be terminaied if the volunteer engages in inappropriste enline interaction with sindents.

Legal References: |3, Const. amend. J; Children's Intemnet Protection Ac, 42 1).3.C, 254{h)(3); Edectronic Communications Privacy Act, 18 US.C 1519-2802; Family
Educational Rights and Privacy Act, 200:5.C 1232y 1T U SC 1) f seg; 201L8.C, 6777 .S 1§ 5C-323(c} (applicable to career stalus teachers), 13254 {applicable 10

ROR-CATELT status teachers)

Cross References: Curricutum 2nd Instructional Guides (policy 3115), Technology in the Educational Program (policy 3220), Internet Safety tpolicy 3226/4205), Copyright
Compliance (policy 3230/7330), Web Page Development (policy 3227/7322), Student Behavier Policies {ali policies in the 4300 series), Student Records {policy 4700),
Confdertiality of Personal ldentifyiny Information (policy 47087825}, Public Records - Retentian, Releasc, and Disposition (pokicy $070:7350), Use of Equipment,
Materiats, and Supplies {policy 6520), Network Security (policy 6524), Staff Responsibilities (policy 73003, Employec Use of Social Media (policy 7335)

Adopled: July 21, 2015
WAKE COUNTY BOARD OF EDUCATION

hitp://palicy.microscribepub.cémicgi-binfom isapi.dil?clientiD=26677581 &infobase=wa... 12/1] 8/2015



Wake County Public School System
Insurance Requirements

The Owner must be provided a copy of the certificate(s) of insurance (standard
unmodified Acord 25 form), a copy of the endorsement to the general liability policy

(or the page of that endorsement) adding the Owner (Wake County Board of
Education 1551 Rock Quarry Rd., Bidg B, Raleigh, NC 27610) as
an additional insured, and a copy of the insurance agent’s transmittal to all of the
insurance carriers requesting that an endorsement be issued for all policies
modifying the cancellation provision to not cancel the policy until at least thirty (30)
days prior written notice has been given to the Qwner,

The following chart is a summary of the insurance requirements for the various
contracts,

Design Construction | Construction | Construction
Contract >$300,000 | <$300,000 <4$100,000
General A, B C D |ABC A B C A B
Liabifity
Automobile A, B, C,D |ABC A B, C A B
Liability
Umbrella A E
Worker’s A C A C A C A
Compensation
Builder's Risk ACD AC D
Oowner's A F
Protective
Liability
Professional A C
Liability

A. Acord 25 form, or other standard certificate of insurance.

B. Copy of endorsement with Owner shown as additional insured, or stating that
anyone required by contract to be named as additional insured is so named,

C. Copy of transmittal from agent to carrier requesting change in cancellation
language to provide Owner with 10 days written notice, or copy of that
language from the policy or endorsement.,

D. Copy of transmittal from agent to carrier requesting endorsement waiving any
right of subrogation against the Owner, or copy of the endorsement.

E. Contract Amount:
less than $1,000,000, Umbrelia Liability Insurance Limit: $1,000,000;
$1,000,000-%$2,000,000, Umbrella Liability Insurance Limit: $2,000,000;
$2,000,000 and above, Umbrella Liability Insurance Limit: $3,000,000,

F. Owner’s Protective Liability insurance does not apply to CM at Risk projects.

Note: When endorsements are required, a copy of the single relevant page of a

multi-page endorsement is sufficient.

For items C & D, a copy of the transmittal/request from the agent to the
carrier is all that is required. We do not need to get a copy of the actual
endorsement,

January 24, 2007
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CERTIFICATE OF LIABILITY INSURANCE

L 4 OP ID: LB

OATE (MADDAYYYY}

08/10/2015

THIS CERTIFICATE 15 ISEUED AS A MATTER OF INFORMATION ONLY
CERTIFICATE DOES NOT AFFIRMATIVELY DR NEGATIVELY AMEND,

REFRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEM THE ISSUING INSURER(S), AUTHORIZED

AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER, THIS
EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES

carificate holder in tieu of such endorsement(s).

IMPORTANT: If the cedificate holder s an ADDITIONAL INSURED, the policy(ies) must be endorsed. | SUBRGGATION IS WAIVED, subject lo
the terms and tondilions of the policy, certain policies may require an endorsement. A staternent on this certificate does not confer Hghis to the

FRODULKR CONTACT » e ]
A % I S
v AvpREse:| - & ]
INSUREA[S| AFPORDING COVERAGE b Ay
S, . 111, 1,7 . ——_nt P
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r-:-——_.—_:.,r IRBURERE : """m‘———_——‘"""l"" o
FE ) WyUREROD:
wspmere: i
ANSURERF : |
COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE MAY BE 1SSUED OR MAY PERTAIN, THE INSURANCE AFFORDE

THES 15 TO CERTIFY THAT THE POLICIES OF INSURANCE LISTED BELOW HAVE BEEN ISSUED TO THE INSURED NAMED ABQVE FOR THE POLICY PERIOD
INDICATED NOTWITHSTANDING ANY REQUIREMENRT, TERM OR CONDITION OF ANY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHIGH THIS

EXCLUSIONS ANO CEHP_I‘!\%SEEECH POLICIES. LIMITS SHOWN MAY HAVE BEEN REDUCED BY PAID CLAIMS

0 BY THE POLICIES DESCRIBED HEREIN IS SUBJECT TO ALL THE TERMS,

A X COMMERCIAL GENERAL LIABRITY , ercHoCeuRRENCE 13 1,000,00
L iecawsmene [X]occun ( i | 081612018 | 0811612018 | PATAEe 10 SCIED = 1 300,80
- e . e .
bmd e e | E MEDEXP tAngonepocson) 13 _ 10,000
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A installation L A | 08/16/2015 0!!16!2016?(.‘0%“90 100,008
Floater | ‘ ,
I i i
DESCAPYION OF OPERATIONS J LOCATIONS ) VEHICLES [ACORD 101, Aditions! RENArks S5 edule, May BE ANAEH 08  Mmois SpIES 14 raawiind)
Wake County Board of Education is named as additional insured with respects - .
to the Gda:f%)l Liability as per CG20 10 07 04. A written contract s [ NoTICE OF
required. ay notice of cancellation applles.
Of%cers are excluydad from Weorkers Compensation Coverage. GA/‘/CELMWCI; 7 ERILLS
2. WAKE COUNTY BoARD
OF EDVEATION ~ADDITIeNAL IS
CERTIFICATE HRLDER CANCELLATION
WAKECO1
SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANGELLED BEFORE
) . THE EXPIRATION DATE THEREOF, NOYICE WILL BE DELIVERED N
Wake County Board of Education : ACCORDANCE WITH THE POLICY PROVISIONS,
5625 Dillard Dr ’
Cary, NC 27518 P AUTHORIZED REPREIENTATIVE
- HORIZED REPRE!

ACORD 25 {2094/01)

€ 1988-2014 ACORD CORPORATION. All nights reserved.

The ACORD name and logo are registered marks of ACORD

IR €0



POLICY NUMBER: . f

L

COMMERCIAL GENERAL LIABILITY
CG 20 WOT 04

THIS ENDORSEMENT CHANGES THE POL!CY PLEASE READ IT CAREFULLY.

.ADDITIONAL INSURED - OWNERS LESSEES OR
) CONTRACTORS — SCHEDULED PERSON OR
ORGANIZATION

- .
‘This endorsemenl meodifies insurance provided under the lollowing:

COMIMERCIAL GENERAL LIABILITY COVERAGE PART

SCHEOULE

Name Of Additional tnsured Porson(s)
Or Qrganizationis):

Location{s) Of Covered Operations

Wake County Board of Educalion
5625 Ditard Dr
Cary NG 27518

A

CG 201007 04

Seclion H - Whp is An Insured is amended lo
inciude as an addiional insured the person(s) or
organization({s) shown in the Schedule, bul only
with respect io tiability for "bodily injury”, "property
damage” or "personal and adverlising injury”
caused, in whole of in part, by:

1. Your acts or omissions; or

2. The acls or omissions of thbss acting on.your
behalf;

in the performance of your ongoing operaticns for

the addilional insured(s) al the location{s) desig-
nated above.

& 150 Properues, inc , 2004

tnformation required to complele this Schedule. if nol shown above, will be shown in the Declarations.
L oy

B. With respect {0 the insurance aforded to these

additional insureds, the following additional exclu-

siong apply:

This insurance does nol apply to *bodily injury” ot

“property damage" occurring sfter.

1. Al work, inchxding malerials, parts of equip-
menl Iwnished in connection with such waork,
on the project {other than service, maintenance
or repairs) to be performed by of on behalf of
the edditional insuredis) sl {ha location of the
covered operations has been completed; or

2. That portion of “your work” oul of which the
Injury of damage arisas has been put lo its in-
tended use by any person of organizalion other
than ancther contracior or subconlraclor en-
gaged in perorming operations for a principsl
as 3 part of the same project

Page 1 of 1



WAKE COUNTY

PUBLIC SCHOOL SYSTEM
1551 ROCK QUARRY RoaD
RALEIGH, NORTH CAROLINA 27610
PHONE: 919.664-5767
FAX: 919.856-3714
WORK REQUEST
PROCESS
M&O will send the contractor a work order and .JOC job transmittal form (JTF). The
contractor must enter an estimate for the job “email it to the M&O Requestor.
M&O will approve the work by signing the JTF emailing it back to the

confractor. Also depending on estimated project cost, M&0O may get multiple bids for
project work.

-OR-

M&O may send a signed JTF with an estimated amount already entered on JTF. The
contractor will sign the JTF accepting the work andm ,‘it back to the M&O Requestor.
emMo
If the job exceeds the original estimate, the contractor must enter the revised amount on
the JTF along with a short explanation and - email it to the M&O requestor. The
M&O requestor will approve the revised amount by signing the JTF and email it j
back to the contractor. Failure to abide by this can result in the total work exceeding the .
contract amount which is against WCPSS palicy.

As stated in the “Instructions to Bidders” document in the original bid request package:

» The contractor is required to notify M&O (Maintenance and Operations) that they
are on site as well as sign in at the office, 919-856-8120..

» The contractor must sign in and out at the office every time they enter or leave
the campus. If the work cannot be compieted for any reason, the contractor is
required to provide an update to M&O.

+ Upon completion of the work, the contractor must notify the office that the work is
complete and have someone in the office sign the WCPSS work order (if the
office is open) as well as notify M&O.

* Upon completion of the work, the contractor must also fax or email the WCPSS
work order or the Work Order with the Service ticket to the WCPSS requestor
with the following information: signature from site office personnel (if office is
open), description of repairs and the date the work was completed.
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WAKE COUNTY PUBLIC SCHOOL SYSTEM

CONTRACTED SUPPORT SERVICES
CRITERIA SHEET

RESPONSE TIME FOR EMERGENCY CALLS IN ALL DISCIPLINES:

TWO HOURS FROM ACCEPTANCE OF CALL.

ESPONSE TIME FOR NORMAL CALLS:

HVACR - CALLS ACCEPTED BEFORE 12:00 NOON, RESPONSE
SHOULD BE NO LATER THAN 4:00 PM OF THAT DAY. CALLS
ACCEPTED AFTER 12:00 NOON, RESPONSE SHOULD BE NO LATER
THAN 12:00 NOON OF NEXT WORKING DAY,

ELECTRICAL - CALLS ACCEPTED SHOULD BE RESPONDED TO
WITHIN 24 HOURS, OR AS SCHEDULED WITH THE WCPSS
REQUESTOR.

REQUIREMENTS FOR ALL CALLS:

»

QUALIFIED TECHNICIANS MUST BE SENT ON ALL CALLS.

COURTESY CALL TO WCPSS REQUESTOR NOTIFING HIM/HER OF
RETURNING FAXES FOR JOBS ANTICIPATED TO EXCEED THE
ESTIMATED COST.

SERVICE PERSONNEL MUST WEAR IDENTIFCATION BADGES WITH
THE EMPLOYEE'S PICTURE, SIGN-IN AT SCHOOL OFFICE UPON
EACH ARRIVAL TO CAMPUS AND SIGN-OUT WHEN LEAVING
CAMPUS.




JOB SITES MUST BE LEFT SAFE AND ORDERLY IF TECHNICIANS IS
AWAY FROM JOB. THOROUGH CLEAN-UP AFTER COMPLETION OF
WORK. NO EXCEPTIONS.

NO PARKING ON SCHOOL GROUNDS. ALL CONTRACTORS MUST
PARK IN PARKING SPACES.

TIMELY NOTIFICATION FOLLOWING COMPLETION OF WORK TO
WCPSS REQUESTOR FOR WORK LOG UPDATING:

ALL SERVICE PROVIDERS SHOULD FAX A COPY OF THE WORK
ORDER BACK TO THE WCPSS REQUESTOR WITHIN TWO BUSINESS
DAYS DETAILING WORK PERFORMANCE. A COPY OF THE
TECHNICIAN'S SERVICE REPORT WITH THE WORK ORDER IS
PREFERRED.

TIMELY INVOICING FOLLOWING COMPLETION OF WORK:
INVOICES SHOULD BE RECEIVED BY WAKE COUNTY SCHOOLS NO
LATER THAN 30 DAYS AFTER COMPLETION OF WORK ORDER.

SERVICE PROVIDERS SHOULD FOLLOW ALL BOARD POLICIES AND
GUIDELINES AS LISTED IN CONTRACT PACKAGE.

SERVICE TECHNICIANS SHOULD FOLLOW ALL OSHA RULES AND
REGULATIONS WHEN PERFORMING JOB DUTIES.
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Sexual Offender Registry Check Certification Form

Check the appropriate box to indicate the type of check:
o Initial

o Supplemental

o Annual

I, (insert name), (insert title) of (insert
company name} hereby certify that | have performed all of the required sexual offender registry
checks required under this Agreement for all contractual personnel (employees, agents,
ownership personnel, or contractors ) who may be used to deliver goods or provide services
under this Agreement, including the North Carolina Sex Offender and Public Protection
Registration Program, the North Carolina Sexually Violent Predator Registration Program, and
the National Sex Offender Registry (checks can be conducted at no cost at htip:/Avww nsopw.govy). 1
further certify that none of the individuals listed below appears on any of the above-named
registries and that I will not assign any individual to deliver goods or perform services under this
Agreement if said individual appears on any of the sex offender registries. 1agree to maintain all
records and documents associated with these registry checks, and that I will provide such records
and documents to the school system upon request. I specifically acknowiedge that the school
system retains the right to audit these records to ensure compliance with this section at any time
in the school system’s sole discretion. | acknowledge that I am required to perform these checks
and provide this certification form before any work is performed under the Agreement (initial
check), any time additional contractual personnel may perform work under the Agreement
(supplemental check), and at each anniversary date of the Agreement (annual check).

Contractual Personnel Names Job Title

S =

(attach additional page(s) if nceded)
[ attest that the forgoing information is true and accurate to the best of my knowledge.

{print name) (signature)
(title) (date)
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Example 1 (Taxes Paid Directly to Retailer/Suppller}

Taxable Amount: Subtotal on receipt for items used on this project (before tax)
State Tax: Amount of State tax paid on materials used (if NC 4.75%)

County Tax: Amount of County tax paid on materials used (if Wake 25 %)

0. Name of County: Name of county where items were purchased (i.e. Wake or Durham elc.)

Vendor tax was pald to: Retailer/Supplier {i.e. Lowes, Home Depot, other retail or online supplier)
Material Purchased: ltems purchased (i.e. paint/wall board efc.)
Address: Retailer/Supplier address (full address)

Invoice Number: Invoice number on the receipt from the vendor tax was paid to
Date:; Date the materials were purchased
Invoice Amount: Total receipt amount from vendor tax was paid to for items used on this project (this is including

.}’5’:‘3&% MATERIAL | ,oocece | INVOICE | oo | INVOICE | TAXABLE | STATE | COUNTY | NAMEOF
oA 16 | PURCHASED NUMBER AMOUNT | AMOUNT | TAX TAX COUNTY
2000 Walnut
Lowes Paint Strest, Cary | 68787530 | 9/20/15 | $111.09 $7.03 $0.33 | $0.18 Wake
NC 27518

Note: if $300 worth of materials were purchased, but only $100 were used on the project than only list $100 in the taxable
amounl. The State and County tax would be based on the $100 and not the total purchase of $300.

Vendor tax was paid to: Your vendor name

Example 2 (Warehouse or Stock Materials)

Material Purchased: Items purchased (i.e. paint/wall board etc.}
Address: Your vendor address
invoice Number: The words “Stock” or “Warehouse”
Date: Approximate date the items were purchased

Taxable Amount: Subtotal dollar amount for items used on this project (before tax)

State Tax: Amount of State tax paid on materials used (if NC 4.75%)

County Tax: Amount of County tax paid on materials used (if Wake 2 '§7’o)

1
2
3
4
5.
6. Invoice Amount: Total dollar amount for materials invoiced and used on the project
7
8
9.
1

0. Name of County: Name of county where items were purchased (i.e. Wake or Durham etc.)

}’f;‘fﬁ'; MATERIAL | ,ooocco | INVOIGE | - | INVOICE | TAXABLE | STATE | COUNTY | NAME OF
o> | PURCHASED NUMBER AMOUNT | AMOUNT | TAX TAX | county
Walco Dyn35:11ic Dt
Service Motor ey | Stock | 01/15/15 | $450.75 | $450.75 | $21.41 | $11.27| Wake
Corp. 27529

Example 3 (Certifled Reseller/Tax Paid to NC Dept. of Revenue)




Vendor tax was paid to: The words “NC Dept. of Revenue”
Material Purchased: Items purchased {i.e. paint/wall board elc.)
Address: Your vendor address
invoice Number: The words "Stock” or "Warehouse”
Date: Approximate date the items were purchased

Taxable Amount: Subtotal dollar amount for items used on this project (before tax}
State Tax: Amount of State tax paid on materials used {if NC 4.75%)

County Tax: Amount of County tax paid on materials used {if Wake FAY %)

1
2
3
4
5.
6. Invoice Amount: Tolal dollar amount for materials invoiced and used on the project
7
8
9.
1

0. Name of County: Name of county where items were purchased (i.e. Wake or Durham etc.)

VENDOR

MATERIAL INVOICE INVOICE | TAXABLE | STATE | COUNTY | NAME OF
Lﬁzﬁ‘g‘ PURCHASED | APDRESS | yiumeer | PATE | AMOUNT | AMOUNT | TAX TAX | COUNTY
115
NC Dept.
of Circuit Board B&z‘;{“gg%g Warehouse | 0515115 | $1250.25 | $1.25025 | $59.30 | 32L& |  wake
Revenue 57520

Note: To use this example means that taxes are NOT paid at the time of purchase, but instead paid by the vendor on

monthly or quarterly bases directly to NC Depariment of Revenue.

Example 4 (Tax Charged to Material Mark-Up)

Vendor tax was paid to: The words “NC Dept. of Revenue”

Material Purchased: The words “Tax Charged in 10% Mark-Up"
Address: Your vendor address
tnvoice Number: Your invoice number to WCPSS
Date: The date of your invoices to WCPSS

Taxable Amount: The 10% mark-up amount from your invoice

State Tax: Amount of State tax paid on materials used (if NC 4.75%)

County Tax: Amount of County tax paid on materials used (if Wake 2.5 %)

1
2
3
4
5.
6. Invoice Amount: The 10% mark-up amount from your invoice
7
B
g,
1

0. Name of County: Name of county where items were used (Wake)

VENDOR

MATERIAL INVOICE INVOICE | TAXABLE | STATE | COUNTY | NAME OF
Lﬁg‘%s pURCHASED | ADDRESS [ \imper | DATE | AMoUNT | AMOUNT | TAX TAX | COUNTY
115
NC Dept.
Tax Charged to | Bestwood Dr Nt
o | Mo Maneup | Clayion NG 12345678 | 10/05/15 | $10.00 $1000 | s047 | s$0.2% Wake

27520




Reminders

All totals must match. If a vendor invoice, JOC invoice, and tax form are submitted the tax and material totals must
match on ali three items.

Any vendor that is a certified reseller/distributor must complste and return the Final Vendor Certification of N.C.
Tax Submission from at the end of the fiscal year.

Any material mark-up fisted on the invoice that is taxed must match the mark-up listed on the tax form.

Question and Answers

Why are the Taxable Amount and Invoice Amounts the same value for the mark-up according to the
Example?

For this example, the amount for the material being invoiced is the ten percent mark-up amount. The actual cost
for the matenals would ba reflected on a different line.

Contractors saying they are tax exempt at the point of buying items, yet they levy the tax on us. Is a tax
exempt certificate required with any or all invoices?

The only businesses that the state considers tax exempt are non-profits. A vendor may be classified as a
distributor or certified resetier. If that were the case, they would follow example number three above. At the time
they report their business taxes (which might be monthiy or quarterly) the vendor reports and pays a use tax on all
items sold during that time. WCPSS does not pay tax on behalf of the vendor to the state, We pay the tax to the
vendor who in turn must pay the state.

What should be filled in the Project line?
The project line can be the work order number and/or schoof lacation where work was completed.

Can saveral items purchased from the same Retailer be shown on one line (added up}?
Yes, if several items were purchased at one retailer it can be shone on one line on the tax form.

Why is the Invoice Spreadsheet being strongly recommended? If the info required is shown on their
invoice, is that enough?

This spreadsheet is required by the department and not Finance or Accounting. Several other departments ask
their vendors to complete this form. My understanding is that there is valuable information listed on the JOC

form that is used by WCPSS when antering infornation in to the MAXIMO system. According to the feedback we
have received from NCDOR many invoices should be coming in as lump sum. Not all vendors provide a breakout
on their invoices.

Why can't one tax form be submitted for multiple inveices? The invoice number is required on the form.
This requirement is based on state law. The attached handout explains that an affidavit statement is
recommended for each project. Since WCPSS assigns work by work order number, gach assignment or invaice is
considered a separate project thus needing an individual tax form.

Is a quarterly or monthly tax submission copy to NCDOR required if that's the sole way the contractor
pays tax?
No, this form does not need to be provided to WCPSS. The tax forrn being notarized is ali that is required.



