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Forewdrd

The cost of building new school facilities has risen from about S9 50 per square foot to over
S60 00 per square foot in the 30 ye* since 1950 There were bitter complaints abouLthe
excessive cost' of our schools in 1950 and these complaints have-mounted as-costs continue

to rise

The 1977 First Extraordinary Session of the Washington State Legislature established the
Wahingtor School Facilities Cost Stabilization Program within the office of the State
Superintendent of Public, LastiViction in order .to more fully examine the reasons for cost
increases andto develop methods of containing or controlling them The goals of the
program are

(1) To stabilize school-construction, maintenance and operating costs

.(2) To reduce school desigh and construction time

k3) TO provide high quality schools capable of being readily anctvconornically adapted to
charging school and community needs

To assist in accomplishing these goals. I appointed a brqad-based advisory board This
School Facilities Cost Advisory Board has since been continuously studying the processes of
school fakility planning, construction, maintenance and utilization

This School.Facilities Development Procedures Manual is one of the results of the activities of
this Adyisory. Board and contains many of the ideas generated by the Board in OS
dOberations The manual will provide a chronological guide through the many phases of
planning, financing, designing, constructing, maintaining and operating school plant
facilities in Washington

It is my hope that this manual will provide a truly valuable reference tool to its users, assisting
them in developing school facilities in a Lost-effectivelfnanner

Dr Frank B Brouillet
Superintendent of Public Instruction
State of Washington
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This, file First Edition of the Sihool Facilities Development Procedures Manual,lhas been
prepared by the Office of the Superintendent of Public Instruction of the State of Washington
and is financed with funds allocated by law for the Washington School Facilities Cost
Stabilization Program

Compilation ()NI's edition was directed by the Cost Stabilization Program Staff The School
Facilities Cost, Advisory Board and its Manu'al, Sub-Committee were actively engaged in the
detailed review of the bontents of this manual. This edition reflects the input from a broad
spectrurniof knowledgeable people, based upon their collective experiegqe

As is true with any work of this nature, this manual contains compromises where divergent
views had to be reconciled Generally these have to do with differences in established local
prAtice with no clear-cut superiority of one methOd over the othei\ and quality has net been
sacrificed for the sake of uniformity This manual represents an eiffort to obtain maximum,
uniformity and efficiency of school facility planning design and construction administration
practices among Washington School Districts thus obtaining more cost-effective utilization
of school building funds

Appreciation is expressed to all who contributed their expertise and their many hours of time
to this work and speqifically to Mr Tom Gerard, P E and his Manual Sub-Committee, Mr.
Robert Olson, A I A., Technical Writer and Editor, and Ms Charlotte'Martning, Director of
Agency Communications, S P I for their valued assistance in the organization, editing,
assembly and,printing of this work

Harvey C. Childs, A I A./.),
Technical Director,, 9
School Facilities Cost-Stabilization Program
Office of the Superintendent of Public Instruction
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The intent of this publication-is to provide a source of information that will be o assistance in planrung for school facilities and to-Indicate-
methods lor processihg school construction projects. Local laws, regulations or other considerations must be carefUlly valuated by all
persons responsible for school facility development activities in order to appropriately and effectively utiliz.e the information contained herein
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Sec. 101

.,Purpose
It is the purpose of this manual to offer procedural
and technical guidelines for effective action in plan-
ning and constructing new public school physical
plant facilities in a cost-effective Manner.

This manual is also intended to provide a guide to the
services offered by the Office lit-the Washington
State Superintendent of Public Instruction, Division
of Financial'Services, and to the procedures required
for obtaining state assistance from the Washington

.:State Board of Education A

YS

fi

Sec. 102

Washington State Board
of Education
The State Board of Edudation is comprised of 14
laymen, two from each congressional district of th$
state not ingluding any congressional district at large,
elected by members of the boards of directors of
local school districts therein, and one non-voting
member elected by board members of the private
schools in the state. Each member of the State Board
of Education is elected for a term of six years.' The
State Superintendent of Public Instruction is the ex-
officio president and the Chief executive officer of the
State Board of Education.

The State Board 'of Education has the power and
duty to prescribe rules and regulations governing the

,administration, control, terms, conditions, and 'dis-
bursements Of allotments to school districts to assist
them in providing school plant facilities. These rules
and regulations tan be fou'nd in Chapter 180-30 of
the Washington' Adrninistjative Code. This Chapter
180-30 is included, in the Additional Information
portion of this manual.
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Sec. 103

Washington State.
Superintendent of
Public Instruction
The State ,Soperintendent of Public Instruction is a
non-partisan elected executive office of the State of
Alv

b/thin

gton
i

State Superintendent is elected for
aterm of Jou r :e rsv.-

The State Superintendent of Public Instruction's
powers and duties include the following:

A -To have supervision over all matters pertaining to
thapublic schools of the state

B Ta report to the governor and the legisla re such
information and data as may be require for the
management and improvement of thasc ols.

c

6

4-.
Sec. 104

Financial Services
Division, SPI
Technical assistance in facilities planning, planning
school district organizational improvements, energy
conservatiori, and obtaining financial aid for construc-
tion is available from program'supervisors and consul-
tants of the School Facilities and Organization Section
of the Financial Services Division, Office of the Super-
intendent of Public Instruction. This technical assis-
tance includes the following.

A "-Consult with, and advise, school administrators,
boards of directors, county committees, design
professionals and others.

B. Preparation of biennial capital budget requests
for the State Board of Education:

C. Review applications for, .and other. documents
pertinent to, *state finantial assistance in school
facility construction

D. Determine amounts of financial participation and
state fund allocations for school facility construc-
tion for the State Board of Education.

E. Review applications for long -range planning
grants for studies of school diVrict building needs
and preparing recommendations as appropriate
for the State Board of Education.

The School Facilities and Organization Section also
administer the Washington School Facilities Cost
Stabilizatin Program.



Sec. 105

Services Available From
Other Divisions, SPI
Technical assistance in planning, designing and re-
,vising facilities plans, as Well as development of
educational or program specifications Zs available
from program supervisors of other divisions of the
Office of the Superindendent of Public Instruction

Program areas covered by this technical assistance
relate to

A. Foreign languages

B. Learning resources.

C Science

D. Traffic safety

E. Health and physical education.

F. Art.

Itmusic.
H. General claskroolns and office.

I. Vocational education.

J. Industrial arts education.
4

K. Career,'community and adult education.

L. Food service.

M. Attendance and activities.

Sec 106

Washington School
Facilitie's Cost Stabilization 4t

Program
The 1377 First Extraordinary Session of the Wash-
ington State Legislature established the Washington
School Facilities Cost Stabilization Frograim within
the Office 4 the State Superintendent of Public
Instruction

The goals of the program are.

A To stabilize school construction, maintenance and..
operating costs

To rrduce school desigh/construction time.

C To provide high qua,lity schools capable of being
readily and ecdnornt6ally adapted to changing
school and community needs.

7
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Sec 107 Sec. 108

School Facilities Educational Service -

DistrictsCost / Advisory Board
In 1978, the State Superintendent of Public instruc-
tion, Dr Frank B' Brouillet, appointed an advisory
board to agivise and assist the cost stabilization
program staff in developing methods and ways of
meeting the goals of the program,

The advisory boar'd consists of representatives of the
many boards, organizations, professions, construc-
tion trades, planners, Maintenance officials, and pro
ducers1nvolved in planning, design, and construction
of school plant facilities The appendix to this chapter
lists these organizations and their representatives.

This School Facilities Development Procedures
Manual was created as a part of the activities of the
advisory board through the guidance of its manual

'sub-committee

1

1 "48

The State of Washington has been geographically
dividedeinto nine units which are designated as
Educational Service Districts' The districts are
formed for the purpose oNacilitating _more rapid and
efficient adaptation to changing economic conditions
and educational needs throughout the state to order
to enhance the equalization, of educational
Opportunities.

An Educational Service District has the ability to
support an administrative unit to provide a program of
educational services including but not limited to,
leadership and consultant services in administration
and finance, in-service education programs for
teachers and administrators, special services for the
handicapped and educationally talented, planning of
school facilities, counseling and guidance, instruc-
tional materials, and development of projects and
proposals under various federal acts

4



Sec 109

Distribution
This manual is intended for distribution to school
district officials and employees, design professionals,
state, cou,Rty, and city officials, and others interested
in planing and construocting school buildings

This manual is available in the form of individually
orbound chapters Or as a complete sQt w binder. For

information concerning additional co ies and costs,
please contact the Facilities and Organization Sec-
ti n,(.,L Division of Financial Services, Office of the
SU rintendent of Public Instruction, 7510 Armstrong
St S W (Mail Stop FG-11); Tumwater, Washington
98504, telephone (206) 753-6729

. ,
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Appendix
A WASHINGTON STATE BOARD OF EDUCATION

Dr Fcank B Brouillet, State Superintendent of Public Instruction
and Ex-Officio President of the Stare Board of Education

Grant L Anderson, Tacoma, Vice President of the State Board of
Education, term expires January 1984

Dr Wm Ray Broadhead, Secretary of the State Board of Education

Edward J Armbruster, Manson, term expires January 1985

Edward Diamond, D V M Everett, term expires January 1986

H Eugene Hall, M D , Bellevue, term expires January 1982

Mark E Hoehne, Longview, term expires January 1984

Levy S Johnston, Mountlake Terrace, term expires January 1983

R E Tiny Jorgensen, Waitsburg, term expires January 1986

Robert W Randall, Bremerton, term expires January 1987

Walter H Lewis. Yakima, term expires January 1985

Phillip B Swain, Seaftie, term expires January 1982

Dale W Thompson, Sedro Woolley, term expires January 1982

011ie Mae Wilson, Northport, term expires January 1983

Lee H Bayley, Spokane, (non-voting), term expires January 1987
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Sec 201

Responsibility

0

1

All well designed things including' educational
programs and school buildings develop logically
from an understanding of_needs to be fulfilled and
purposes to be served This understanding occurs
through the local school board's process of formu-
lating a statement of goals for education and a
compreherisive plan for the future and by regularly
reviewing the goals and plan as time goes by4 For the
purpose of this manual we shall call the statement of
goals and plan for the future an Educational Facilities
Survey"

The educational facilities survey should not be con-
-fused with the educational specifications discussed in
Chapter 7 These are separate documents serving
different functions-in tip planning process

The responsibility for initiating an educational facili-
ties survey rests with the local school board and its
administrators _The development of the surveyris
best accomplished by a team consisting Of, but not
limited to:

A. Local citizens
B. School staff Members
C Students.
D. 'University and state educational agency personnel
E. Arthitebts.
F. Edbcationaloonsultants.

N
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Sec 202

Participatory Planhing
There is a great nee to encow rage wide involvement
of citizens, staff an students insetting the purposes
of education Some systematic method Of insuring
wide participation..should be established This "par-
ticipatory planning" brings together persons who
typically have not worked together before It involves
consumers and persons from many agencies, organi-
zations, and groups that have a stake in the problem
and in the solution Such participation should build a
sensof ownership on the part of all those involved

t
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Sec 203

Financial Assistance
For Planning
Financial assistance for advance planning is available
through a long-range planning grant to any qualifying
local school district which wishes to apply for one
through the Office of the Superintendent of Public
Instruction An SPI constant is available to assist
and advise the school district in qualifying and,apply-
ing for such assistance

6

Sec 204

Educational FacilitieS.Survey
The initial. survey should be comprehensive, dealing
wiQi all factors related to edycational facilities, In sub-
sequent surveys, it isilegitimate to study only one or
two problem areas The entire survey should be re-
viewed and updated on a regular basis after adoption

Major items which should be contidere.d in the
survey are .

A. Analysiq. of the community's characteristics and
educational needs

B Determination of pupil population and character
'sties. ,

C Description of the educational program

D Appraisal of the educational adequacy of facilities

E Appraisal of the physical and structural adequacy
of faciliti s

F Develop ent of a master plan

G Assessme t of financial resources

H Formulati n of specific recommendations,

The process cf completing the survey includes these
.tasks:

A. Research to find facts and identify needs.

B. Analysis to categorize findings.

C Synthesis tio devklos alternative solutions

D. Recommendation of a:plan of action.

1-



Sec 205

The Community Analysis
An integral parfof educational planning is an analysis
of the community, including. documentation of its
history, an assessment of its present status, and a
projection of its future character Additionally, an
effort -should be made to determine what_ citizens
expect from the school and what, the community's
ed cat, nal needs are

The Ppllowing aspects of a community's deve opment
should be studied carefully

A Population characteristics and density patterns.

B POpulation changes dueto in and out migration
patterns and to fluctuations in the birth rate

C anges in socio-economic patterns resulting in
population shifts within the community

D Possible shifts in housing patterns due to attitudes
about racial integration

E Major highway and street networks andtheir prob-
able development.

F C5ndition and value of housing in residential areas
and pf commercial buildings in industrial areas. At

G Changes in land usage (residential, commercial,
and industrial)

H Changes in school diStrict boundaries.

I. Availability of community services.

J. Vocational opportunities in the community.

K. Pajental expectations of the school.

L. Citizen attitudes and aspirations it/general.

Much of the needed data for this analysis can be
obtained froni.school records a from other public
agencies and institutions. Infor on concerning a
titudes.can be collected by a su vey implemented b
community groups.

087

Sec 206

School Enrlfinent Study
The following statistics are essential components of,
.the survay,,

A Population trends of the total school community.

B Birth rates opd the number of births

C Public school enrollment figtfres

D Non-publ shoot enrollment figures.

E Holding power of public schools (drop-out ratios)

F Migration patterns.

Long-range projections of enrollm ents ar risky
effort at best, but are aressentia6ele n to be
considered Some :of the factors which ffect long-
range projections are

A Charging.ecOnornic conditioYs.

Non resident and non-public school students

C Boundary changes,

D. Pupil dropout/retention/acceleration.

E. Land-use changes.

F. Type of housing.

s.
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Sec, 207

F

The Educational Plan
The educationaLplan is that section of the educational
facilities survey which describes in general the com-.
munity's educational philosophy and goals.

The Office cif the State Superintendent of Public
Instruction is encouraging all school districts to de-
velop statements of goals for education at the local
level and for those statements to be consistent with
the "Goals for Washington Common Schools" estab-
lished by the State Board of Education These goals
are included as an exhibit to this chapter

4
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Sec. 208

Evaluation of
Existing Facilities
An educational facilities survey must include an
examination of existing facilities and should concen-
trate on answering these general questions

Is the facility adequate?

and

Does the facility effectively accommodate the users
as well as the program?

Specifically, the examiners should examine the follow-
ing conditions*

A. Does it support the prbgram?

B. Is Its space optimally used?

C. Is its location convenient for the users?i
D. Is it the right size?

E Is the facility structurally sound?

F. -Is it healthful and safe?

G. Is it efficient and economical to operate?

H. Does it conform to present codes, Iaws,and regula-
tions?

I. Can it be modified?

J. What is its expected life for utilization?

K. Is it attractive and comfortable?

/..1
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Sec 209

The Master Plan
Once the developers of the'educational facilities sur-
vey have explored the community's past, its present,
and its projected future, have developed an educe-

a tional philosophy and program, and have analyzed
existing facilities, they can begin to plan the future'of
the school administrative unit, particularly its facilities.

Master planning is a way of identifying the best route
to the future through a workable plan for\handling
priority rated, predictable situations, and anticipated
changes.

The mister plan "document which defines ultimate
goals for the school district and accounts for the
facilities required to help achieve these goals.

.
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Sec. 210

Assessment of \
Financial Resources z
If the Master plan reveals a need for facility improve-
ments or new construction, cost estimates must be
prepared.

For most school' districts, the amount of money which
can be devoted to construction or modification of
educational facilities4s determined by legal consider-
ations, by the willingness of citizens to provide funds,
by the availability of state monies, and by the eligibility,
of the local school dIstrict to receive state assistance.

All potential funding sources (and combinations
thereof) should be considered. If construction funds.
come largely from property taxes, histo,rical trends of,
assessed valuation should be studied and a projection
for the future should be developed which will, be
updated annually. Outstanding school district debts
Should be analyzed to determine the possibility of
dovetailing payments with future debt service require-
ments to obtain equal annual payments and possibly
stable tax rates.

It would be advantageous for the school district to
enlist the services of a financial consultant to assist
them at this stage of planning. Refer to Chapter 5 for
additional information on this subject.

.i
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Sec. 211

Recommendations
The recommendations section of the educational
.facilities survey should document the need for addi-
tional sites. abandonment of existing facilities, new
construction, rrsCernizatiom, renovation or change
in use

Recommendations should address both short and
long-range needs and situations Care should be
taken so that recommendations designed to address
immediate needs also facilitate attainment of long-
range objectives

Reconciliation between educational facilityneeds and
financial resources usually is made in the recom-
mendations development stage of the educational
facilities survey. A general plan for financing the
improvements of each phase should be developed

,and a specific financing plan prepared for immediate
projects.

10.
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Sec 212

Interpretation of the Survey-
The local school board will interpret,it to the com-
munity and act upon the recommendations of the
facilities educational survey. Since implementation of
any major building program is usually contingent
upon public understanding and support, it is essential
that the community be fully informed of the identified
needs, of plans to meet these needs, and how and
why the plans we1e.adopted.



I

Appendix
A RESOURCES

a _

Exhibit
A GOALS FOR WASHINGTON COMMON SCHOOLS

1 GUIDE FOR PLANNING EDUCATIONAL FACILITIES
published by the
Council of Educational Facility Planners, Internatiopal
29 West Woodruff Avenue
Columbus. Ohio 43210

2 PARTICIPATORY PLANNING
by William S DeJong. Asst Executive Director, C E°F P

3 A PROCESS MODEL FOR .EDUCATIONAL FACILITIES
PLANNING
published by the
Superintendent of Public Instruction
7510 Armstrong Street S W (Mail Stop FG-11)
Tumwater, Washington 98504

B SPI ASSISTANCE AVAILABLE
Contact the, Facilities and Organization Section, Division of
Financial Services, Office of the Superintendent of Public
Instruction, 7510 Armstrong St S W (Mail Stop FG-11),
Tumwater. Washington 98504 for consultant to assist
your school district

. ,
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Manual Sub-Committee of the School Facilities
Cost/Advisory Board

2 Technical Writer and Editor
Robert T Olson, A I A
Olson-Rowe, Architects
4224 Sixth Ave S E , Bldg 5
Lacey, Washington 98503

Established by the State Board of Education

TAe"process of education should respect the uniqueness of
each learner

The process-of education should provide increasing oppor-
tunities for individual self direction and decision making

The process of education should provide learning exper-
iences matched to each student's readiness to learn and the
way he learns best

The process of education should help each learner perform
well and gain satisfaction from his performance

The process of education should emphasize that cultural,
ethnic, and racial differences contribute positively to our
nation', future

The process of education should extend learning oppcirtun-
Ries beyond the building, school day. and school year

The process of education should utilize the involvement and
support of the entire community to maximize educational
experiences

The process of education should self -renew through contin-
uous evaluation of progress toward the desired learning
outcomes

Asa result of the process of education. eAch student should
have the basic skills and knowledgaThecessary to seek
information, to present ideas, to listen to and interact with
others, and to use Judgement and imaginatiorun perceiving
and resolving problems.

As a result of the process of education, each student should
understand the elements of his physical and emotional well-
being

As a result of the process of education, each student should
know the basic principles of the yA nerican Democratic
Heritage.

As a result of the process of educatibn, each student should
appreciate the wonders of the natural world, man's achieve-

, ments and failures, his dreams, and his capabilities.
=As a resu the process of education, each student should

clarify his be values and develop a'commitment to act
upon these values within the framewoik of his rights and
responsibilities as a participant in the democratic process

As a result of the process of education, each student should
participate in social, political, economic, aod family activities
with the confidence that his actions make a difference.

As a result of the process of education, each student should
be prepared for his next career step.is-

As a result of the process of education, each student should
use leisuretime in positive and satisfying ways.

As a result of the process of education, each student should
be committed to life-long learning and personal growth
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Sec. 301

The Site
Intelligent and imaginative schooLsitase
development are significant aspects, of educational
facility planning. The school site affects the eduq:
tonal program, the budget, transportation needs,
enrollment, landscaping and numerous other factors.

sec. 302

Site Selection Criteria
chorlansi_ ____Each_parcel of larkl.identified as a pote ntial school

site should be thoroughly examined to 6eteuntne its
suitability in terms of educational plan, accessibility.,
cost, size, and numerous other criteria It is essential
that each site and surrounding property be evaluated
upon both its present and possible future character-
istics. In evaluating the properly, attempt to answer
the following questions'

A Is the site the right size and shape? (Note that the
State Board of,' Education has established, by
regulation, the minimum size requirements for
school facilities refer to WAC 180-30-055).

B. Will the Site support the educational program?

C. Is the site locatedconveniently for the majority of
pupilg?

ts,

D. Is the site near other Community services such as
library, parks and museums?

E. What is the relation of the site to existing educa-
tional faciliti4;? -

F. How is surrounding land zoned will its develop-
ment enhance the school site?

G. Can the land be shared with other community
facilities and organizations, such as parks?;-----

H. W ill the site provide desirable open, space for the
community where it is needed?

I. Is the, site expandable in'the future or will it
support expansion of facilities in its present
configuration?

J. Is the topography conducive to desired site
development? a

K. Is the general environment aesthetically pleasing?

L. Does the land drain properly and are other soil
conditions good?

M.. Have tests been made to confirm u nderground
conditions, particularly a; to suitability for build-
ing foundations? ,

5
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Sec. 303

Site Approval State
Board of Health.'"

-.N.1.1oes the site have deireci trees and otter natural Before a new school facility is constructed, an addi
vegetation? tion is made tb-an-existing facility,- or an existing

school facility is remodeled, the school district
O. Is' the site easily accessible fbr service vehicles'? obtain written approval from the health officer having

P. Are the road and traffic patterns surrounding the juriidiction that the proposed development site pre-'

site suitable sents no health problems (Chapter 248-64-'240`WAC)

Q Is the site safe? B
Your school district may request the health officer to
make a survey and submit a written health appraisal

R.- Is the air quality healthful? of any proposed school site.

S. Is the site free of industrial and traffic noise? Present health regulalions stipulate that noise from
any source at a proposed new school construction

T. is the site served by public agencies 74olia a site shall not exceed 60 dB(A) for more than 5.
fire department, etc.? percent of the time (L5) during the hours the school

U. Are adequate water and sewer services available is in session. Sites exceeding these sound levels are

at the site? If not, what are the costs 'for extend- not considered acceptable, unless an appropriate

ing such services to the site? plan for sound control is included in the new construct

V. Is the site available'?
tion proposal.

W. Is the cost affordable?

X. Are there any easements of any nature affecting
the use 'of the situ "

It may not be possible to locate a site that will totally
accommodate all needs. Coepromise may be un-
avoidable. Nevertheless, the selection -committee
should discuss priorities and agree on what qualities
are indispensable.

a
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Sec. 304

Site Selection Process m
Who participates?
The selection of a school site and,formtilation of
general plans for its development require a well-
coordinated team effort by informed,persons. School
administration officials, qualified architects and/or
engineers, and the educational consultant are ordin-
arily the primary advisors to the local school board.
They may require the assistance of landscape archi-
tects, urban and regional planners, legal and real
estate consultants, recreational experts, and

- soils engineers.

Whatis the procedure?
The sitesselection team is assembled and directed by
the appropriate school official. Site selection criteria
are reviewed and assimilated. Potentidl sites are

,! identified and 'examined. The most promising two or
three sites may .require specialized soils testing or
other inspections.'After evaluation of all sites the
selection team recommends a site(s) for purchase to
the school board.

V..

(4.

Sec. 305

Site Acquisition
The chosen site may be acqui red by one or more of
the t011owing legal methods:

A. Purchase from the owner.

B. Acceptance as a gift from the owner.

t. condemnation of private property with purchase
at fair market vaLlie. A warning: condemnation
proceedings may create unfavorable public reac-
tions which co Old adversely affect subsequent
bond issue .ejections, etc.

"'
D. Receipt of surplus government property..

E. Lee of State-owned property.
.

State laws affecting the securin of proposals for
gale, appraisals, counter offers and

c
ptions-should be

investigated thoroughly.

3"
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Tim g of Acquisition
of roperty

..

i

eh

Acquis everal years prior to development.
Early site acquisition during a period of an expanding

undoubtedly a wise and
ol 'districts to consider.
ior to identification of

res considerable confi-
e plan discussed in Chapter 2

and also is a function of availability Of satisfactory
land and funds for acquisition. Early identification of
school sites can reduce the design and construction
time involved in the implementation of a school
building project, thus tending to reduce costs.

Acquisition at time of commenoing development:
In districts where enrollment conditions and projec-
tions do not require such an anticipatory approach as
early acquisition, selection and purchAe of sites can
be accomplished on the Cisis of known needs. A
knore astute site selection can normally be made
under these conditions because educational specifi-
cations will have been developed and the design
team for the project may have been selected and be
available for participation in evaluation of prospective
sites.

and inflationary economy
prudent activity for all sc
Effective selection of site
specific building needs re
dence in the advan

In any case, it is advisable that the site be acquired
prior to submission of a Notice of Intent (Form B-1) to
file an application for state assistance for the school
building project refer to Chapter 4.

8
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Funding Acquisition of Site
With the exception of land secured on lease from the
State of Washington, fee simple title to the real
property of the site shall be vested in the local school
district, free ang clear of all encumbrances. If
circumstances regarding the purchase shouldrequire
extended payments to the original owner, a waiver of
this requirement may be considered by the &tate
Board of Education on a case-by-case basis. Receipt
of the title, or waiver thereof, must be accomplished
prior to approval of a project as eligible for state
assistance. ,

Sources _of funding fqr site acquisition available to
school districts include:

A. Passage of a building fund excess levy.

B. Passage of a bond issue for site acquisition.

C. Transfer of funds from the general -fund to the
fig fund. I

D. Outside sources (developer dedication or fee in
lieu of dedication, etc.).

E. Sale of school district-owned surplus property.

i
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Sec. 308'

Survey of
Essential Site Data
The logical' starting point for the school facilities
development design procedures s the preparation
of a survey of essential site characteristics. This
inventory is analyzed and serves as a basis for the
site design. The survey shopld provide at least the
foll i g information:

A Title of survey, prope y location, certification
and date.

B. Scale and compass orientation.
r _

C.-Tract boundary__ lines, .courses, and distances,
including all easements.

.0'

D. Names s::4 abutting property owners.

E. Bench mark with assumed elevation.
. .

F. Names and locations of all.existing road right-of-
ways on or near the tract.

.....

G. Losatiqn- of roads, drives, curbs, gutters, steps,
walks, paved-areas and the like, indicating types
of material or surfacing. 0

.4 H. Road elevation for all improved roads on or
adjacent to property, improved gutter elevations
on property line side at intervals of 50 feet.

I. Location, type, size, and flow of all existing storm
and sanitary sewers on or contiguous to the tract,
including top and invert elevations of all man-
holes, and inlet and invert elevations of other
drainage structures.

J. Location, type, and size of all water and
gas mains, meter boxes, hydrants and other
appurtenances.

%

'.>

.r.

K. Location of all utility poles, telephone dines, and
poweNines, with indication of nearest leads
either on-site or off-site, pertinent information
and ownership of all utilities.

L. iT.cation of all existing structures on the site,
including buildings, foundations, bridges, wells,
walls and fences, and rock. outcroppings.

M. Location of all swamps, springs, streams,
drainage ditched, lakes, and other bodies of
water; line of maximum flood plane if appliable.

N. Oiitline of wooded areas?, location of trees,
identification' of trees by type, and identification
of trees with trunks over eight inches' in diameter
at waist height. Location and identification of any
other significant flora and fauna.

0. Elevations throughout tpe site sufficient to de-
velop a complete and orough contour map.

P. (Optional) Construction of permanent property
corners such as concrete monuments.

This survey must be performed by a competent land
surveyor registered in the State of Washington.
Incomplete or inaccurate information gathered in this
survey could lead to disastrous consequences later.
Do not underestimate the importance and value of
this survey.

-
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Appendix
A RESOURCES

1 GUIDE FOR PLANNINNEDUCATIONAL FACILITIES
published by.the .
Council of Educational Facility Planners, International
29 West Woodruff Avenue
Columbus. Ohid 43210

B REFERENCES
WAC 180-30-055 requires. in part. that minimum site sizes shall be

1 Elementary Schools
Five acres plus an additional one acre for each one hundred
pupils of projected maximum enrollment, thus a project
enrollment of 540 students would require' an eleven acre site

2 Middle schools, junior high schools. Amor high schools and
four-year high schools
Ten acres plus an additional one acre for each one hundred
pupils of protected maximum enrollment, thus a projected
enrollment of 1380 students would require a twenty-four acre
site

Refer to th2 additional information section of this manual for the
complete text of WAC 180-30-055

C SPI ASSISTANCE AVAILABLE.
Contact the Facilities and Organization Section, Division of
Financial Services, Office of the Superintendent of Public Instruction,
7510 Armstrong St S W (Mail Stop FG-11), Tumwater, Washington
98504 for consultant services available to assist your school district

D AVNOMEDGEMENTS-
1 Consultants

.Manual Sub-Committee of the School Facilities Cost/Advisory
Board

2. Technical Writer and Editor.
Robert T Olson, A I A
Olson-Rowe, Architects
4224 Sixth Ave. S.E., Bldg 5
Lacey, Washington 98503
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Sec. 401

General Informtion
State funds are available to school districts for& aSsis-
tance in providing school building facilities. Such
state assistance is available for.

A. Replacement of substandardtaCilities.

B. Replacement,of.facifities that have been destroyed
by fire, flood, earthquake or other calathity.

C. Relief of-se-r-ious overcrowding.

15 .Provision of certain facilities necessary for the
education, health and well-being of students.

E. Improvement of school district organization

F. Improvement of racial balance.

G. Modernization of school plant facilities.

H. Providing relocatable buildings.

I. Pilot or exemplary projects.

J. Implementation of an energy etonservation ro-
gram.

K. Design consultant fees:

L. Assistance in preliminary planning.

A

Aim

Eligibility for state assistance and allotments of funds
to s istricts for providing school building facil-
itie all be determined by the State Board of Educa-
tio on the basis of:

eed for school facilities (WAC 180-30-030).

B. S hoot district effort to provide capital funds
(WAC 180-30-035).

C. Evidence that new construction will not create or
aggravate racial imbalance (WAC 180-30-040).

Other conditions which furnish evidence of Creating
an emergency or need may enable a school district to
become eligible for additional state assistance con-
sideration: Provided, that it is found by the State.
Board of Education that an emergency. or need exists
and that additional state assistance is necessary to
meet that emergency or need.

tt
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Sec. 402

Basic Policy of the
State Board of Education

e State Board of Education recognizes.

A. The statutory responsi ilities and authority of the
board of direotcys of a chool district to determine
the type of school buil ing it desires to construct
for the children of its district, and

B The statutory responsibilities and authority of the
States Board of Education to prescribe rules and
regulations governing the administration, control,
terms, conditions and disbursemeRt of allotments
tp school districts to assist them in providing
school plant facilities ....

, .

In prescribing these rules and regulations, it shall be
the policy, of the State Board of Education to equate
insofar as possible the efforts by school districts to
provide capital funds, to equalize insofar as possible
the educational opportunities for the children of the
state and to establish adevel of state support consis-
tent with funds available.

I

A
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Sec. 403

Applicatibn for State
Assistance Notice of
Intent (Form B-1)

43,

In order to qualify for eligibility and consideration of
state assistance in a school building program, the
school district shall submit to the State Board of
Education a notice of intent to file an application for
each proposed school building project This notice of
intent-is d*gnated as Fcirm B-1 and must be filed
with the St1/6. Board of Education prior to any submis-
sion of funding measures for voter approval

A Note of Caution' Submittal, of Form B-1 releases
information to public scrutiny which might adversely
affect property purchase negotiatibns if they have not
been previously completed. It is usually advisable to
have the site completely negotiated for, or purchased,
prior to submittal of Form B-1

There are two basic types of school building projects
which may receive state assistance in funding, either
individually or in combination. They are:

A New construction, including additions,.

B. Modernization.

4 third type of school building prof ect is "Alteration"
and is not eligible for state assistance in funding.
Modernizatfon projects are distinguished from alter-
ation projects in that modernization work must be
cbde=related (re. work that is necessary to bring
existing structures into compliance with laws, codes
and ordinances). State participation in funding moderni-
zation projects is limited to:

A. Projects which are sufficiently broad in scope to
insure that the facility will be structurally and
educationally adequate for contemporary pro-
grams and,

B. The availability of state funds.

When several types of school building projects. are
combined, such as new construction and/or moderni-'
zation With alterations, it is important to note that the
costs for each type of project be clearly and separ-
ately defined and itemized in the construction docu-
ments, This is further discussed in later chapters of
this manual.



tw,

Sec 404

Basic State SupportLevel
A. Related Factors:

The amount of state assistance to a local school
district in providing funds for school plant facilities
is determined on the basis of these factors.

1 The number of unhoused students
2 Space allocations.
3 Square foot cost allowance
4 The amount of insurance, federal or other

non-tax source local funds applied to the pro-
ject

5 .Certain specified costs which must be financ-
ed entirely by the local school district

B. State Matching Percentage:
The percentage of state assistance to-a school
district is determined inAccordance with the state
matching formula set forth in RCW 28A 47.803 but
shall be not less than twenty percent of the match-
able cost of the project

0

C. Square Foot Cost Level of State Support:
The State Board of Education has adopted the .

"Boeckh Building Cost Index" as the basis for'
determining the square foot cost level of state ,

support. This index, published by Boeckh Publica-
tions a division of American Appraisal Associ-
ates,11,nc., has become recognized throughout the
United States and Canada as a reliable 4conQmic .

barometer forbuilding cost trends"

D. Costs To Be Financed Entirely With School District
Local Funds:
The costs of .the following areas, facilities and
items shall bepaid from school district local funds
in excess of local funds applied toward construc-
tion costs in accordance with the matching formula
specified by law:

1. Area the cost of area in excess of the space
allocations set fo h in WAC 180-30=110.

2, Site acquis. ion cost of site (unless an
emergency i s which might justify a waiver
of this t uirement by the State Board of
Educatio ).

13. Site development:
ea. Sodding, seeding and/or planting of

athletic fields.
b. Shrubs, trees, sprinkler systems and land-

scaping.
4. Alterations, repair and demolition (except al-

terations necessary to connect new construc-
tion to an existing blinding)"

5. Facilities:
a. Administration buildings.
b. Auditoria.
c. Bus garages.
d. Stadia, grandstands, bleachers, etc.

6. Fireplaces. .
7. Other Costs:

a. Costs incidental to advertising for bids,
site surveys and costs other than, those
connected directly with the constructiorr-

.of the building.
b. Project sign.
c. Sales and/or use taxes levied by local

governmental agencies other than those
sales and/or use taxes levied .generally
throughout the State of Washington.

d. All costs in excess of state support level
factors established by the State 'Board
of Education for state participation in
financing.

e



Sec 405

Additional State Assistance
State assistance in addition to the amount determined
allocable under basic slate support level provisions
may be allowed for.

,
A. Handicapped children and Vocational-technical

institute students (WAC 180-30-205)

B. Loss.of building by fire (WAC 180-30t21Q).

C. Condemnation of a building (WAC 180-30-215)

D. Improved school district 'organization (WAC
180-30-220).

E. Impioved racial balance (WAC 180-30-2'25).

F. Other conditions creating a emergency (WAC
180-30-230),

4

Sec. 406 \

Study of School Housing
Situation
At the time the notice of intent (Form B-1) is filed for
an initial school building project, the school district
shall arrange for a cooperative study of its school
housing situation by the school district and the State
Board of Education under the direCtion of the Super-
intendent of Public Instruction. In accordance with
statutory provisions, this cooperative study shall pro-
vide informaticin inclliding, but not limited ,to, the
following:

A. Nature and extent of the school plant factlitiei
.required and the urgency of need for such
facilities.

B. Ability of the school district to provide capital
funds by local effort and estimated amount of
proposed funding measure.

C. Need for improvement of school administrative
units and school attendance areas imahg or with-
in the district

D. Enrollment for trend, and racial balance data.

E. Site.

F. Such other data as the State Board of Educayon
may require to establish 'preliminary determination
of school district housing needs.

G. The aforementioned study must be completed
prior to school district submittal of any capital
funding measure too its voters,if it is the intent of,
the district to seek consideration of state assis-
tance for its proposed school construction'pro-
gram by the State Board of Education.

ti
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Sec. 407

Use of Consultants
S.P.I. Consultant:
The Superintendent of Pubkc Instruction shall furnish
to the school district the services of employed*Per-
sonneNassi them in preparing the study of its
school housgig situation and other matters discussed
in this chapter.

Design Team:
It is advisable for the school district to complete the
formation 6f their design team for the proposed
school facility opject at the time that they are pre-
Pared to submit their notice of intent (Form B-1) if
they have not previously done o. See Chapter 6 for
further information on the design eam.

)

Sec. 408

Participative .Financing of
Secondary SchoolTacilities
by Non-High School
Districts
If your school district provides secondary school
services for non-high school districts, consult with
your,SPI consultant for assistance in negotiating with
the county comBittee on participation by the non-
high school lads in providing capital funds for
your proposed facility. Non-high school districts in-
clude the K thru 6 or K thru 8 programs.

9
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Sec. 409

Washington School'Facilities
Cost Stabilization Program
The procedural guidelines of the Washington School
Facilities Cost Stabilization Program require utiliza-
tion of "systems building" procedures on those pro-
jects (except modernization) receiving state assis-
tance in addition to the amount determined allocable
under basic state support level provisi9ns in WAC
180-30-105 when, in the judgement of the Superinten-
dent of Public Instruction, the projects could benefit
from such procedures.

The term "systems building" is defined as the applica-
tion of a systematic approach to the programming,
di,sign and construction of a facility with special
emphasis on simplicity, repetitiveness, adaptability to
future requirements and interrelatedness of building
subsystems. For the purpose of this manual, "systems
building" and "integrated design" are synonomous.
Chapter 8 contains additional information on integra-
ted design procedures.

Ae
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Sec. 410

Early Bidding Procedures
Early bidding (prior to completion of final design and
construction documents) of school facilities compo-
nents or subsyatQms such as site work, off-site util-
ities, foundations, structural systems, mechanical and
electrical systems may prove to be cost effective and
time saving. Examine the possibilities of early bidding
procedures with your design team and your, SPI
consultant, and indicate on the Form B-1 if early
bidding is being considered. See Chapter 8 for further
discussion of early bidding procedures.
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Sec 411

Acknowledgement of Notice
of Intent (Form B-2)
Upon _determination that the information furnished
indicates the school district meets requirements for
state assistance consideration, the State Board of
Education will transmit to the school district an Acknow-,
ledgement of Notice of Intent (Form B-2). Such trans-
mittal shall not constitute a commitment of state funds.

I
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Appendii
,A REFERENCES.

Chapter 180-30 WAC
SCHOOL BUILDING CONSTRUCTION

B S P I. ASSISTANCE AVAILABLE'

Contact the Facilities and Organization Section, Division of
Financial Services, Office of the Superintendent of Public In-
struction, 7510 Armstrong St S W. (Mail Stop FG-11), Tumwater,
Washington 98504 for consultant services available to assist your
school district.
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Sec 501

Financing Capital
Improvements
Eligib,lity for State Assistance
No part of state-appropriated funds shall be allotted to-a
idLai suhool district until such district has provided
tunLis fur scnuoi budding construction in an amount
equivalent to tho and one-half percent (2 .°/0) of the
value of its taxable property or such lesser amount as
may be required by the State Board of Education'
Mese funds may be composed of bonds authorized for
school building construction purposes and currently
collectible and or authorized excess tax levies for the
building fund Refer to WAC 180-30-035

Tne State Board of Education normally requires M'nly sufficient
local funds as are needed to cover the school district s share
of the project costs

it
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Sec 5p2 ,

Use of Consultants
_......

Consultants
A S.P.I Consultant

The Superintendent of Public Instruction will furnish
to thee school district the services of employed
personnel to assist in conforming with state laws and
regulations regarding financing school building
construction

B Financlil Consultant
Financial consulting f irms 'cooperate with the bond

% counsel and advise the school district regarding
maturity schedule and call provisions for bonds,
appropriate dates for sale of bonds, and obtaining
ratings for the district '..T.hey also will prepare and
distribute the prospectts for the sale and verify the
bids for purchase

C Bond Counsel'
These are independent law firms which draft and
review the necessary proceedings leading up to the
issuance of state and local debt obligations (herein'
referred to as "bonds"). Bond counsel also assures
the purchasers of those obligations, in the form of an
"approving legal opinion", that such obligations are
valid and legally binding and that the interest paid on
such obligations is exempt from federal income
taxes.

References.
A clear distinction should be made between bond
counsel who provide legal service's, and financial
consultants, who provide marketing assistance and
other financial advice. The Superintendent of Public
Instruction has, on file, information on bond counsel and
financial consultants who have been providing services
to local school districts.

Suggestion. i
It is highly desirable for school boards to consider
selectingtheir financiaLconsultant assoon as the board
has resoed to proceed with development of a new
facility.

it
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Sec 503

. Step One -
At Least 60 Days
Prior tckElectionyay
Select bond counsel to prepare the election resolution
The election resolution is a legal document which forms
th`e base for a bond issue If it is drawn incorrectly, the
election may-have to be rerun Since the bond counsel
dpes not normally charge a district for preparation of the
electioh resolution it the election fails fii the election
passes, the, bond counsel are paid from the bond
proceeds) it 'would not be advisable for the school
district to attempt to prepare its own election resolution
The following information is required for the preparation
Of the res-otulion

A Purpose for the Issue
A statement defining the proposed school building
pLoject

B The Term of lssQe (10, 15, 20 years)
The term of the issue should normally be 20 years
since this will provide the lowest cost per $1,000 of
assessed Niue

-As

C The Amount of the Issue
The amount of the issue should be calculated by
combining the projected construction cost, design
team costs, costs of state and local sales and use
taxes, non-matchable costs, a contingency
allowance of at least 5 to 10 percent of the,
conStriktion cost, the projected expenses
associated with selling the bond issue, and other
costs which might be incurred by the project. The
projected expenses associated with selling-the bond
tssue will include the bond counsel's fees, fees for
the financial consultant, prospectus and bond
printing costs, advertising and delivery expenses

It is advisable for the school &strict to organize a bond
election campaign steering committee at this phase of
securing financing This committee should be prepared
lo take over the election campaign as soon as'possible
after the election resolution is passed by the school
board.

.

tr 1
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Sec 504

Step Two -
At Least 50 Days
Prior to Election Day
The school board shall pass the borid election
resolution at a regular board meeting and deliver copies
of the documents to the county auditor or county
auditors if the school district is in more than one county

,
The county auditor must have the formally adopted
election resolution in his hands at least 45 days before
the election date

Either before or after passage of the bond resolution,
select a financial consulting firm to prepare the
prospectus, etc Selection may be by bid unless a
specific firm is desired Prior to selecting. a financial
consulting f(rm, compare proposals to be sure that, ach
offers the same service and that the stipulated fee
covers the same cost items/ Normally, the cost of
printing and mailing of the proSpectus, bond rating fees
and cost of pointing the bond is not included in the fe8
Which . a financial consulting firm charges Final
selection of a financial consultant can take place at the
first school- board meetingiollowing the election or,
since financial consulting firais,normally do not charge
a fee if the bond election 'Not successful, a firm can be
selected prior to the election in order to utilize their
services more fully on matters affecting the election
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Sec 505

Winning. Bond Elections
Bond elections are often decided by a handful of voters
This fact makes the bond iiampaign strategies selected
by the, district extremely important A slight error or
miscalculation can be disastrous The following list of
o's and don is should be reviewed prior te" planning

your bond election campaign

A Dos

G

Do establish a year-round, ongoing public°
relations program for the community

i2) Do operate two -way communications system
every day of the year

(3) Do be absolutely open and frank in presenting
the financial and social problems of your
school district

(4) Do-educate the community about your needs
with facts, not generalities Understanding will
encourage suppbrt

5) Do keep the total school staff well informed,
then encourage contacts between the staff'
and the public

(6) Do make sure promotional materials are brief,
written in understandable terms, and address
small doubts as well as big questions

(7) Do send thank-you letters to all persons who
help in the bond campaign You may want their
help another time

(8) Do make specific individual assignments for
operating your public formation program and
give that individual responsibilities, authority
and sufficient time to complete the job

(9) Do keep the numbers .of building issues on
each ballot to a minimum If you combine too
many projects, an unpopular project can

. cause the defeat of all others Occasionally
.however, the "something-for-everyone"
approach might prove successful

(10) Do find out who supports your efforts and get
them td the polls

(1T ) Do concentrate on getting the young voters
(18 to25) and parents.of young children to the
polls.

01 (12) Do establish a steering committee with
s'Acoromittees responsible for identifying
voters, voter turnout, the advertising program,
and promotional materials

(13) Do telephone or contact all potential
supporters On election day Concentrate first
on those voters who may neglect to vote

(14) Do take special care in developing your first
announcement Research has shown that up
to 75% of the electorate will make up their mind
permanently the first time they hear of the
issue

(15) Do make every effort to head oft or neutralize
organized' opposition it is devastating

B Don'ts
Don't threaten with the loss of programs,
accreditapon, etc

(2) Don't speak to the public in educationalese",
use plain English u

Don't speak down to anyone

Don't take anyone's support for granted

Don't use smoke screens in an attempt ,to
mask a problem or program failure.

(6) Don't mix school issues with political issues.
Hold your own separate election. The
exception to this recommendation may occur
when a large turnout of voters will be required
to validate the'election.

(1)

(3)

(4)

(5)

0

(7) Don't waste time trying to get the habitual non-
voters to the polls.

(8) Don't drag the campaign through a long time
period.

(9) Don't use a "letters-to-the-editor" campaign.

(10) Dot 't present proposed building plans,in detail
Details tend to initiate differences and
eventually negative votes.

(11) Don't utilize general telephone, door -to- door,
or mail campaigns. Be selective. Don't waste
your resources on voters you can't change.

5:, 7



Sec 506

After A Successful
Bond Election
The following actions must be taken to insure that the
school district receives the bond pro-deeds as soon as
possible

A The school district must retain a financial consultant if
it has not already done so

B The tinanc,al consultant shah proJkie the bond
counseJ The maturity schedule call provisions, etc , to
be used in the bond issue

C The bond counsel shall prepare the bond resolution
and notice of sale

The school board, at an official meeting, shall adopt
the bond resolution and shall select a date and time
for sale based upon the recommendations of the
financial consultant The school board shall also. at
the same meeting, authorize the publication of the
notice of sale .

E The school board should also consider authorizing
the finanCial consultant to obtain a rating from
Moody's Investors Service, Inc.. and /or Standard &
Foots Corporn, nationally recognized rating firms,
for any bond 1..s0e of over $500,000 or for any size
bond issue for a School district that presently has a
bond rating

F The notice of sale is then published at least once each
week for four consecutive weeks in the district's
official newspaper as required by state law

G The financial consultant shall prepare the bond
prospectus or official statement which will be mailed
to all potential bidders This document provides
economic, financial and general information on the
school district which will determine the:interest rate
that a potential bidder will apply to this issue The bond
counsel 'should-review this document to assure that
full and accurate disclosure is made of legal matters
concerning the-bond issuer

8

H A special meeting of the School board will be con-
vened at the bpnd sale \Xihich will be held in the county
treasurer's office A quorum of the board is required at
the meeting during which the school board and the
county treasurer will receive the bids for the bonds.
After the financial consultant has verified the
accuracy of the mathematics and form of the bidS, the
school board will accept the bid offering the lowest
interest cost

I Bond counsel supervises and Conducts the closing of
the bond purchase transaction and the delivery of the
bonds to the purchaser, including preparation of all
necessary closing documents, printing (including
proof reading) of the bonds, closing receipts,
arbitrage certificate, signature identification and non-
litigation certificates, and verifies the legality and
sufficiency of the method of payment for the bonds.

J In advance refundings it is necessary to ver the
arbitrage calculations, the sufficiency of the escr w to
pay off the refunding bonds and ascertain the f re,

and present value of the savings achieved

K At the time of closing, bond counsel delivers his or her
final approving legal opinion to the school board and
the bond 'purchaser: stating 'that the bonds are valid
and the interest on them is tax exempt

Normally it takes approximately .90 days from the
adoption of th and resolution to the receipt of the
money by the schoo istrict.

fr
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Sec 507

Investment of Funds
Funds raised for school building construction should be
promptly and prudently invested to maximize funds
ultimately available for use by the school district. A
schedule must be prepared anticipating cash-flow
requirements so that funds can be disbursed at the
proper deadlines The school district is reminded that all
of their available funds must be disbursed toward the
project before any state funds can be utilized_

I
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Sec. 601

The Team Concept
Planning for a specific educational facility is a to rn

/6° process. Effe tive facility planning ca not be acco - °4

plished in is lation. Quality of planning isite t
measured in.t rms of responsiveness to the needs of
the total comm ity, not in terms of absolute, arbitrary

- standards. The I ool board and its administra-
tor are the primary planning agents. The extent to
which decision-making is shared with community
groups, students, staff, etc., and the extent to which
many of the planning resources are allowed to be-

. come ageils is determined by the primary planning
agents. w

6 .:
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Sec602

Planning Resources
The term "planning resources" is used herein to
designate those individuals, groups, techniques and
documents which contribute meaningful information
and thereby facilitate planning by expanding the
knowledge with which decisions are rhade; These
resources include the following. 101

A. Instructional Staff
A schoOl's instructional staff, utilizing existing facil-
ities on an almost daily basis, provide an excellent
planning resource Instructors can assist in the
development of the educational specifications and
their translation into a facility plan.

B Students.
Students, insofar as their maturity permits, should
haVe similar access to the planning process as the
instructional staff

C. Support Staff
Those persons responsible for administrative ser-
vices, operatiop and maintenance of the facility,
food service, health, safety, etc. can provide in-
sight into factors such as student flow, security,
equipment selection, safety, etc.

D. Citizens:
Citizen participation has becospe recognized as a
valuable contribution to educational facility plan-
ning, especially in the formulation of educational
goals and objectives. Utilizing citizen's advisory
groups in ,planning is a way arirlirirr tg_that the
school operates fully as a community resource.

E. Legal Counsel:
Legal advice is necessary in reviewing contracts
that accompany a building program. This legal
work includes reviewing contracts for design ser-
vices and advising on possible lawsuits resulting
from the building program. Your County Prose-
cutor can offer assistance in these Matters.

6

F. Prime Designer:
The prime designer is the professional who will be
contractually responsible to the school board
throughout the project. Fie may be an architect or
engineer as the specific requirements of the pro-
ject may dictate and as state law may require. The
prime designer translates the educational specifi-
cations into design concepts which are developed
in the building plans and specifications. The prime
designer mai function in an advisory capacity
during the study of the school housing situation,
site selection, and educational planning
processes

G. Consultant Designers:
Consultants who are specialists in architecture,
structural design of buildings, lighting, plumbing,
heating, ventilation, air conditioning, landscape

,Assign, and the like assist the prime designer. It is
mutually advantageous that the consultant design-
ers'participate in the early planning process so that
they can co tribute their expertise and become
familiar with the problems, issues and goals rela-
tive to the pro ect.

H. Technical Consultants:
Individuals who comprehend the complexities of

4 .
our advanced technology are often indispensable.
Their assistance can be sought on a variety of

. matters such as acoustics, food service equipment,
soils engineering and energy conservation
measures.

I. S.P.I.:Consultant
The Superintendent of Public Instruction will fur-
nish to the school district the services of employed
personnel to assist therp in selecting and efficiently
utilizing their planning resources and in prepara-
tion of contracts for professional design services.



J. Project Representative: '

The owner (school board) must designate a
capable in-house project representative who can
communicate effectively With other (design) team
members and should have experience in design
and construction activities and the coordination
thereof. He must be given authority to render
decisions promptly for the owner.

K. ConstruCtion Manager:
A third party hired by the owner, usually on a fee
basis, to manage the project. The construction
manager typically coordinates the work of both
design professionals and contractors. The con.-
struction manager may deal with only the construc-
tion portion or he may be hired by the district to
manage the total project from its inceptiOn. He
should act solely as an agent of the owner. Proper
use of construction rapagementlechniques may
opportunities to reduce construction time and cost
on suitable proje,cts.

L. Value Engineerin.g .

A cost control technique which is based upon the
use of a systematic, creative analysis the func-
tions of a project or facility with the objective of
identifying unnecessarily high costs. This process
is a valuable resource to the local school district
and its design team. It is important for the school
district to hire designers and consultants who are
familiar with the concept of value engineering.
Further discussion of Value Engineering will be
foUnd in Chapter 8 of this manual.

6

Sec. 603
St.

Selection of
Prime Designer
The selection of a qualified prime designer is of vital
conceal. Qualified prime designers are professional
architectur:al and/or engineering firms that exhibit the
following:

A. Good standing in their profession and corn mumity.

B. Creative and artistic ability

C. Technical competence.

Businets dapaqty.

E. Integrity

F. ,Good judgi-nent.

G Ability. to cooperate and communicate 00ith others
involVed in the project. ; I*

H. Interest in the project

I. P ast experience in school facilities.

J. A valid license to practice their. profession in the
State of Washington.

It is extremely important for the prime designer and
the school district to achieve a mutual under standing
of the project and a smooth working relationship if
they hope to complete the project successfully. There-
fore, if should be detrained whether the general
operational methods of the dgsign firm will be com-
patible with those of the owner. The school district
should know precisely which member of the design
firm will supervise the project. Will there be 6 contin-
uity of person nel, and therefore of relationship and
communication, throughout the project?

7
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Sec. 604

) Methods of Selectiort
The three standard proCesses for selecting the prime
designer de design competition, direct appointment,
and comparative' Selection.

A. Design Competition:
A method wherein desigOers are invited to respond
to a design Program formulated by the owner with
illustrated solutions and proposals for evaluation
by the owner. This process is time consuming,
expensive, and is rarely used for selecting a prime
designer, for an educational facility A fee is gen-
erally paid to each participant in a competition.

B Direct Appointment:
Direct selection by the school boad based upon
previous experience. This Is the sirhplest process
for selection alffiough it is ihfrequently used out-
side of private work. It depends on a prior know-
ledge of the designees work or on,strong, reliable
recommendations. Direct appointment is, hOwever,
a desirable situation for both owner and designer
since known qualities are involved for both parties.

8
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C. Comparative Selection:
This is the typidal method fdr employing a prime
designer for educational facilities. Comparative
selection involves screening a prime designer from
a group Of candidates who have submitted, to the
owner, information and materials concerning their
qualifications. AsSistance in screening firms for
design service may be sought from various
sources. One such source is the Schodl Facilities
Section of the Division of Financial Services of the
Office of the Superintendent of Public Instruction,
Olympia. That office maintains a list of prossion-
als who have been involved in school building
projects. Other sources include the International
Council of Educational Facilities Planners and
local architectural and engineering professional
societies Any announcement of impending school
building planning usually generates contacts by
local firms whO wish to be considered. The critical

'task is to screen the applicant firms to find the one
that appears best suited to undertake the project
Do not neglect to contact other owners (school
districts) for whom the firms under considbration
have performed work of a similar nature. Informa-
tion can be poured by such contacts to deteriiiine
how cooperative 'and responsive the firms have
been on other projects, whether their estimates
were reasonably close to actual bid costs, and the
general °degree of satisfaction of the owner with
the firm's-performance.

r
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Sec. 605

The Recommended
Prodedure for
Comparative Selection
Many public agencies, as well as private owners, use
the Brooks law procedure adopted by the federal
goverrimnt as their method for selecting design
professionals.

Under this procedure, the school district directly
invites and/or advertises for qualified design firms'to
submit inforqation about themselves. The inforthation
solicited from Tile firms will vary according to the size
and complexity of the project. The following informa-
tion would usually be requested for a major project:

A. General information and history of the firm

B. Names and qualifications of principals.

C. Key perspnnel who will be assigned to the project

D. Total personnel.

E. Consultants with details of experience and qualifi-
cations.

F. Experience on similar projects.

G. Recent bidding results compared to bUdgetary
restraints. .

H. Final cost results (including change orders) com-
pared to budgetary restraints on previously com-
pleted projects.

I.' Current work load and ability to perform the
required services within a specified,(time),period

J. Specific experience in the following activities, as
applicable:
1. Preparation of environmental assessments and

impact statements.

2. Participation with community involvement.

3. Pjgramming.

4. Scheduling, critical path techniques.

5. Early bidding procedures.

.6. Value engineering.

7 Life-cycle costing.

8. Energy-conserving design techniques.

9. Cost control.

10. Other specialized skills, tools, ocexperienCe.

- K. Concept of professional services.

63

L. Past history on litigation or insurance claims.

M. Preferreq method of establishing fees.

N. Awards for services performed.

0. Examples of work accomplished.

P. Team proposed for this project.

Q. Proposed organizational/Management plan

R. Experience of proposed group as a team.

S. Statement of design philosophy'.

T References, particularly from other school
districts.

When requesting this information from interested
firms, emphasize the importance*of presenting the
information in a manner easily understandable by
Informed lay readers as well as other professionals.
Most of the information requested is routine to design
professionals but is, for the most part, new to many
members of the selection committee.

The school board should appoint a selection Com-
mittee-of at leaSt- seven members selected from its
membership, staff, appropriate citizens or other pro-
fessionals not under Consideration for employment
for the project.

The selection committee should then review the infor-
mation submitted by the firms interested in the project.
Non-responsive answers to all information requested
should result in elimination of the respondent from
further consideration. This review is intended to har-
row.considerati-On of firms to three to five participants
in continued consideration.

tuo.

The top three to five firms should then be personally
interviewed 'by the entire selection committee and
ranked on the basis Of their competence, understand-,
ing of the project, and ability to meet the school
district's schedule and '1;?udgetary requirements. Dis-
cussions are then held with the top-ranked firm to
determine its ability to perform the required services
within a specified (time) period and in accordance
with established budgets.

Negotiation of a fee for services with the preferred
firm then takes place. If no agreement is reached,
rjegotiations are terminatedand discussions are then
held with the second-ranked firm.

9-
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Sec. 606

Fees
Once a prime design firm has been selected on the
basis of its qualifications and its ability to perform the
work required, fee negotiations begin

CoThpensation for_design services is established in
several ways, Including the fdllowing:

A Lump Surn.
Commonly used when the scope of services re-
quired is known or can he realistically determined
in discussions with the selected designer

B Direct Cast times a multiplier to compensate for
overhead and profit.
Used by marry clients fpr commercial facilities,
particularly when the scope of services required
may vary continuously.

C. Percentage of Construction Cost:
This method is often used by state and local
governments. Under the percentage method, Com-
pensation is generally determined on a declining
basis; i e , the larger-the construction cost, the
lower the percentage. However, the-relative Com-
plexity of the facility must also be considered in
determining arrappropriate percentage.

D. Cost Plus Fixed Fee:
The design firm is paid a fixed fee for its .profes-
siorial contributions to the'project and other office
and consultant expenses are ()aid for on a basis
similar to that in (b) above. This type of arrange-
ment is sometimes used when the client desires
the substantial personal attention of- a particular
design professional, -because of unusual project
requirements and because of that individual's
special eipertise in dealing with such le-
quirements.

E. Per Diem Rates:
Sometimes used for unusual consultant services.

10
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At the negotiating session, the school district's prefer-
ence as to method of compensation and the method
the design firm considers appropriate should:be dis-
cussed-and a .conclusion reached. A willingness to
bargain and a flexibility to adjust during the negotiat-
ing process will lead to a successful conclusion. At
the &inclusion, both parties should feel that they have
attained their essential objectives and unreservedly
stand ready to carry out their contractual obligations.

On a typical project, compenSation for basic design
services may generally be presumed to have been
earned by the .desibn team. in the amounts listed
below at completion of each phise of design work.

A. Schematic Design - 15%-of basic fee.

B. Design Development (Form B-3) an additional'
20% of basic fee.

C. Construction Documents (Form B-5) an addi-
tional 40% of basic fee.

D. Bidding (Form B-7) an additional 5% of basic fee.

E. Construction the final 20% of basic fee.

s.



Sec. 607

state Partic ation in Fees
In the allocation of state funds fer a school building
project, the fees for design services eligible for state
matching purposes shall, not exceed the percentage
or percentages in relation to the construction cgst or
costs as set forth in WAC 180-30-120 and WAC 1807.
30-320 (for modernization projects). In the'allocation
of state funds for an approved modernization project,'
the fees for design services eligible for state matching
purposes shall not exceed one and one-half times the
feeS under new construction projects

The fees set forth in the above refe'rences are estab-
lished for the.purpose of allocation of state kinds and
are not intended to establish minimum or maximum
fees for design services The actual fee may be
negotiated at the discretion of the school district for
design services required by them.

ti
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Sec. 608

Contracts
The national organizations of the design profession-
alS which will participate in the school facility project_
publish many useful contract forms which reflect
years of experience in the construction industry and
which can be used in drawing up contracts for
professional design services.

The Washington State School Directors Association
also has prepared suggested contract forms for design
services.

The school district should have their legal counsel
review all contract forms prior to signing. The general
conditions and suOplementary conditions of the project
manual which will be developed during the construc-
tion documents phase of Vie work must be properly
coordinated with these design contract forms..

f
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Sec. 609

Consultant Subcontracts
The prime designer's consultant designers and tech-
nical consultants (civil, structural, architectural,
mechanical, electrical) should undergo the same
scrutiny applied to selection of the prime designer. Be
sure to investigate these consultants',attitudes toward
alternative apprdaches to design, construction, etc.
Tnese consultants may provide their services through
subcontracts between themselves and the pnme de-
signer from the compensation he receiveS.through his
contract with the school district.

The local school district may reserve the right to reject
any consultants proposed for the work by the prime
designer or to independently contract directly with
consultants for their services. If the local school
district elects to independently employ such consul-.
tant designers or technical consultants, they should
give their prime designer full authority and responsi-
bility for coordination of the w of these consultants
and reimburse him for the extra rvices thus required
pf him.

p
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Sec. 610

Owner's Project
Representative
Continual involvement by the scribal district as part o!
the design team provides for consistent communication
and active participation in design solutiofis Time can
be saved during the design and construction phases
of the project by the distrestlesig nation of a project
representative who should be able to make knowletdge-
able decisions qUickly on bellalf of the owner

S
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Sec. 611

Verification of Design Team
A signed or certified copy of the contract between the
school district and the prime designer along with
other supporting documents required by the applica-

qi tion for state assistance in school building construc-
tion (Form B-3a) shall be submitted to the State Board
of Education (see Chapter 9)

Sec. 612

Design Professionals'
Ipsurance
Liability insurance is available to design professionals
to protect them from losses resulting from their own

16, errors or omissions. Such insurance indirectly
protects the local school district since they might not
be able to recover their own losses incurred through
the errors or omissions of uninsured (or underinsk
ed) design team members.

Some design firms elect to "self insure" toavoid the
relatively high cost of such insurance. Many firms
regularly carry such insurance for all of their projects
and include its cost in their quoted fees. Other firms
obtain this insurance on a specific project basis and
include its cost in their fee proposal when it. is

reqtiired by their, client. Despite the manner in which
design professionals' insurance is obtained, its cost
will ultimately be reflected as a cost to the school'
district.

School districts are well advised to-investigate the
insurance status of all members of its design team
and:

A. Evaluate the protection offered to the district

B. Ascertain the cost of this protection. ,

C. Consider the risk exposure Of the district from the
type and scope of the project.

Consultation with the school district's insurance
agent and legal counsel will assist the .district in
determining the necessity of such insurance for each
project. If you require this insurance, be certain that
all members of the design team obtain it.

a
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1 GUIDE FOR PLANNING EDUCATIONAL FACILITIES
pubpshed by the
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29 West Woodruff Avenue
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Pullman, Washington

B S P I ASSISTANCE AVAILABLE

Contact the Facilities and Organization Section, Division of
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tion, 7510 Armstrong St S W (Mail Stop FG-11), Tumwater,
Washington 98504 for consultant services available to assist
your school district
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Sec 701

Description
The educational specifications describe the educa-
tional activities which a proposed facility must sup'-

.
port anethe types of spaces which will best accom-
modate program requirements They are a vehicle of
communication between the educator and the prime
designer the educator identifies the educational
objectives and suggests general fact4q needs, the
prime designer bases his design on this irilormation

*iv

Sec. 702

Statement of Purpose
During the preparation of the educational facilities
survey (Chapter 2), a statement of purpose and goals
for education shoulJ have been completed If this
statement of purpose and goals for education has not
been previously prepared, the school district should
immediately do so If the educ,ational specifications
are to appropriately respond to the needs of the
district as expressed by its citizens, parents and
students, these needs must be defined precisely and
widely accepted by the community. Proceeding with-
out this statement of purpose indicates to many voters
that their school board is unwilling 'to consider the
significant contributions that could be offered to the
educational program through community participa-
tion in facility planning.

5



Sec 703

Characteristics of the
Educational Specifications
Educational specifications should describe the
following.

A The learning activities that will be housed in the
proposed facility.

B The number, grouping and nature of the people
involved

C The spatial relationship between the facility and
the site

D The, interrelationships of instructional programs
with each other and with non-instructional facil-
ities.

E The Major items of fUrniture and equipment to be
used

f.--/k.riy-pecrat-e
improve the learning
staff. efficiency

, . t 1-nctrwciuict---
environment and promote

The educational specifications document should sim-
ulate creative thinking and,because of its clarity and
directness, provoke intelligent communication be-
tween the educator, consultant and design team.

e
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Sec. 704

Development Team
The development of educatiorial specifications is a.
team activity which is accomplished by school admin-
istrative personnel with or without the assistance of an
outside consultant.

The team leader is usuaT13, the principal of the pro-
posed facility, if identified, or the principal of a similar
facility The leader coordinates the work of the team,
establishes time schedules, provides guidance, and
reports to the chief administrator.

The working team should be small and selective, with
diversified interests, knowledge, and skills represent-
ed The teaching staff and othersfho will be immedi-
ately involved in the use of the proposed facility are
most able to provide the type of information required
in educational specifications.

AV
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Sec 705

Use of Consultants
SPI Consultants.
The Superintendent of Public Instruction will furnish
to the school district the services of employed per-
sonnel to assist in development of educational plans
and specifications

Educational Consultant
These are temporary employees Of the school district
who bring with them a considerable experience which
may be lacking in the school district and an ability to
broaden the spectrum of choices that the school
district may consider

Prime Designer.
If the prime designer has been employed prior to the
preparation of the educational specifications, his
services as an observer and consultant during pro-
gram development will be of considerable viraTe7Ple,
and other-members of the design team, can serve as
advisors ofl architectural and site development
considerations

I

Sec. 706

Requirements for
State Assisted Projects'
The complete educational specifications must be sub-
mitted to the State Board of Education with the
application for State Assistance in School 5uilding
Construction, Refer to Chapter 9.

sr'
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Sec.'707

Components.of Educational
Specifications
The edUcational specifications should state what is
good educationally, not what may be common prac-
tice. The statement Mould not be liMited by economic
constraints, provincialisms:or other restrictions. It

(should be concerned with attaining improved A"
hopefully optimal educational experiences and
conditions?

A suggested outline for educational specifications is
as follows..

A. Project Rationale
1. 'Description of the planned project,
2. Necessity for the project.
3 Its intended use
4. General purpose it is to serve

B The-community
1. Description of the community's history and its

citizens
2. Geographic area to be served by the project
3. Location of the site

C. The Educational Plans
1 Curriculum plan.

A statement of the school's philosophy and a
listing of the goals and objectives of the
program.

2. Instructional method -

A general statement of methods used to attain
the goals and objectives, clarifying such man-
ners as individual and team teaching, open
structures, etc.

3. Support plan.
Identification of the school's administrative
and maintenance staff, teachers, paraprofes-
sionals, food service personnel, counselors,
custod I personnel, etc.

At

O

D. Description of Activity Areas
(Repeat for each area of the educational program
to be accommodated in the new building or
facility).
1. Goals and/or objectives for the area
2. Planned usage.

Ideptify the experiences and activities planThed
for the users of the area.

3 Number of users.
4 Staff required.
5. Groupings.

Identify anticipated group sizes, large or small,
individual work, team organization, etc.,

6. Simultaneous groupings
Which of the'above groupings will take place
at the same time and the nature of the activi-
ties.

7 Relationship to other activities.
Identify the spatial relationship of this activity
area to other spaces inside and outside the
building.

8. Spatial requirements.
9 Support facilities.

Student project areas, conference rooms, pre-
paration areas, teacher planning areas, storage
areas, etc.

10. Environmental variables:
a. Acoustical. *or

b Visual.
c. Thermal
d. Aesthetic.

8
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11. Intended community use of facilities.
12. Potential for adult education.
13 Utilities.

Identify utilities and communication services
required.

14. Storage
,,,.. 15 Display requirements

16 Furniture and equipment
17 Other essential information.

*E. General Building Considerations
1 Health and safety requirements.
2. Economy. ,

Identify any economic constraints.
3 Flexibility.

-I,

To what degree should flexibility be designed
into the facility? Should provisions be made
for expansion if so, in what areas.

6 4 Circulation.
Anticipated t;ffic patterns either heavy or
light. **

5. Community use.
Time and nature of community use, if any.

6. Communication systems.
7. Accessibility. . I.

How will students arrive at school bus,
private vehicles, walking, bicycling, etc. Other
parking and access provisions.

8. Building security.

i

/
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Sec 801
m --

Participants
.

The design of educational facilities is a process which
requires cooperation among the design team, the
educational planner, and the school administrative

4

t

s

N..

unit. It requires the development of a relationship
based on mutual confidence and respect.

The development team which produced the educa-
tional specifications acting through the project repre-
sentative is the appropriate unit to represent the
school districjoand participate with the design team of
prolessicepals employed for the projecf in the analysis
of the design proposals 'developed at this stage of the-
project

During the design activities, the school district should
offer prompt and thorough consideration .to all solu-
tions and alternatives offered for evaluation by the

designteam A sympathetic attitude of cooperation
evidenced by all participants in the design process
will result in timely soluttons best suited to meet the
objectiveg of the projel

G.

0

.

It is lidvisable that the school district's designated
roject representatiVe fully particilpate'in all activities t,

conderning the project from this stage until the com-
pletion and evaluation of the'project.
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see 802
$

Schematic Design
The- design process for a schoolfacility consists
primarily of a schematic design phase and a design
development phase

The scho'ol district stip.(41d expect the'scilematic de-
,

sign phase studies to include one or more

A Master time schedule for all'project

B Site pl;an showing diagrammatic lartti use con-,
oepts arid oonysical relationships of trie building
components

C Small scale line diagrarrls of building plans.show-
ng functional f-elationships and cirulatdry

w patterns

Written geReraltescrsption of the project indicat-
ing hc:0,v it responds to the educational specifica-
tions and listiag the basic construction, materials
and systems be ng contemplated

E Preliminary statements of probable construction
costs

During the schematic design plCase the/architect (the'
Prime design professional for the majority of school
faci)itY proseC4tis an arel-ect4 will translate the
educational 'specifications (Chapter 7) into graphic
representation The architect initolly concerned
with conceptual organization funCtional relationships

sand circulp,ry patterns in response- to the educa-/'
tonal progyam The site is immediately introduled
into tpe planning process and the pnysical concepts
of iancruseb;gin to emerge

.

Each architect emPioys a un,rqL,, process in del)elop-
ing a design Early. dialogue with civil
structural mechanical arid electrical 'engineers to-
gether.with other appropriate specialized consultants
is necessary ,to determine concept feasibility and
polential- systems applications as related to the edu-

I

t

cational specification requirements, and potential ad-
vantages of early bidding for portions of the work
Applicable codes, regulations and laws must be re-
viewed, and their requirements adhered to in the
schematic design

The design team Will synthesize all "program. site,
design and engineering factors into one or more

.schematic designs to be presented to the school
district and educational planner for review, along with

pan outline of construction specifications Each' design
should be analyzed and discussed with regards to
functional (program) 41kliclity. conceptual organ-
ization, environmental/aesthetic qualities, and related
estimates of cost

At this point either one schematic design or a com-
bination of several will be singled out for further,
development In the case that none of the designs
satisfy .the planning requisites entirely, either the
architect must try something new or prioritlesmust be ,

re-evaluated For example. if the size and complexity
of the program require a facility more expensive than
the budget called for. then - something tmust be adjusted-

I either quantity quality. or cost It is not uncommon to.
go through this action'reaction process several times
before a workable solution is reached' that is satisfac-
tory to everyone ittrolved Changes. variations' and
different arrangetnents may be tried at this time with
relative ease. ,

When the schematic design is agreeable to members
of the planning team, it goes to the school boarckfor
review and approval This approval, (together with
authorizati'on to proceedwiththe design development
phase of the work), must-be transmitted to the prime
designer in wfiting Written approvals and author'-

.
zations are for.the prote tion of all parties involved
and will prevent potential isUnderstandings at later
phases of the work

A
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Sec ap3.

Design Development
The school district should expect the design devel-
opment phase studies to include

A A review and updating of the master time sohedule
for the project

B 8'ite plan showing general location of structures
and 4e improvements
o

C Budding plans elevations. sections, schedules and
notes to further fix and describe the project s
arc,hitectural structural, mechanical and electrical
systems

D Outline specifications of the work

E Refined statement of probable conStruction cost

F Area analysis of the project Note thPthe final size
of the project established at this phase of design
determines the scope of the project.to be accepted
by the State Board of Education and cat be
revised without resubmittal to the State Board of
Education at a Igter date

With the schematic design approved thee architect
proceeds to develop it into its final state Plans will be
studied at larger scale and three-dimensional relation-
ships will be developed Elevations sections perspec-
tivs and models are prepared td indicate such visual
aspects as aesthetics. form, functional expression
scale image and intrinsic atmosphe Circulation
systems room configurations and lay use of
mater-ialS and design of interior and exterior
systems are developed Life cycle costing and inte-
grated design techniques are utilized Value engi-
neering concepts are employed to assure cost effv-
tiveness At the same time the engineering systems
are beigg developed and there is a constant dialogue
between architett and engineer

The structural engineer devises an approved struc-
tural system and establishes the lOcation and general
sizes ,of .aW structural members The calculations- of
the structural engineer respond to sot) conditions.
seismic requirements and loading factors

The mecAanicai engineer responds to climatic factors
(winter 5ummer temperatures amount of sun. etc ) in

relationship to the percentage and type of exterior
glass called for in the design. energy conservation
restraints, space utilizatir factors, etc to determine-
heating and cooling loads In addition the-mechanical
engineer prepares plumbing and fire prOlection
sy4sm Layouts

The electrical engineer works with the architect to
develop the illumination, communication, signal and
distribution systems which will be utilized in the
facility

The civil engineer works with the architect to locate
the building on the site, and consequently developes
site grading, paving plans roadways connections to
utilities and on-site sewage disposal and drainage

The landscape architect is concerned mainly with
land use considerations and the type and nature of
planting based on the progran), climate. and local
aesthetics and tradition

Other technical consultants hired for their expertise
on certain spe-cific aspects of the program. are pro-
ceeding with their design responsibilities under The
direction of the architect

When the architectural design is sufficiently finalized,
the interior design can proceed Furniture fixed equip-
ment and movable equipment are selected or
designed

At this time the architect will prepare a more detided
cost estimate With the project now developed in
considerable detail the final design development plan
will be again submitted to the school distrnd the
proper authorities for review and approval As before
approyal of the design development documents and
authcirization 'to proceed with construction doc-
uments must be transmitted to the prime designer in
writing

This is the phase of the design process when the
application for state assistance in f-unding (Form B-3)
can be completed and submitted (see Chapter 9j,

The remainder of this chapter includes further discus-
sion of design elements to t;,e considered during both
phases of design work

4, 7
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Sec 804

Site DevelopMent
Planning and Design
Once the survey of essential site data (Chapter 5) has
been completed. it rs possible to begin developing a
land -Se plan which details solutions to and engi-
neering concerns such as adjustmPrits of grades and
placement of parking areas roads and warkways. the
landscape design and plan of outdoor learning and
dthietiu areas It is advantageous to prepare these
plans concurrently with preparation of building plans
even if early bidding procedures are utilized for site
development work

There is more to proper site development planning
that positioning the building on the sitefand planting a
few trees and shrubs It is. important that aesthetic and

erations and relationships be exam-
ined tnat an landsCape architect be employed to
assist the en design te'a-rn and that funds be
ajtocated for site development in the initial capital
ou'lay budget Site-related expenses can be justified
by numerous arguments an attractive well developed
school site pleases usiirs and observers it facilitates
and encourages use by students staff and commun-
ity t enhances the appearance of the building
oroviries o-pportunities for learning and play *t is safe'

s ress subject to vandalism than a neglected and
barren site. t can facilitate energy conservation and
so on

fupc-tional con

Minima site fratment is not uncommon often result-
no from economic festraints low priOnties Or lack of
irf3rmation or ir4,agination Appropriately _selected
and developed sites can contribute immeasurably to
tie success and e`fiGtpncy of the school facility Do
.no' neglect this aspect of planning

8
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Sec 805

Environmental Checklist
The Washington State Environmental Policy Act of
1971, Chapter 46 21C, R C W requires all state and
local governrrrental agencies to consider environment-
al values both for thev own actions and when licen-
sing private proposals The Act also requires that an
Environmental Impact Statement be prepared for all
major actions significantly affecting the'quality of the
environment

Subsection (2) of WAC-197-10-365 comprises an en-
vironmental checklist form which must bp answered
as completely aS4Dossible in order tlfitte agencies
involved may determine whether or no proposed .

school facility is'a major action which would' require
the preparation of an Environmental Impact State-
ment This form does not supersede or void applica-
tion forms required under any other federal or:state
statute or local ordinance. but rather is supplementary
thereto

The local school district should ascertain the appro-
priate lead ageipcy which has jurisdiction over the
proposed facility (action) and shouldbh,a) their de-
sign team complete the environmenral &lecklist for
that agency The lead agency must consider the
checklist information and ascertain whe.ther or'not the
action will have significant effect upon the quality, of
the environment laf t

'If a threshold determination by the lead aigency de-
4clares the proposal to be ilon-ignificant the school
district may.procee,d with the preparation of design
drawings. A copy of the Declaratior'of Norn-
Significan e ana a copy of the completed Environ-
mental p cktist must be transmitted to te Environ-
mental Nview Section Department of Ecology 4Mail
Stop PV-11) Olympia Washington 98504 for per-
manent recording of th4'determination

,:



If .a Declaration of Nori-Significance is not issued by
the lead agency, a Draft Environmental Impact State-
ment (E I S I must be prepared, reviewed by all appro-
priate authorities (generally, all those who must issue
permits and or review permits for any portion of the
work), and published Occassionally, public hearings
must be conducted on the E l S Guidelines for [ire-
paration and review of the E I S are available from the
Environmental Review Sedtion, Department of Ecol-
ogy (Mail Stop PV-11) Olympia, Washington 98504

Your school district compliance with the requirements
of WAC 197-10 mush be confirmed in writing with the
Office of the Superintendent of Public Instruction
(See Chapter 9)

)

o

a
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Sec 806

Economy in Design
When making decisions relative to cost, the school
district should understand the distinction between an
economical" building and a "cheap" building Initial

cost is not the only important factor in decision
making, decisions should include consideration of the
total cost for the life of the facility

Appropriate techniqCies for achieving economy
include

A Value engineering'

B Systems building integrated design

C Life cycle costing

All of these techniques are interrelated in many ways
, The following sections discuss these techniques in

more detq

1

(

o
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b .
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Sec 807

Value Flpgineering
,

Value enginee.fing is a cost control te*Iniqulwhich is
based on the use of a systematic, crea.tiveFalysiOf
the fun ctidns of a project or facility with the objective
of identifying unnecessarily high costs

, .

ill a school facility consauction, addition or moderni-
;zation project is considered in its entirety, four major
group4, of decision makers influence the cost of the
project TheTare st

A The owner school district)

B The design team (architect/engineer etc )

C ThJ contractor

D The operations and maintenance staff

Of these four groups the design team has the great-
est impact on the cost of the facility in part because
their decisions regarding structural and architectural
design elements and the equipment and materials
they select directly affect bcith capital and operations

tion costs in th lqng term Therefore it appears that
f-tcosts in the s rt term ana replacement or modifica-

the local school district cart most appropriatelYexpe.ct

..to achieve cost efficieoncy by concentrating on the
,

design ptiase ota project assuming that the construc-
An cost's are mini.mizeds.by appropriate application of
the d>ri,

The nasic goals Of value engirieering are
a

A To eiirninate or modify any aspect of a design that
increases costs without contribut ing directly to its
functional aspects

C

10

`.1

Co

4"

t

B To evaluate the construction, maintenance, oper-
ation and replacement costs of building elements
through a methodical approach to Itfe cycle
costing

C To develop alternative design concepts for the
project, where appropriate, that reduce life cycle
costs and still fulf111 the requirements of the educa-
tional specifications and all other rulesland
regulations .

The typical value engineering process requires the
efforts of a team consisting of five or six members
participating in a forty hour workshop, The more
complex and costly a school facility project is. the
more teams will be required to analyze OfOr potential
cost sa'vings Value epgineenng has proven to be
most productiVe when tilized on' projects having a
construction cost of over one million dollars

Results Off-previous value engineering studies have
indicated a cost savings achievement that not only
pays thee costs oy the value engineering teams and
additional compensation to the school district' de-
sign team for their participation, but leaves a substan-
tial resultant cost saving for the school district

Complete information concerning value engineering
techniques is contained in the Value Fngineenng
Technical Manual 1sued by the Offtte of the Super-
ir;ifenetent of Public Instruction This manual is avail-

. able for the use of all. schooliclistricts and -design
professionals in the State of W§sliington



Sec 808

Systems Building/
Integrated Design
WAC 180-30-510 (1) (c) requires utilization of systems

.buildilag techniques on all projects (except moderni-
zation] Which receive state assistance in excess of the
amount allocated under the basic state support level
(Sec 404) and whit in the judgement of the Superin-
tendent of Public Instruction, would benefit from
systems building techniques

Systems Budding is defined as the application of a
systematic approach to the programming, design and
construction of a facility with special emphasis on
simplicity repetitiveness adaptability td future re-
quirements and inter-relatedss of building sub-
systems (components) Some examples of building

' subsystems are

A. Strilttural framing

B Interior space subdivision (flexible)

C Ceilings especially those integrating portions of
otherlubsystems

D Heating, ventilating and or air conditioning

E Lighting

F Hardware and locking devices

°For the purposes of this manual the terms "Systems
.Building and Integrated Design" are synonymous

Conside/.ation of integrated design must begin at the
planning phase of a new project lemay also be a
continuation of previous studieon other projects to
permit continoity of subsystems on a district-wide
basis The planfifr .must keep 1n° mind four, map
concepts

A -Simplicity I:

B Repetitiveness

C ,Adaptability

D Useful life exPrIn44. . '
w .

, There are two bait4pes of integrated design pro-
grams currently available

'`'N

4 A Systems Developed Programs
Wherein new-and more appropriate products for
school facilities are developed and manufactured

.0 4
la&

44

A

Large markets must be created to provide asuffic-
lent volume of demand to encourage manufact-
urers to implement such programs

B off-The-Shelf Program's
. Wherein previously developed systems, compon-
ents and products are utili2ed While not depen-
dent on large size projects or high volume of
useage, this program does require ready availabil-

compatability, and berre.,icial results arising
from the utilization and combination of these
products in multiple assemblies

To be effective, utilization of integrated design tech-
niques encourages the seleclion of a standardized
dimensional grid to be utilized in as much of the
project as possible Standardized building modules
will simplify supply, manufacture. installation and

'replacement of components and materials

Early bidding procedures (Sec 811) may significantly
assist and enhance utilization of off-the-shelf compo-
nents and may permit more time delivery of such
components to the job site Many components. such
as structural frame, doors. windows, hardware, case-
Work carpeting, mechanical and electrical equipment
can be selected. put into early bidtiing packages. bid
and. in some cases, ordered prior to completion of all
of the construction documents This procedure will fix
certain of the construction costs earlier, assisting in
budgeting the project. but also may limit the design
options avathable to the design team

Integrated design (systems building) programs dare
valu'dble if investigation proveS that they may offer
significant cost or time savings and that they will
withstand the challenge of life cycle cost procedures
Be certain to discuss kthe possibilities of integrated
design programs with your design team

Technical assistance in utilization of systems building
techniques 'is available from S P I and mandatory
critiqueS will be conducted by thel,office of S P I

A

4



Sec 809

Life Cycle Costing
A life cycle cost analysis IS an economic assessment
of a facility, or component thereof, that, considers all
significant costs of ownership over a given period of
time (life cycle) expressed in terms of equivalent
dollars Si6nificant costs include initial cost, and the
energy, operVon, repladement and maintenance
costs of the facility or component

While lite cycle costing procedures are more ft.equent-
ly, utilized in energy consumption analysis studies;.
(see Sec 8101, they are valuable techniques to be

considered for use in improving the quality and credi-
bility of many other planning and design decisions
Inrormal life Cycle costing procedures are a normal
(sometimes subconscious) elefnent regularly utilized
by experienced design professionals throughout the
desigh process

The tlesign development phase of school facility
planning offers the best opportunity to,.,effectively

-,utilize life cycle costing procedures Deosions are
finite. alternative's are-easy to identify and reliable dati

mosi likely to be available When select' areas to
be evaluated by a life cycle cost analysis, tri esign

team should

`A Select situations where a large quantity of ele-
ments is involved .

B Select situations where it is clear that an extra
initial capital investment might provide long-term
cost savings

ct

12

t

4
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C Select situations where alternatives appear to pre-
sent relatively similar initial costs but might result
in important continuing operating and main-
tenance cost differences

Consideration of such factors as accessibility for the
handicapped, noise control, safety, durability, aesthe-
tics and environmental impact need not conflict with
the intent of life cycle costing Wan alternative design
is unacceptable for human or environmental reasons,
it should be modified or "-ejected prior to consider-
ation for life cycle costing

Life cycle cost analysis procedures require additional
time and expense on the part of the design profes-
sionals participating in the process. Compensation for
life cycle costing services should be provided by
separate fee for supplemental services Effective utili-
zation of these procedures also requires direct partic-
ipation by the school district and the distnctshould be
fully prepared to provide the time and personal effort
necessary for successful cooperation with the design

_team

.;"

'



SeC 810 0

Entrgy Conservation Reports
In recognition of the need for a continuing energy
management and conservation program,' the State
Board of Education has adopted policiesyles and

.regulations for an energy conservation 'program for
proposed school facifity projects

Energy conservation standardS are contained in the
Wash-44ton 'State Energy Code and also in many
local codes and ordinances°

Before a school district constructs or renovates a
major facility an energy conservation report must be
prepared to, a licensed architect or registeredengine-
er This report shbuld utiljze current life cycle cost
analysis techniques and demonstrate compliance
with the state or local energy code, whichever is more
stringent A major facility is defined as a new building
containing 25 000 square feet or more of floor area
Renovations include additions, alterations or modern
izations proposed in a twelve month period which

'would exceed fifty percent (50%) of the value of the
existing fAcilitj, and which will affect at least one
building energy consuming system The statute re-
.6..aris report is ROW 39 35

The Superintendent of Public Instruction has desig-
nated the Washington State Energy Office as the
agency with the authority to review energy conserva-
tion reports of school projects receiving state con-
struction funding. The 'Washington State Energy
Office has prepared 'Guidelines for the Preparation of
Life Cycle Cost Analysis.for Public Facilities.' which
Are available from their office at 400 East Union. First
Floor Olympia, Wa:,shington 985047 These guidelines
are to be followed together with SuppleMentary
Guidelines for School Projects Receiving Funds from
the 'Superintendent of Public Instruction aiailable
from your SPI consultant

4

y.

The report must consider four different factors relat-
ing to energy consumption The impact these factors

t have on energy use should be investigated and an-
alyzed Tire four factors are.

A The configuration of a facility and its orientation
on the site

B Window and door openings.

4.V _Quantity of insulation to be incorporated in the
structure

D Occupancy and operating conditions

The energy conservation reports should be prepared
prior to ,the completipn of thre design development
phase and submitted directly to the Washington State
Energy Office for review Each submittal should in-
clude a fully Completed copy of the School Building
Energy Characteristics Reporting Form, 5E02-036
Evidence of compliance with the requirement's of
RCW-39 35 must be submitted to the State Board of
Education With the Form B-3 documents

Preparation cSf energy conservation reports require
additjonal time and expense on the part of the design
professionals participating in the process Compensa-
tion for these services should be provided by a
separate fee for supplemental services Consideration
may bie granted by the State Board of Education for
state assistance in costs incurreti through preparation
of live cycie'cost analysis reports to meet the require-
ments of the energy conservation program

The report must include energy consumption simula-
tions which account for all energy use in a typical
year Each analysis must, compare at least three
alternativit Which are sig6ificantly different from each
other

,

4
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Sec 811

Utilizing Early
Bidding, Procedures
Early bidding is a technique wherein certain building

'components, systerQs. or subsyStems may be pre-
selected for use in the projected facility Early bidding
may include pre-purchase of 'materials and, or equip-
ment or contracting for 15ortipns of the work to be
completed prior to. or during completion of final
construction documents for the entire project Exam-
ples of effective use of early bidding procedures
include

A Contracting for site development work such as
clearing grubbing. excavations, controlled earth,
fills and utilities serving the site in order to take
advantage of favorable weather conditions which
might not prevail during the normal time franie of
design and construction procedures

B Purchasing certain items or equipment or mater-
ials Which might require'extensive time delays for
their production or manufacture

C Combing purchAe'of equiprhent, materials. or
syste s for several projects in order to benefit
from uantity buying/ .

Early bidding procedures should be examined care'
fully by all members of your design team and utilized
when appropriate Life cycle costing and value engi-
neering techniques utilized) may also indicate such
prc edur'es would be appropriate for the project

State assistance may be used for early bidding pto-
cedures if' such have been approvedi:;s the State
board of Education If your school district rs-consider-
ing use of early bidding procedures, indicate such

'conside'ration in the submittal of the Notice of Intent
LForm B-1). 'see Chapter 4

14
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Sec 812
ti

Barrier Free Design
The Rehabilitation Act of 1973, Section 504, states "no
otherwise qualified handicapped individual in the
United States who (a) has a physical or mental
disability which, for such individual, constitutes or
results in a substantial handicap to employment, and
(b) can reasonably be expected to benefit in terms of
employability from vocational rehabilitation services
provided pursuant to Title I and III of this Act, shall,
solely by reason of his handicap, be excluded from
the participation in, be denied the benefits of, or be
subjected to discrimination under any program or
activity receiving federal financial assistance In con-.
formance with the Riles and regulations of Section
504. new school fanities must comply mill the follow-
ing requirements,

A

B

All new facilities must be "barrier fre

Programs or activities in existing facil ties must be
made accessible to the ria-ndicapped and, if no
other alternatives will achieve program accessibil-
ity. structural chAges must be made in the facility

The Washington Administrative Code (WAC 51-10)
contains ruls and regulations deemed to be requisite
standards and Specifications for "barrier free" design
as required by the Washington State Building Code
(RGW -19 27) In case of conflict with prov,isions
contained in the Uniform Building Code, the prove=
sions contained in WAC 51-10 rule andregulations
Shall gckvern '

State assistance has been granted to school dist,6"
to help meet the requirements of the Rehabilitation
Act of 1973. Section 504 Local school districts should
contact their S P I consultanteto confirm current State
Board of Education policies regarding compliance
inth the regulations

J

1
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Sec 813

Design filor Safe Schools
During the last several years, violence and vandalism
in schools have emerged as serious problems through-
out the nation .

As a result of the studies of a 'Safe Schools, Task
Force appointed in 1977, :;-le Office of the State
Superintendent of Public Instruction has published a
manual entitled Creating Safer Schools' which is,
available to all school districts and design profession-
als in the state Recommendations included in this
manual are specifically directed toward those criminal
activities that occur on school premises and can be
reauced by design and s'ectity factors,

Local school districts are encouraged to examine this
.. manual and to insist thactheir design team consider

the, recommendations made therein in =their designs
for, the new school facility

In addition to the Creating Safer Schools" manual.
the Office of the Superintendent of Public Instruction

)

has a Design Checklist for Assessing School 'Envi-
ronments' published by the National School Re-

. ,source Network Center for Human Services, 5530
Wisconsin Ave N W . Suite 16()0. Washington, D C
20015 Copies of this checklist are available. upon
req*st from S P I or the publisher

.

i
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Sec 814

Types of Contracts

)

Several types of contracts are available for use in
constructing school facilities, including

A Single Contracts
"Single Contracts", because of their relative simpli-t,
city of administration, are the most convenient fok6::
the prime designer They are generally considered-
to be the most satisfactory due to centralization of
responsibility, better assurance of completion on
schedule, and increased efficiency In single con-
tract work the selected contreatof- -assigns the

.

work Of subcontracts. or subcontracts are award-
ed by previously filed subbids and assigned to the
contractor

B Multiple Prime or Separate Contracts
These contracts cover a wide range of practices,
depending on regio I customs and law, the scope
and coniplexity project and the type of
owner and hit These practices include

1 Separate Stipulated Sum Contracts, each
under a prime contract with the owner Some
public work is required to be constructed under
separate mechanical, plumbing and electrical
contracts. additional to the generecontract
The Washington State Boar f of Education-.
Building Assistance Rules o longer require
this method, but it may be used at the discre-
tion of the local scho'ol board

2 Phased construction, also known as "Fast
Track" and "Accelerated Scheduling" is award-
ed for sequential construction under separate
contracts

3 Contracting under construction management,
either phased or simultaneous construction.

a

Phased construction or construction management
procedures may be utilizCd for projects utilizing state
assistance only upon approval of the State Board of
Education

The decision on the number of contracts and the
general scope of each should be made prior to
preparation of the construction documents Refer to
Chapter 12 for further discussion of types of
contrNqs "

'-- 15 .



Sec 815

Codes and Ordinances
The design of school facilities must, in every way.
comply with the requirements of all applicable local
building, health, zoning and safety codes and other
ordinances including the State Building Code (Chap-
ter 10)

In cases of confliptingVequirements between 'local
and state requirements, the more restrictive shall be
complied with

4
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Sec 816

*SI

Environmental Sanitation,
Requirements
The Washington State Department orl-lealth Services,
Health Services Division, Office of Environmental
Health Prograrils issues "Rules and Regulations of the
State Board of Health ,for Environmental Sanitation,
primary and secondary schools" (Chapter 248-64
WAC) These rules and regulations are established as
minimum environmental standards for educational
facilities and do not necessarily reflect optimum

ritandards for facility planning and operation.

,/.As a supplement to the State Board orliealt1T1Tares_

and Regulations, the Office of the Superintendent of
Public Inttruction has developed other prescriptive
standards providing a firm basis for certain elements
of design to assist in compliance with the State Board
of Health Rules and Regulations Your S P I Consul-
tant can furnish you copies of these standards. '

Refer to Chapter 11 arding Health Agency.
. .

approvals
5
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Appendix
A RESOURCES

1 GUIDE FOR PLANNING EDUCATIONAL FACILITIES
published by the
Council of Educational Facility Planners, International
29 West Woodruff Avenue
Columbus, Ohio 43210

2 CREATING SAFER SCHOOLS
published by the
Grants Management Section
Office of the Superintendent of Public Instruction
7510 Armstrong Street S Wo(Mai,IStop FG-11),
Tumwater, Washington 98504

----3---GttfDELINES FOR THE PREPARATION OF LIFE CYCLE-
COST ANALYSIS FOR PUBLIC FACILITIES
published by the
Washington State Energy Office
400 East Union, First Floor
Olympia, Washington 98504

4 AN ILLUSTRATED HANDBOOK FOR BARRIER FREE
(DESIGN-WASHINGTOIPSTATE RULES AND
REGULATIONS
By Robert Small A I A and Barbara Allan
available from
The Easter Seal Society for Crippled Children and Adults
of Washington
521 Second Avenue West

4a Seattle, Washington 98119

5 VALUE ENGINEERING TECHNICAL MANUAL .
1, By CH2M Hill, Northwest
`"' p4blishedby the

Washingtbn School Facilities Cost Stabilization Program
Office of ttje Superintendent of Public Instruction
7510 Aimptrong Street S W (Mail Stop FG-11),
_Tbmwater.Washingtori 98504'

B SPI ASSISTANCE AVAILABLE
Contact the Facilities and Organization Section, Division of
Financial Services, Office of the Superinten ent of Public" In-
struction, 7510 Armstrong Street S W ( at Stop FG-11),
Tumwater, Washington 98504 for consultant services available
to assist your school district

C ACKNOWLEDGEMENTS.

1 Consultints "-
Manual Sub-Committee of the School kacilittes Cost/
Advisory Board

2 Technical Writer and Editor
Robert T Olson, A I A
Olson-Rowe, Architects
4224 SiZth Ave S E , Bldg 5 I. A

Lacey, Washington 98503
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Sec 901v-
pplication for State

Assistance :-. Form B-3
A school district may apply for state assistance in
financing school building construction by completing
and submitting to the State Board of Education the
applicationsand certifications listed hereinafter (Form
B-3), These applications shall be in accordance with
the findings of the cooperative study described in
Chapter 4 and shall further comply with the pertinent
rules and regulations of the State Board of Education

'The application consists of Form B-3, hereinafter
described in Sections 902,903 and 904 Certain of the
documents required by this form may not necessarily

_be' required by the State Board of Education With the .=

initial submission of the form, bit all of the docu-
ments must be completed and transmitted to the State
Board before Form B-4 can be issued Your S,P I
consultant can provide valuable assistance and advice
to your district in the preparation of this application.

While many of the documents contained in the ap-
plication will be prepared by other members of the
design team and other, agencies, it should be recog-
nized that the ultimate responsibility for proper and
timely submission of all documents included in the
applicatiorrests with thd local school district

-7 .
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Sec 902

Preliminary' Fiscal Data
and Doduments
3h is form is the first docuMent forming fhe applica-
tiorr for stare assistance in financing a schofil facthty
It contains a general. description of the pr ject, the
local funds available for construction and reserved for
the project'and an enrollment report of the school
district

. .. ,

The following supporting documents must be sub-
Mined

A Summary statement of the educational program
and or educational specifications, see Chapter 7

B Written statement of how the proposed design for
the facility fulfills the requirements of the educa-
tional program or specifications

C Signed or certified copies of the contract(s) be-
tween the school district and 'the designer(s), see
Chapter 6--

D Site doscuments as follows

1 Signed stlfrient of site approval by the health
office having jurisdiction

2 ,Signed statement of site approval by,the plan-
. commission or other authority having

jurisdiction

3 Legal description of the site, tabulation of site
area and certification of fee simple title by the

,prosecutng attorney or other legal counel

'4 Signed statement of site approval by the State
fie-partment of Ecology whe,n the site, or par:-
tion thereof, is located within the designated
flood plain of a river or major stream

b

5 Statement indicating compliance with Chapter
197-10 WACand other applicable rules of the
Council on Environmental Policy See Chapter

6 A request for.site approval to the State Board of
Education

E Copy of resolution adopted by the school district
board of directors certifying full compliance with
the provisior)s of WAC 180-30-040 relating to racial
balance and supported by the following

1 An ethnic count for each school in the district
as of October 1 immediately preceding the
date of,the application, the extent of change-in
ethnic count projected, for a five-year period for
all schools affected by 'the project, Aid an

,.. estimited 'five-year enrollment projection by.
ethnic groups for the district -

. ,

2 A map indicating present attendance areas and
ethnic distribution at all level4 and any pro-
posed or projected changes ,

3- Transportation services prop sed) indicating
any,changes resulting from the ect

4 A statement' delineating impact and rela-
tionship of proposed construction to any federal
or state programs, I e freeways, urban renewal,
model cities programs, etc

ti



kt.

II
5 Such additional data as/ the school district

deems appropriate in support df ttje resolution

F If the project includes participation by non-high
.tr school districts, furnish additional inf6rmation for

each participating district
41.

G If the project includes replacement of substandard
facilities.(turnish reports from a licensed structural
engineer, the health office having jurisdiction and
the fire marshal as applicable

H If tie project includes modernization, furnish ref
ports from .a licensed structural engineer, the
health office having jurisdiction and the fire
marshal regarding condition of existing facilities
and feasibility of modernization

I Documentation of compliance with requirements
of energy conservation program (life cycle cost
analysis) as set forth. in WAC 180-30-406 ( 1 ) See
Chapter 8

p
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Sec 903 t
Design Development Phase
Drawings and Related Data
This portion of Form B-3 contains cost estimates for
the project, an area analysis of.the proposed facility, a
description of the project, outline specifications, and a
description of expansiort capgbilities of the facility

The following supporting dobuments must be sub-
mitted

A Design development phase drawings prepared in
accordance with the S P I "Instruction to Archi-
tects/Engineers"

B. Square foot area analysis worksheet using the
S P tabulation form and computed in accor-
dance with the S P I "Instructions to Architects,'
Engineers"

it)!
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Sec 904

Certification of Financial
Status of School District
This portion of Form B-3 is to be prepared and signed
by the county treasurer and county auditor having
iurisdictioo If more than one county is involved, or if
more than one school district-is participating in the
proie,i4, a separate form shall be prepared and sub2
mitteTby each county or school district

The form tabulates the school district bonds outstand-
in'T'assessed valuation, excess tax levies, status of the
bond reecialaption fund and bonds authorized but not
yet issued

0

Sec 905

Transmittal of Application
The school district shall submit the original of the
Form B-3 together with the required supporting doc-
uments and data to the Office of the Superintendent
of Public Instruction Retain one copy for the school
district files and send one copy each to the school
district's prime designer and to the Superintendent of
the appropriate educational service district



Sec 906

Conideration of Application
Applications for state assistance in financing school
building construction must be proceed and verified
by the fpcilities and Organization Section of the
Office of" the Superintendent of Public Instruction
prior to referral to the State Board of Education:

The State Board of Education meets on a scheduled
basis to conducrits business Deadline dates for
submittal of items for consideration by the Stat
Board of Education are established by the Office of
the Superintendent of Public Instruction for each
meeting to allow time for processing and verification
These dates can be ascertained by contacting your
b<P- I consultant Applications received after tne aeaa-
lirle will be processed as quickly as possible but may
not appear on the agenda until the meeting following
that for which the deadline date was established 's

,,Sec 907

Approval of Application
Upogi determination that the applicant school district'
is eligible for state assistance and that the proposed
project meets statutory and state board requirements,
the State Board of Education will issue Form B-4 and,
if the Project includes early bidding procedures,
Forms B-4a and B-4b

Included with the B-4 forms, the school district will
receive a memo delineating the eligible square foot
area for the project This area will be the maximum
area considered for state matching funds Any expan-
sion of thi area must be resubmitted to the State
Board of duration for reconsideration and approval
if state participation is desired hi iinaricirly the addi-
tional area.

9
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Sec 908

Form B-4, Authorization
to Prepare
Construction Documents
This foi( is issued by the State Board of Education
and incl es approval of the design development
phase dra ings,.authorization to prepare the con-
struction ocuments for the project, provides, regula-
tions for the' preparation lof the construction docu-
ments and a provisional reservation of state funds for
participation in the matchable costs of design services
incurred' through completion of said construction.
documents

Issuance of this form does not constitute a commit-
ment of state funds for construction and construction
related design services.

-r

10.

4

Ob.

a

'Sec 909

Form B-4a, Authorization
to Prepare
Construction Documents,
Early Bidding
This form is issued by the State Board of Education
when early bidding procedures are to be utilized in
construction of.trie project This form includes

A Approval of the design development phase draw-
ings

B Authorizatiop to prepare construction documents
for the project

C Regulations regarding preparation %f construction
documents 9.

D Approval of early bid constrtten documents .

E Instructions for advertising for, and handling early
bid proposals

F A provisional reservation (3J-stale funds for partici-
pation in the matchable costs of design services
incurred through the completion of the construc-
tion documents4"

Issuance of this Form B-4a does not constitute a
commitment of state funds for construction and con-
struction related /design services.

OA
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Sec 911

Time Limit for
Advancernentof Projects
The Board of Directors of a school district authorized
by the State Board of Education to prepare final -plan
and specifications for a school building projct and
for which the State Board has made a provisional
reservation of state funds for architectural anjd

servicesservices must advertise for bids for construc-
tion of the project within twelve months after the
isluance date of the authorization document

An extension of time may be granted when failure to
act within the specified time is due to conditions
judged by the State Board to be beyond the control of
the school district Board of, Directors

Failure to_advertise for bids within the time limit
specified irr thy authorization, or any extension there-
of shall void the authorization and the funds reserved
thereunder shall revert to the state fund from which
the reservation was made

)

0

ii
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Sec 910

Form B-4b; Provisional
Allotment of State Fund_ s,
Early Bidding r
This form is issued by the State Board of Education
when early bidding procedures are to be utilized in
Construction of the project and after receipt of early
bid data itemized in Form B-4a This form includes 5',
provisional allotment of stale funds for participation in
the matchable costs of design services incurred in the
preparation of preliminary plans, early bid plans and
speCifications, final construction documents, a provi-
sional allotment of state funds for participation in
matchable costs of early bid items.and authoniation
to award early bid contracts or letters of intent

f (
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Appendix
A SPI ASSISTANCE AVNLABLE

Coatact the Facili/ses and Organization Section, Division of
Financial Services Office of the Superintendent of Public In-
struction 7510 Armstrong St S W Tumwater Washington
98504 (Mail Stop FG-11) for consultant services tq assist your
school district

B ACKNOWLEDGEMENTS

1 Consultants
Manual SubCommittee of the School Facilities Cost
Advisory Board

2 Technical Writer and Editor
Robert T Olson A I A
Olson-Rowe Architect%
4224 Sixth Ave S E Bldg 5
Lacey Washington 98503
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Sec 1001

Types of Documents

.4

Before,,a consf.ction project can be built, the
architect, enginWrnust precisely descritie hig design
to bidders, to the contractor and his subcontractors,
and to the architectural and engineering field repre-,.
sentatives Successful completion of this taSk requires
a set of coordinated' construction documents

-Construction documents include the following

A Graphic documents (drawings) which show the
size and extent of construction- and geometric
relations between the various construction com-

aponents

B Witten documents (project manual) which include

1 ContractuaLlslegal requirements consisting of
'bidding documents, contract forms, and condi-
tions of the contract (both general and sup-
plemehtary)

2 Specifications which cover the qualttatiVe re-
quirements fo,r products, materials a'nd work-
ma"nship

4

.

-Sec 1002-

Bidding'Requirements
The bidding requirements contain information design-
ed to invite bidders .andto assist in obtaining proper
submission Of bids for con*uction They are design-
ed to help bidders follow the established. procedures,
understand the bid-and award requirements, deter-
mine the intent of the construction documents, alt,:id
submit bids that will not be clisqualifietece tliaali-
ties The bidding requirements

Pi

A.. ,Invitation to Bid or Adve,qt emerTfor, Bids
, ..

B Instruction to Bid f( ,

C Bid Forms ( orm of PropoSal and Bid Security
Forms).'

-Refer 1.8 Chapter 12 for further discu
---requirements

10)

S

of of bidding
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Sec 1003

Bidding Procedures
Any one of the following bidding procedures are

'.. permissible and may be used at the discretion of the
local school board without violating State Board of
Education Building Assistance Rules Fully discuss
the'rnents of each procedure with your prime design-
9r and legal counsel prior to making you!' selection

A Separate Bids
Project manuals may require separate bids for
general construction, mechanical work and electri-
cal work, and stipulate me award of these three
separatetontracts on the basis of low bids

B Single Bid
Project manuals may request a single bid for all
work (general, mechanical and electrical) to be
performed resulting in the award of one contract
on the basis of low bid

C Single Bid with Assigned Subcontractors
Project manuals may require the following proce-
dures

'6
IL

2
1 'Not less than forty -eight tours before general

bids are opened, each 'mechanical and electri-
cal 'bidder shall submit his sealed bid to the
school districts or its representative, complete

- with bid bond and other requirements. The
bids shall be publicly opened and verified The
general bidders shalimill be notified of the
identity of the low mechanical and electrical

,.+'

4

4

4

1

bidders and of the amounts ouch bids which
shall be included as subcontracts in his bid for
the work Alternate bid's may make it extremely
difficult to ascertain low mechanical and electri-
cal bidders

2 One prime contract shall be entered lento be-
tween the school district and the low respon-
sive prime bidder for an amount including the
low mechanical and electrical bids The prime
contractor shall be required to award the appro-
priate subcontracts to,the low' mechanical-and

.electrical bidders

Projects which are a compinatiolp of new construction
and modernization work may be bid as one project if,
in the form of proposal, costs for such new construc-
tion and modernizAon are clearly identified_ as se-
parate sums which, when added together, equal the
total bid Any alternate bids which involve new con-
struction and/or modernization costs must also be
clearly identified in the same manner

Proposals which include items to be financed entirely
from school district local funds such as alterations
and special testing without state assistance, shall
clearly identify such items as separate costs or alter-
nates in the Form of Proposal.

Cash allowances for any part of the work of the
project are not permitted in any project which re-
ceives state assistance in ftinding

s.
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Sec 1004

Contract Documents
Inducted in the contract documents are the agreement,
the drawings, and the project manual including the
conditions of the.contract and specifications

A The Agreement
The , agreement is the contract document that
legally binds the school district and the contractor
to the construction contract It defines the rela-
tionships and obligations of each party and, by
reference, incorporates the conditions of the con-

drawings, specifications and addenda, it any

B. Drawings
Driwings are a,graphic rppresentationotthe pro-
pOsed construction They comprise three main

.-, elements

1 Plans,' hich show honzontaLrelationships,

2 ElevatioA, which show vertical relationships
and main exterior (and in some cases interior)
features of the structure

3 Sections and details, which show either horizony
or vertical relationships, generally irr more detail
for greater clarity and more complex content
than can be illustrated on plans and elevations

C Project Manual

1 Conditions of the Contract:
Theconditions of the contract usually consist of
two parts: the general conditions and,the sup-
plementary conditions.

1

The general conditions define the legal relation-
ships: rights and responsibilities of the parties
signing the agreement and establish how the
project is to be administered The general
conditions are often published standard doc-
uments prepared by professional societies

The supplementary conditions modify or sup-
plement any- standard general conditions to
meet specific requirements for the project as
determined by the local school district

2 Specifications.
The specifications contatnc,the general and
qualitative requirements for materials and work-
manship The specifications must precisely
define these qualities to assure use of correct
materials and methods of assembly

The preparation, compilation and correlation of con-
struction documents requires close coordination and
cooperation of a number of highly skilled and exper-
ienced professional and technical persons within the
design team.

7



Sec 1005

The Role of the
School District

Sec 1006

The active participation of school district personnel in
reviewing preparation of the construction documents
is essential to avoid misunderstandings and legO1
entanglements The school district's project repre-
sentative (Chapter 6) and legal counsel are important
participants in the preparation and ,review of the
construction documents

In particular, it is important for the school distrIct,to.
have its legal counsel review the terms of the contract
agreement and the conditions of the contract prior to
advertising for bids

The school district's insurance counselor should re-
view and advise regarding all contractors liabilityand
property insurance provisions and ettablish limits of
liability to be furnished by the contractor '

8

State Building Code
Chaptei 19 27 of the Revised Code of Washington
establishes statewide performance standirds and re-
quirements for construction and Constructioo mater-
ials by the adoption of the following codes

A Uniform Building Code and Related Standards,
published by the International Conference of Build-
ing Officials

B Uniform Mechanical Code including Chapter 22,
Fuel Gas Piping, Appendix B, published by the
International Conference of Building Officials and
the International. Association of Plumbing and
Mechanical Officials

C Uniform Fire Code with appendices thereto, pub-
lished by the International Conference of Building
Officials and the Western Fire Chiefs Associatioh,

D'1.if)iform Plurn'llIng Code, published by he Inter-
national Association of Plumbing and Mechanical
Officials Note. Chapter 11 of this code is not
adopted and notwithstanding any wording in this
code, nothing in this code shall apply to the
installation of any gas piping, water heaters, or
vents for water heaters

E. The rules and r'egulbtions adopted by the State
Building Code Advisory Council establishing stan-
dards ror making buildings, and facilities acces-
sible to and usable by the physically handicapped
or elderly persons (Chapter 70.92 RCW).

F. The rules and regulations adopted by the State
Buildihg 'Code Advisory Council establishing
thermal efficiency and lighting standards

ro



The State Building Code supersedes all county, city
or town building regulations containing less than the
minimum perforrliance standards and objectives con-
tained in the State Building Code The governing
bodies of each county, city or town mgy'adopt such
additional amendments to the state building code as
they deem appropriate within their jurisdictions as
shall not be less than the minimum performance
standards and objectives adopted by the State Build-
ing Code Advisory Council

r
The State Building Code is administered and en-
forced by the -county, city or town governmental
subdivision on school facility projects within its juris-
dictional boundaries

Sec 1007

Insuring Against Risk
The school board needs to evaluate its liabilitransing
from construction of the project, determine the pot
hal for significant losses' and insure again t m
where coverage is adysed by the school b ard's
attorney and an insurance broker experienced in
writing construction coverages

Selection of the type of insurance to be specified In
the construction documents should be based on the'
requirements of each particular project Some of the
types of insurance available are

A Comprehensive General Liability Insurance

B. Automobile Liability Insurance

C Owner's Protective Liability Insurance.

D Buildefs Risk or All -Risk Insurance

E. Workmen's Compensation Insurance

The limits of liability to be specified deserve careful
consideration. There is little or no relationship be-,
tween the degree of risk which should ettablish the
limits of liability and the size or monetary value of a
project Often, in multiple contract projects, oneOwn-
er's protective policy or one all -risk (builders risk)
policy with high limits of liability purchased by the
owner may be more economical than several of the
same policies at lower limits furnished by' each
contractor.._

When specifying insurance to be provided by th'
contractors, a cancellation clause should be required
for all policies. A cancellation clause is a statement on
the certificate of insurance which obligates the inSur-s
ance company to give wriften notice to the owner, .
often ten or fifteen days (preferably thirty days) prior
to cancelling any policies.

e.
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Sec 1008

Bonds it
A Bid Bonds

.

Each bidder or any, school project receiving state
- assistance in funding shall be required to submit,

with his propOsal. a bid guarantee in the form of a
certified check, cashier's check or a bid bond in
the amount of five percent of the' amount bid
which shall be subject to forfeiture by the bidder it
he shall fail to enter into a contract with the school
district for construction of the protect when such
contract is pioperly prepared and offered to the

dder Bid Bonds must be written by a firm
iic nsed to ao business in the State of WaShington
an shall be accompanied by a Power of Attorney
for the signator

B Performance and gayrrieht Bonds
Chapter 39 08 RCW requires That whenever any
school district shall contract with any person or
corporation to do any work for the school disthct,
the school district shall require such person or
corporation to make, execute and deliver' to the'
district a good and sufficient bond conditioned
that such person Or .corporation shall faithfully
perform all the provisions of. such contract and
shall pay all laborers, mechanics and subcontrac-
tors and materialmen, and all persons who shall
supply such persons or corporationor subcon-
tractors with provisions and supplies for the car
mg on of such work

These Performance and Payment Bonds in statu-
tory form shall be filedwith the county auditor of
the county where such work is performed, except'
in cases of cities and towns in which cases the
bonds shall be filed wrth the clerk or comptroller
thereof.

The bonds shall be in an amount equal to a
minimum of 100 percent, of thq. contract sum,
including any change orders authorized by the
school distnct, plus an amount equal to the Wash-
ington State Sales Tax and any Local Sales or Use
Taxes applicable elbthe contract'

10'

Sec 1009

Registration of Contractors
Local school districts are prohibited by law (Chapter
39 06 RCW) from executing a contract with any
contractor who is not registered or licensed as reqUir-
ed by the laws of the State of Washington Additional-
ly, cities, towns or counties are prohib,ited from is-
suing construction building permits without receiving
proof of registration (Chapter 18 27 RCW)

The Form of Proposal submitted and executed bY the
bidders should require the bidder to set forth the
contractor's license number and, to assure that the
license is valid, state the date that the current license
expires.

1
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Sec 1010

Resident Employees and
Prevailing Wages
Chapter 39 16 RCW requireS that in all contracts
awarded by school districts for erection, construction,
alteration, demolition or repair of any school facility,
the contractor or subcontractor must employ 95% or
more bona tide Washington residents as employees
where more than 40 persons are employed, and 90%
or more bona fide Washington residents as employees
where 40 or less persons are employed This limita-
tion does not apply,,to that portion of contract in
which a manufacturer's warranty on quipMent is
contingent upon the manufacturer's use of his own
factory trained personnel for Installation or repair
which places such equipment under warranty

The contractoris further required to pay the standard
prevailing wages for the specific type of construction
as determined by the United States Department of
Labor 4n the city pr county where the work is being
performed (Chapter 39.12 RCW)

Bidders for school facility contracts must be notified
in the project manual for the work that they will be
required to conform to all the provisions of these,laws
and that they shall furnish such evidence as may be
required to indicate compliance thereWith

4
c "..

1

Sec 1011

Labor Requirem4nts
contractors for school ,facility projects should be
required at all times to employ workmen who are
skilled in their respective trades The contractors are
restricted in their selection of labor, and payment
therefor, by certain legal requirements which must be
observed for compliance with the public policy enun-
ciated in RCW 49 28 This refers to the eight hour day, ,

payment for overtime, cancellation of contract for
violations, and penalties for violations

4
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SV 1012

Equal Opportunity and
Affirmative Action Programs
A Nondiscrimination

Discrimination in all ,phases of- employment is
prohibited by Title VII of the Civil Rights Act of
1964, Presidential Executive Order 11246 as amend-
ed by Executive Order 11375, the Washington
State Law Against Discrimination, Chapter 49 60
RCW. and by Gubernatorial Executive Orders 6601.
and 70-1, among other laws and regulations Con-
tractors ho desire to provide your school district
with equipment, supplies and/or professional ser-
vices must comply with affirmative action contract
requirements established by the Washington State
Human Rights, Commission and the Office for
Equity Education, Superintendent of Public
Instruction

B Contract Compliance for School Building
Construction

12

School districts should

.1 ,Appolpt a school district contract compliance
officer'

2 Continue to inform selected design profession:
als of their related legal responsibility.

3. Include, in the project manual, specifications
and bidding documents, specific language pro:
vided by the Washington State Human Rights
Commission. Forms for this language are avail-
able from your S P.I. Office for Equity
Education.

- 4. Continue to award contracts to prime contrac-
.

tors. -

5. Not file any related' reports with either the
Superintendent of Public Instruction or the
Wdshington State Human Rights Commission,
except upon request. (Prime contractors are

'required to file monthly reports with the commis-
sion am' the sponsoring school district).

------_____

--"--_,.../

I

The Washington State Human Rights Commission
has compliance monitoring responsibility The Office
for Equity Education, Superintendent of Public In-

. struction, assists the Commtssion as requested

C Contract Compliance for Goods and Services

a School districts are

1 Encouraged to request bidders and consul-
tants to present some evidence of affirmative
action

- .

2 Urged-to award bids to businesses owned/oper
ated by members of protected groups

3 Requested to include specific language in ven-
dor agreements provided by the Washington
State Human Rights Commission

The Office of the Governor is responsible for the
administration of this program. The Washington State
Human Rights Commission and the Office of ,Equity
Education, Superintendent of Public Instruction, as-
sist the Office of they Governor as requested

Any questions or concerns regarding contract com-
pliance should be directed to

Washington State Human Rights Commission
402 Evergreen Plaza /Olympia, 'Washington 98504

Attn. Contract Compliance Specialist-
Tele (206) 753-6770

...
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Sec 1013

Safety an ealth
RegUlation
The contract documents and actions of the contrac-
tor, sub-contractors, etc , shall be governed at all
times by the requirements of the Washington Indust-
rial Safety and Health Act (WISHA) in the enforcement
of the Federal Safety and Health Regulations for
Construction, as amended, and with the State of
Washington, Department of Labor and Industries,
Division of Safety "General Safety Requirements" and
;'Safety Actuated Tools" and "Occupational Health
Standards" where same are morerestrictive than the
federal laws and standards

The prime, contractor and each subcontractor shall be
required to immediately report all job accidents, in-
juries,ix health hazards to the WISHA officials in,
charge . .

I

V
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Sec 1014

Offshore Items
Thelerm "Offshore Items" means materials, supplies,
goods, wares or merchandise procured from sources
beyond thg territorial boundaries of the United States
including Alaska and Hawaii and utilized in the per-
formance of a contract for public woeks

Chapter 39 25 RCW requires that local school dis- ,

tricts, when soliciting,bids for school facility construc-
tion, shall furnish, upon completion of the contract, a
statement certified by the bidder setting forth the
nature of offshore items in excess of two thousand
five hurt:Vero dollArs which have been. utilized in the
performance of the contract If offshore items, in the
quantities stated, have not` been utilized in the perfor-
mance of the contract, the certified statement shall so
state that fact

The responsible purchasing officer of the school
district is required to keep the certified stat ents
regarding such offshore, items and maintain t em
available for'examination by the public for a period of
five years from the date of their receipt.

11Y
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,Appendix .

A RESOD ES

1 GUIDE OR PLANNING EDUCATIONAL FACILITIES
published by the
Council of Educational Facility Planners, International
29 West Woodruff Avenue
Columbus Ohio 43210

B S FI ASSISTANCE AVAILABLE
Contact the Facilities and Organization Section. Division of
Financial SeNices. Office of the Superintendent of Public In-
itruction, 7510 Armstrong St S W , Tumwater, Washington 98504
3Mail Stop FG-11) for consultant services to assist your school
distcict
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Sec. 1101 .

Approvals Required
The construction documents for the construction of a
new school facility or any addition to, or modernize-,
tion of, an existing facility or for any of the utilities
connected with the facility shall' be subject to review
and pproval of the following agencies:

A The ire Marshal having junkliction

)7.3 The State Electrical Inspector, Division-Labor &

Industries. \
C The Health 4gency having jurisdiction and (in

some cases) the State Department of Ecology.
Rpler to Sec 1102

DAThe Building Authority haying jurisdiction.

E. The Washington State Energy Office (if supple-
ments'are submitted).

These agencies shall review the construction docu-
ments with respect to their compliance With the rules
and regulations.adopted b7' them and written appro-
varltpust be obtained Any exceptions noted by the
reviewing agencies shall be corrected by issuance. of,
an addenda to the doc,umehts. _

Copies of all agency approvals must be forwarded to
the Office of the Superintendent ,of Public Instruction
prior to the issuance of Form 13-6 or opening of bids.

In addition, the energy conservation report suijicife-
ment or energy standards report supplement (if re-
quired) shall be submitted to the Washington, State
Energy Office.

i It is the responsibilitrof the-scho
that approvals are received in a ti

t

I district toinsure
ely manner.

ti

Sec. 1102

Health A ency- Jurisdiction
All schdol facility projects most be evaluated and
approved by the lace' health department

In addition, projects comammg,provisions for on-site
waste wateeleatment (septic tanks, etc )--must be
reviewed by o e of the followirfg:

A Projects neratinp waste water volumes Up to
3,500 gallons per day may be reviewed by the local
Health Department

B Projects generating more than 3,500 gallons per
day and up to 14,500 gallons per da ust be
reviewed by the StafeThepartnient o ocial and
Health Services.

C. Projects generating more than 14,500 gallons per
day, must be reviewed by tile State Department of

"c" Ecology
;

, Waste water flow generation is,normally projected by
estimat g the number of glallcins generated per stu-
dent each day This estimate will vary from 10 to 25
;gallons per student, per day depending upon the
types of water uses (food preparation, shower facili-
ties, etc.) incorporated in the propo'sed

I
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Sec 1103

Microfilming Bid Documents
All construction documents and early bid documents
shall be sent directly to DODGE, SCAN,315 North
Tower, 100 West Harrison Plaza, Seattle, Washington
98119, or call (206), 284-3811 for pickup and delivery
instructions Do not send bid documents to the Office
of the Superintendent of Public Instruction Micro-
filmed copies of all documents will be transmitted to
the SPI office by DODGE, SCAN All addenda docu-,
ments issued during the bidding period shall also be
Sent to DODGE SCAN for microfilming.

The Superintendent of Public InstruCtion will retain
microfilm copies of all construction documents on file
in his office.'

There is no cost to the local school district for this
service.

6

,;.) r
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Sec. 1104

Form B-5,
Certification of Construction
Documents and Final
Cost Estimate

This form is completed by the prime designer and
school district for transmittal to the State Board of
Education "This form includes an analysis of the final
square foot area of the project and (if the project has
been enlarged since receipt of the Form B-5) a
statement of whether or not the project is to be
resubmitted to the State Board of Education, a final
cost estimate of the project and certofteation pf con-
struction documentcompliance with all applicable
codes, ordinances, regulations and statutory provis-
ions relating to public.works.

-e



Sec 1105

State Board Review
Applications for state assistance in financing school
building construction must be processed and verified
by the Facilities and Organization Section of the
Office of the Superintendent of Public Instruction
prior to referral to th State Board of Education

The State Board of Education meets on a scheduled
basis to conduct its business Deadline dates for
submittal of items for consideration bji'ltie State
Board of Education are established by the Office of
the Superintendent of Public Instruction for each
meeting to elk/Ohne for processing and verification
These dates can be ascertained by contacting your
S P I consultant Applications received after the dead-
line will be processed as quickly as possible but may
not appear on the Agenda Until the meeting following
that for which the deadline date was established

When the Foirn B -5 indicates that the project does not
exceed the approved square foot area designated in
Form B-4," or if any excess area is to be financed
entirely by the local school districtr_the State_Board of
Education will not need to consider the project at its
regular meejings. Approv.al and authorization to pro-
ceed wjjh the project can be granted by the Office of
the,Superintendent of Public Instruction without an
appreciable delay or waiting period.,--/

Sec. 1106

Form B-6,
Approval and Autliorizatii
When, upon review of the final construction docu-
ments, final cost estimates, receipt of approvals from
thee other agencies having jurisdiction, and receipt of
such updated enrollment and .scat data as may be
necessary for determination f current eligibility

ri'i-1under statutory visions and state board regula-
tions, it is found t at the project continues to be
eligible and thaNthe documents are satisfactory and
that state funds are available, the State Board of
Education will issue Form B-6 which includes a
preliminary allotmerdof state funds, approval of final
plan and specifications, authorization to advertise for
bids, preliminary financial program detail, computa-
tion of percentage of state assistance and a prelimin-
ary financial plan for the project.

Upon receipt of Form B-6, the local school district
may call for, and .receive, proposals for construction
of the project. Opening proposals prior to receipt of
Form B-6 constitutes a violation of State law and no
State funds will be allocated to the project because of
such violation.

The preliminary allotment of state funds contained in
Form B-6 is' a ,guarantee of slate participation in
financing design and construction of the project in
accordance with the adopted financial plan.

7



4

Vit

Appendix

er

/

A SIDI ASSISTANCE AVAILABLE

Contact the Facilities and Organization Section, Division of
Financial Services, Office of the Superintendent of Public In-
struction, 7510 Atmstrong St 3'W , Tumwater, Washington
98504 (Mail Stop FO -11) for consultant services to assist your
school districtO..

B ACKNOWLEDGEMENTS

1 Consultants
Manual Sub-Committee of the School Facilities Cost/

,Advisory Board

2 Technical Writer and Editor
Robert T Olson, A I A
Olson-Rowe, Architects
4224 Sixth Ave S E , Bldg 5
Lacey, Washington 98503

8'

\

c

9'

/

.

F

a

r >-

MN,

.





s

../

SCHOOL FACILITIES DEVELOPMENT .

PROCEDURES MANUAL
, A

1

. .

o

t CHAPTER 12
)

-BIDDING

. ISSUED BY

6 °

r DR. FRANK B.' BROUILLET .

- STATE SUPERINTENDENT OF PUBLIC INSTRUCTION

'OLYalA, WASHINGTON

.t.

FEBRUARY, 1981

*306'' 3

12



Table of ntents

Sec. 1201 Bidding Public Works /

Sec. 1202 Contract Awarding Methods

Sec. 1203 Advertising for Bids

Sec. 1204 Revisions to Construction Documents
During Bidding

Sec. 1205 Opening of Bids

Aptendix

4

1

1 )--.4W 1La

a



Sec. 1201 Sec 1202

Bidding Public Works
Upon the completion and approval of the final con-
struction documents (drawings and project manuals)
-w4111-413-e--bidding_requirementsa_sChool._p_roject is

to be released to contractors to obtain, pro-
f

ready
posals or bids. .

/2f)

Contract Awarding Methods
.Contracts for construction are awarded by two bagic
methods:

A. Competitive Bidding.
This is the method by which the majority of all
construction contracts are awarded. On most pri-
vate work, bidders are.invited from a list controlled
by the owner and the prime designer. For public
work, such as school facilities, and some private
projects, the bidding is open to any contractor
who can provide a guarantee of his financial ability
to perform the contract, and meets bidding and
qubalifying requirements. In competitive bidding,
each bidder submits a sealed proposal to execute
the work of the project, or portidn thereof, for a
specified sum.

B. Direc.t Selection.
. This is a method wherein a contractor is directly
selected to perform the work of the contract
without being required -10 submit a I*1 on a
competitive basis with other contractors. This
method is used on some private work but is not
allowed on public work contracts unless unutual
or emergency circumstances preclude the use of
competitive bidding. Be certain to obtain approv-
ing legal advice prior to consideration of direct
selection for school facility construction Direct
selectidn is absolutely prohibited if the project is
being partially funded by state funds.

5



Sec. 1203

Advertising for Bids
Bids may be invited by prepanng, distribu g and
publishing an invitation or advertisement for bids.
This invitation or advertiserrient is a document, con-
taining a brief description of the project and stating
the time and place of rec vcrig the bids, Where the

Jbidding
documents may be xamined or obtained and

the deposit required the for, and any conditions
which are attached to prep ing, submitting and open-
ing the bids

The selection of the date when bids are to be received
should take into account other projects which are
being bid, both in the immediate locality and in
nearby areas on the same date. A failure to consider
such other projects may result in high bid figures and
sometimes only a limited number of bids or no bids at
all. Occasionally, the firms intending_ to bid on a
school project will request an extension orthe due
date. Such requests should be carefully considered
and granted if possible, for they usually result from
contractors' inability 'to obtain quotations or insuffi-
cient time to estimate those portions of the work to be
done by the contractor's own crews. Failure to extend
the due date may again result in high figures or a lack
of bids

Since the State Board of Education usually reconsid-
ers the square foot cost level of state support on
alternate months, it may be advantageous for the
school district to-xteterminWrom their S.P.I. consul-
tant when the cost adjustment might be made in
relation to the time they choose to open bids for their
project. It would not be advantageous, for instance, to
open bi immedjately prior to the reconsideration of
the square foot cost level, if such leyel is expected to
rise

6

An invitation or advertisement for bids on any school
building project approved by the 'State Board of
Education for state participation in financing must be
published once, each week for two consecutive weeks
in a journ.al of general citculation, such as the Daily
Journal of Commerce or Northwest Construction
News, and a like number of times in a publicatiml
circulated throughout the local area, Be sure to obtain
copies of the advertisement in the form that it is
published along with certification, by the publisher, of
its publication dates for later submittal to the State
Board of Education with Form B-7.

, Many localities have a builders' and suppliers' plan
exchange which maintains facilities Where the bid- -
ding documents may be examined by all contractors,
subcontractors and suppliers. If such facilities are
available in your area, be sire to send your bidding
documents to them to assure maximum exposure for
your project. Do. not neglect to send bidding docu-
ments to any minority contractors' organization in
your locality. The appendix td this chapter contains a
partial listing of these facilities

13r,;
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Sec 1204

Revisions to Construction
Documents During Bidding
Any changes or revisions to. the construction docu-
menfs that are adopted after submittal to the State
Board of Education Of the B-5 Form muss be handl6d
as.an addendum to the-bidding docUments and sent
to DODGESCAN for microfilming in the same
manner as the previous documents were in the B-5
Form process (refer to Chapter 11

44.

a

a

a

a

131

Sec. 1205

Opening of Bids-
Each_ proposal or bid must be completely sealed by
the bidder in a separate envelope, properly addressed'
to the owner, with the name and address of the bidder
and the name, of the project for which the bid, is
submitted, plainly written on the outside of the
envelope.

Bids will be received at the time and place stated in
the,invitation or advertisement for bids. It is the sole
responsibility of the bidder to see that his bid is
delivered in time. Any bids received after the sche-
duled closing time for receipt of bids must be returned
to the. bidder unopened.

Bidders may, withoyt prejudice, withdraw, modify, or
correct their proposals after they have been deposited
with fhe owner, providing their request to do so is ?lied

.` with the owner, in writing or by written telegrams,
before the time set for openiqg proposals.

At the time and place set for opening and reading the
° proposals in the advertisement for bids, each and

every proposal (exelEpt any which may have been
pro'per19 withdrawn) received prior to the schedbled
closing time, must, be pUblicly opened and read aloud.
Be sure to read aloud all bid prices, alternati4 bids,
unit prices, time for completion, acknowledgement of
receipt of addenda and any other similar infolmation.
required of the bidder, on the form of proposal.
Publicly acknowledge the bid guarantees, in form
received. Any discrepancies 'or an9 irregularities
noted during the rdading should be recorded on .ther
bid tabulation or in the minutes of the bid opening.

Tabulate all bids as received and make these tabula- ,
tions available to the public as soon' as practicable.

Caution do not open any proposals or bids prior
to the receip of Form B-6 from the State Board of
Education. Mienmg such proposals or bids prior to
the receipt of Form 13:6.constitutes a violation of state
law and will result in forfeiture of state funds allocated
or reserved for the project. .

7
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Appendix,
A RESOURCES

1 GUIDE FOR PLANNING EDUCATIONAC FACILITIES
pdblished by the
-C-ci-unc.11-01.-F-ducativaal Facility.Plaruie.rz_laternational_
29 West Woodruff Ave ue
Columbus Ohio 4321

B PLAN EXCHANGES
1 Northwest Construction Council (A G C )

1200 Westlake Avenue North
Seattle. Washington 98109

. 2 Northwest Plan Center
1213 Valley Street
Seattle. Washington 98109

3 Contruction Data Plan Center
1245 4th Avenue S "
Seattle, Washington 98134
or P 0 Box 3165

Seattle, Washington 98114

4 Sea-Port Business Developmenf Center
3406 Rainier Avenue S
Seattle. Washingtrin 98108

5 Construction Data & News
824 5th Avenue N
Seattle, Washington 98109

6 Associated General Contractors of America (A G C )
Tacoma Chapter

- 3830 S Pine
Tacoma. Washington 98411

7 Associated Subcontractort of the State of Washington, Inc.
2340 Tacoma Avenue S
Tacorba, Washington 98402

8 Minority Contractors Pierce County Association
.1036 S Sprague
Tacoma. Washington 98405

9 Olympia Plan Service
P 0 Box 1246 j'
Olympia, Washington 98507

10 Northwest Plan Center
1609 B Broadway
Bellingham,Washington 98225

Wenatchee Construction Council
134 S Mission
Wenatchee, Washington 98801

.

Se

r

12 Columbia Basin Construction Council
821 W Broadway
Moses Lake, Washington 98837

13 Associated General Contractors
Inland Empire Chapter
East 4935 Trent Avenue
Spokane, Washington

14 Spokane Construction Council
East 102 Boone Avende
Spokane, Washington 99202

15 Yakima Plan Center
526 Right Avenue
Box 2487
Yakima, Washington 98907

16 Tn- Cities Construction Council
34,Vista Way
Kenne ck, Washington 99336

417 L ton-Clarkston Plan Service
050 E 13th Street

Clarkston. Washington 99403.

-18ft.,plue MountAn Plan Center
29 East Sumach
Walla Walla, Washington,99362

19 Builders Exchange Co-op Plan Center
1125 S E4 Madison
Portland. Oregon 97214

11

.1

:4

C SPI ASSISTANCE AVAILABLE
Contact the Division of Financial Services, Facilities p,dFirgan-
ization Section, Office of the Superintendent of Public INtruc-
tion:' 7510 Armstrong St S W , Tumater, Washington 98504
(Mail Stop FG-11), for consultant services to assist your school
district

D ACKNOWLEDGEMENTS

Consultants
Manual Sub-Committee of the School Facilities
CostAdvisory Board

2 Technical Writer and Editor'
Robert T Olson, A 1 ik
OlSon-Rowe, Architects
4224 Sixth Ave S E , Bldg 5
Lacey, Washington 98503
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Sec 1301

Evaluation of Bidders

1

A. Qualification.
The bidder must be qualified by experience, finan-
cing and equipment to donhe work called for in
the drawings and project manual. He must alsO be

registered as a contractor in the State of Washin
ton in accordance with state law and such reg
tion muSt be valid at the time of submittin
proposal and be maintained valid througho
course of the-work of the project

The school district may request from the bidder
satisfactory evidence of financial resources, his
construction expenence and his organization avail-
able for performance Of'the proposed contract.

B Disqualification,
The local school board may, at its discretion,
determine that a bidder is not responsible and
reject his proposal-4ot any .of the folloWing
reasons ,

1 Moye than one proposal On the same project
from a bidder unde'r the same -Or different
names

O

5 Uncompleted work, whether for the school
district or otherwise, whiCh might hinder or
prevent the prompt completion of the work bid
upon

6 Failure to pay or settle bills for labor and
materials on any former or current contracts

7 If the .bidder has pre'viously defaUlted in the
performanceof or failed to complete a-written
public contract, or has been convicted of a
crime arising from a previous public contract

;
8 Any, other inability, financial or otherwise, to

perform the work

9 A bidder -not au
State of WaShin ton

10 Fdr 'finy other easons deemed proPeas de-
termined from a preaward survey Of the b(d-
der's apabi y to perform

Extreme cauti must be observed by the local sch$ol
'district in disqualification of a bidder (espi-ally on
he basis of an unsatisfactory past performance

record) Previous failures or other problems, in the
past are not, in themselVes, proof of inability to
perform on new work. The burden of proof of inability
t!io perform would fall upon the,school district should
the bidder take his case into colt. Disqualification of
bidders on public work .projects is not a step to be
taken lightly, competent legal counsel is required to
justify suchection.

2 Evidence of collusion with any other bidder or
bidders Participants in such collusion should
be disqualified from submitting bids on any
further work of the school distract.

F.>

bidder is not qualified for the work invplved
or to the extent of his bid

4. Unsatisfactory, performance record, judged
from the standpoint of conduct of work, work-'
-manship, or ,progress, as shown by paSt or
Current work for the school district.

1 jn
c

onzed to do business the
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Sec. 1302 '

-.----: /

A

Evaluation of Proposals
All bids ,should be tabulated (Chapter 12) and a
statement of all bids received including complete
names. and addresses of all bidders, all base bids,
alternatives, unit prices, acknowledgement of receipt
of addenda and acknowledgement of receipt of 'bid
guarantees shall be prepared and certified by the
'prime designer and the school district.

Upon consideration by the local school board of the
bids, theamount of funds available for construction of
the project and qualifications of the bidder.s, the board
of directors of the local district shall adopt a recom-
mendation for the awarding of a contract or contracts
and shall itemize any alternative bids to be accepted.

i e

6

.

0

o

1
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Sec. 1303

Negotiation
The State Board of 'Education will approve for partici-
pative financing only those school building contracts
where the original contract price for the construction
has been establishedby competitive bids Negotiated
contracts will not be approved by the State Board bf
Education.

'IN
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Sec. 1304,

ForM B-71.
Transmittal' of .

Bid Doucuments
Upon adoption of the recommendatibn for the award
of bids, the school district shall complete Form B-7
and transmit it to the State Board of Education.

This form includes a statement of project cost and an
itemization of items to be financed entirely with local
school district funds.

The following supporting documents must be submit-
ted with Form B-7

A. Certified copy of recommendation for the award
of bids as adopted by the local school board.

B. Certified copy of each advertisement for bid and
certification of publication.

C. Certified statertient of all bids received..

D. Signed statement by prime designer'of analysis of
total cost of project, square foot area and square
foot cost Wip

E. Signed statement by prime designer of cast for
preparation of energy conservation report, if such
charge is in addition to basic services.

F. Certified statement of amount of ,local and/or
other funds, with source of funds identified:

Sample forms for many of the above statements may
be found in the Additional Information" of this
manual.

4

r

Sec. 1305.

Form B-43
Final Allotment of
State Funds
Upon determination that the applicant school district
has satisfictorily complied with all requirements, the
State Board of Education will issue Form B-8

This form constitutes a final allotment of state funds,
outlin-es the financial program and authorizes the
local school district to'award contracts for the con-
struction of the project.

1,33
7



Sec. 1306

Construction Contracts
Upon receipt of Form B-8, the local school district
may prepare and award contracts for construction of

-the project

Construction contracts shall he prepared in the form
stipulated'in the project manual and shall be reviewed
and approved as to form by the local school district's
legal counsel or county prosecuting attorney.

°
Immediately follOwing the awarding of contract(s),
the school district shall forward one signed or certi-
fied copy of each construction contract to the State
Board of Education -

8
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A RESOURCES.

1 STANDARD SPECIFICATIONS FOR MUNICIPAL PUBLIC
WORKS CONSTRUCTION
prepared by the 1

Washington State Chapter
Am man Public Works Association

. .

B 5 PI SISTANCE AVAILABLE

Contact the FacilitieS and Organization SectiOn. Division of
Financial Services, Office of the Superintendent of Public Instruc-
tion, 7510 Armstrong St S W. (Mail Stop FG-11), Tumwater,
Washington 98504, for consultant services to assist your school
district:

B ACKNOWLEDGEMENTS.

1 Consultarits.
Manua'l Sub-Committee of the School Facilities Cost/
Advisory Board

2 Technical Writer and Editor.
Robert T. Olson.A I A
Olson-Rowe/Architects
4224 Sixth Ave S E, Bldg 5
Lacey, Washington 98503
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Sec. 1401 "

Project Management -
Participants
The 1--crincipal partici nts jn management and admin
istratipn of the con ruction phase of the project are
the contractor(s), rime dggner, and the school F.

district's project presentative For each of these
parties, a single point of communication (authorized
representative),should be designated and the lines of
decision-making and responsibility be agreed upon
by all parties Frequently, the major design consul-.
tants and subcontractors will have designated repre-
sentatives who will assist in project management,
reporting directly to the prime designer or general
contractor who is responsible for the coordination of
their work

Normal Construction practice assigns the following
duties and responsibilities to the participants as
follows

A The construction contractor is generally respon-
ible for

1. Ordering and receiving the necessary permits,
materials, equipment and components required
for the work

2. Employ.ing and supervising the craftsmen,
tradesmen, mechanics and subcontractors
necessary to produce and assemble the mater-
ials, equipment and components

3. Managing the work in a lawful manner and
vigorously enough to meet the completion
schedule established in the contract docu-.
ments

4 Cooperating with other prime contractors (if
any) participating in the work and with all
officials or agencies having jurisdiction over
the work

5. Paying for, in a timely manner, all permits,-
. eaterials, equipment; components, together

Ath all labor andtu bcontract costs.

6 Adherence to all of the provisions of the draw-
ings and project manult!

B. The design team is generally responsible for the
. liaministration of the contract between the school

district and the construction contractor.. This ad-
ministration includes

1. Interpretatio of the.drawings an roject

2. Establishing the s ndards of acceptability.

manual.

3 Obserling the performance of the contractors

4. Assisting in processing the contractor's shop
drawings, submittals, samples, etc.

5. Verifying the accuracy of applications for pay-
ment from the contractors and issuing certifi-
cates for payment to the school district

6 Keeping the school district informed regarding
the status of the-work of the contract

7 Performing a special inspection for determining
the date of substantial completion of the work

8 Certifyjng final completion of the work

9 Reviewing maintenance and operating
manuals

10 Performing the one-year contractor's warranty
inspection

C The school district is responsible for

1 Provision of special inspections and,'or testing
of the work.'

2 Provision of continuous on-site inspection

3 Paying for the work of the contract in a timely
manner upon receipt of certificates for pay-.
ment

-4 'Prompt consideraLon of any questions, change
order proposals, etc , when submitted by the
design team and the contractor. .

5 Participation in special inspections for deter-
mining substantial and final completion of the
work.

6. Participation in the one-year contractor§ war-
ranty inspection.

lah practice, the best inspection and administration of
the work is continuous inspection Without it, error
may occur thaf are costly or even impossibleAo
correct after completion of the project. 'Normal design
contracts do not.quire .the design professionals to
be responsible for.exhaustive or continuous construc=7

Aloft administration The school district ,many times
would be well advised to consider employing a full-
time, on-site representative to Tnaintain continuous
comprehensive construction administration to sup-
plement the services of the grime designer

1 4
5



Sec 1402

Documents Required Prior
to Start of Constructior
The following documents should be executed by the
contractor and delivered to the owner for his review
and approval prior to start of construction

A. Agreement'between contractor and owner

B Required surety bonds

C Certificates of insurance

D Wage rate statement.

E Lists oksubcontractors and suppliers

F Schedule of values

G

6

Schedule of construction activities

Proof of issuance ok,bbilding per'mit

Product ordering time schedule

Sec. 1403

Cash Flow Schedule
When the schedule of values and the schedule of
construction activities have been received, the school
district representative, the design tFam and the con-
tractor shoura-pwaet and establish a Cash flow schedule
which should stiAlate the monies needed, on a
monthly basis, throughout the progress of the con-
struction work.

This cash flow schedule should include not only the
construction costs but design costs, testing and
special inspection costs and expenditures for furnish-
ings and equipment, etc. This schedule is intended to
provide as accurate an estimate as is possible in order
to allow the local school district and the State Board
of Education to prudently manage the funds invested
for the project and enable them to have funds ready
fOrpayments in a timely manner

When the cash florw schedule has been established,
the school district shall complete Form B-9, Contem-
plated State Payment Schedule, and submit it to the
State Board of Education Keep in mind the require-
ment that local and other funds must be expended
ftillyson the project prior'to payment of any slate funds
toward the project.

.9



Sec. 1404

Construction Schedulinj,
ry

Sec 1405

Quality Control Procedures
, . ., .

Present COMMOR practicerequvesllie contractor to Many building codes and most designprofeslionals
prepare a. time schedule for lite progregs of the require that independent testing agencies monitor
project in the for clf a horizontakb r chart identifying certain phases of the construction work and provide

each trade or o tidn utilized in- the work Such necessary testing procedures to substantiate that the
..

schedulps often are t detailed enough to be mean- materials comply with the intent of the construction
ingful and useful in coordinating the work and in documents Suth testing is encouraged to assure
forecasting work delays during the progress of the improveinenet of the overall quality of work It is far,
work, unless the project is relatively simple and un- less Openstve to discover and correct deficiencies
complicated Multiple contract projects are, exceed- durinlg construction than it is several months or years

inn, difficult to effectively coordinate through the use - atter, the project is completed and the effect becomes &

of bar charts . aPparen . .

. ,

Another technique presently gaining wide acceptance- In the past 'contractors were required to hire and pay

is the CPM (Critical Path Method) of construction for the services of testing laboratories to do this work

scheduling. This technique esquires time schedule This, in effect, requires the contractoPto test his own
requirement input from all participants in the con- work and raises the question as to the' quality and
struction project including material and, equipment reliability of such testing , t
manUfacturers and suppliers Once the iriput from all -

.- , ,
time

When testing agencies are under contract directly to
pitrti(Opegrits istreceild, a systeM time framework can the owner, there is no question as to where their
bethareed anEbagreed upOn by all parties involved responsibilities lie and this pracfice should be L

Thig chart when ProgerIpprepared, clearly illustrates
which adootiNs are Crifiia%ttottle lithely completion of .

encouraged.

the work and p r o v 1 d e & a time frame allotnient wilich Please note that, at present, materials testing costs

can be measured and evAuated dailY, if necessary.',. - f-ate,not,eligiblp for state participation in funding and

Use of CPM will add cost Ofroalprojectalaikmight well , . such costs,,if included in the contract for the work,
prove economical in the overall viewpcfint by, con,- Airtvst-fie clearly and separately identified in the bid-
tributing to the effiCiency of the contracti and .his ders"progro5 1 form

subcontractors and eliminating contingenCy gostS1'" I, 'v.-Ileins.often requiring specialized testing in'clude.
included for their own protection.

.- A. ,,Esting soils'conditions. ,,,

' Aff."Job, related soil conditions, fills, compaction, etc.

, '6: Co`nIP crete materials and placement'
,, ..

D4: FloOfin9 materials and installation.
i ,-

. ,

140

E. StrOlutal steel materials, fabrication' and erection
4' 4)

Specialized structural components

'G. ,MeChanioal systems.

H. Waste and watersteens.

VEleCtrical systems.
b

J. Alarm and communication systems.

When utilizing special testing procedures, becertain
that all tests are observed by representafirs ,pf the
general' contradtor;:.appiropriate subcontractors,
school district, appropriate building authorities and
design consultants.

4
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Sec 1406

Preconstruction Conference
Prior to start of construction, a meeting should be
conducted between the' .

A Owner's designated representative.

B Prime designer and his professional cOnstiltabts.

C. Resident project representative (if any)
..

D 'Prime contractor and/or his superintendent

E Major subcontractors

F Major suppliers (if applicable).

G All utilities and building authorities involved

This meeting should be for the primary purpose of
presenting and danfying to all present the following

A List of major subcontractors and suppliers

B. Projected construction time schedule.

C Critical work sequencing
4 D Major equipment deliveries and priorities.

E Designation of responsibilities for coordination

F ProCedures and processing of. .

1. Field decisions

2. Proposal requests.

3. Subrilittals'and shop drawings. '

..

8

-i.

,

le

1

4 Change orders

5 Applications for payments and time frame
requirements for processing,

G. Adequacy of distribution of construction docu-
ments.

H. Procedures for maintaining record documents.

I Use of premises.

J. Construction facilities, controls, etc

K Tem'porary utilities.

L. Safety and first-aid procedures

M Security procedures

N Housekeeping procedures

Minutes should be taken of the meeting (tape record-
ings are advisable), including all significant proceed-
ings and decisions, and distributed to all participants
in the meeting and all other parties concerned or
affected by the decisions made at the meeting.
It is suggested that the prime designer be designated
the responsibility to schedule and arrange for this
meeting, preside at the meeting, and record, repro-
duce and distribute the minutes thereof.

I
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Sec 1407 %

Job Progress Meetings
Regularly scheduled, on-site meetings between the
representatives of the contractor. primNdesigner and
the school district make the key to successful comple-
tion o' the work. Those Attending these meetings
should inclu'de: .

A. Owner's designated representative.

B Prime designer's representate.

C. Professional consultant's representatives as
needed

D Resident project representative (if trty).

E Pnine contractor and/or his representative.

F. Subcontractors as appropriate to the agenda.

G Suppliers as appropriate to the agenda-

Most probtems related to the project can be resolved
at these meetings A suggested agendum for these
meetings would include

A2 Review, approval of minutes of previous meeting

B view of work progress since previous meeting

C. lel o servations, problems, conflicts

D. Problems which_impede construction schedule.

E' Review of off-site fabrication, delivery schedules

,

t.

F. Corrective measures and procedures to regain
projected schedule.

G. Review of construction schedule and revision as
appropriate

H Review submittals ..

. I. Maintenance of quality standards.

J. Pendingchanojes and substitutions

K. Review proposed changes for

1 Effect on construction

fogy

a- nd comple-
tion date

2 Effect on other contracts of the project.

L Other business as appropriate.

Minutes should be taken of the meetiggs, including all
significant proceedings and decision, and distribut-
ed to all participants in the meeting and all other
parties concerned or affect0 by the decisions made
at the meeting

Either the prime designer or the prime contractor may
be designated the responsibility to schedule and
arrange for these meetings, preside at the meetings,
and record, reproduce and distribute the minutes
thereof

vs
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Sec 1408

Prevailing Wage Statements
Before starting work on a school facility contract,
each contractor and subcontractor shall file with the
school-district and with the Director of Labor and
Industries a Statement of ;Intent to Pay Prevailing
Wages (S F No 9882) This form must be accompan-
ied by a list of each contractor and all subcontractors
for the project

At the conclusion of the contract, before release of
the retained 'percentage. each contractor and subcon-
tractor shall suanit an Affidavit of Wages Paid (S F
No 9843) for ,..ertification by the Director of Labor
and Industries in accordance with RCW 39 12 040

The retained percentage withheld on a school facility-
contract cannot be paid until receipt of an Affidavit of
Wages Paid, properly certified by the Department of
Labor and Industries, for each contractor and each of
his subcontractors

10
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Sec 1409

Affirmative Action
Requirements
The contractor must select the method he will use in
complying with affirmative action requirementsr(see
Chapter 10) and notify the school district of his
selection

The contractor must report, each ,month, the total
employment and'minority employment by craft (elec-
tricians, carpenters, etc ), other employees of the
general contrackn, and inclkide the same information
for all subcontractors working during the period
Copies of these reports shall be forwarded monthly to
the Office of the Superintendent of Public Instruction,
and to the Washington State Human Rights
Commission

The contract6r and the school district (or-its' com-
pliance agent) stall hold a conference at such time as

the school district shall deem it necessary to discuss
affirmative action .with regard to equal employment
opprotunity, review reports and evidence of good
faith efforts to determine t44e affirmative action status :
of the contractor



Sec 1410

Progress PaymentS
and Retainage
Payments to .contractors are commonly made on a
monthly basis The contractor submits a statement to
the prime designer (request for payment), who in turn
attaches a certificate for payment if the request meets
With his approval The request is then forwarded to
the school district where it may be checked by the
contract management official The reqUest for pay-
ment often follows a time-consuming route. The
school district Which is regularly prompt in making
payments is often rewarded with lower bids on its
projects

Washington statelaw requires an amount to be retain-
ed from each progress payment This retained amount
is a sum equal to 10% (ten percent): of the first one
hundred thbusand dollars erfl, 5% (five percent) of all
amounts overone hundred thousand dollars At any
time after fifty percent of the original contract work
has been completed, the school district may make
any of the subsequent payments in full if it finds that
satisfactory progress is made; but in -vent shall the
amount to be retained-be -reduced to le than five
percent of the amount of the entire ontract.

1'

150

Retained monies may, at the contractor's written
Option, be retained in a fund I:),y 'the bit,hoof district or
placed in escrow with an approved bank or trust

company for investment,in authorized bonds or_secur-

ities with interest on such investments .ccriIng to the
contractor All 1-etau;ted funds shall be held until thirty
days following final acceptance of the work of the
contract subject to requirements listed in Section

1419.

On projects cooperatively financed by school districts

and the State of Washington, detailed instructions on
payment procedures are available from the Office of
the Superintendent of Public Instruction These in-
strugkons are furnished for the FMormation and
guidance of school district officials, design profes-
stonals andcontractors Further assistance may be

obtained by contacting the School Facilities Accoun-
tant, Division of Financial Services, Office of the
Superintendent of Public Instruction

.

9
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Sec. 1411

Payment Procedures
State Participation
On projects cooperatively financed by school districts
and the State of Wadhingtori design and construction
funds shall be disbursed in the following manner

A Initial payments shall be rhade from school district
local funds on all claims submitted by the design
team and,contractors until such time as the total
amount of the local funds obligated by thttschool
district for its share of the cost of the project has
been expended (including equipment purchases).

B Subsequent payment from state funds shall be
paid on all further claims submitted by the design
team and contractors.

Equipment purchases must be completed within 180
days following final acceptance of the building project
by the school district Equipment can be purchased
by separate bids or alternate bids in the general
contract When all equipment as set forth in the
equipment allowance (Form B-8) has been purchased,

i the school distric,t may ,submit Form B-751 to the
State Board of Education for reimburserhent.

12

Sec. 1412

Change Orders - Field Orders
It is a very rare project indeed for which no changes
are required in the construction contract documents
after their initial execution by the school distract and
the contractor (Most changes are not result of
some fault on the part of a party to tf project; rather,
the are usually due to the complexities of construc-
ti , unforseen conditions, changes in the school

2fistrict's requirements or other similar factors. The
school district that insists on permitting only self-
generated changes to the contr=act will find their
design team and contractor hesitant to sugge§,t
changes that could result in economies and improve-
ments as they might 'become apparent during the
construction progress

Changes in the contract documents must be verified
by "Field Orders" or "Change Orders''. These orders
are documents which are added to the construction
documents after the award of a contract to clarify,
revise, add to, or delete from the previous require-
ments. The two most frequent reasons for the issu-
ance of such orders are:

A To correct or clarify the contract documents to
eliminate errors, omissions or discrepancies.

B. To incorporate desigrk.ctianges requested by the
school diStrict, including the'expansion or reduc-
tion of the scope of work (care must be taken in
revising the scope of work to avoid conflict with
state law)

If the desired change involves no revision. of the
contraCt price or completion time, it can be affected
by a "Field Order" signed by the prime designer and
distributedo all parties of the contract.

Should revision of the contract, price be involved in a
desired change, the prime designer should detail the
proposed changes to the contractor and provide all
additional drawings and /,or specifications necessary.

-7"
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The contractor is then asked to submit a change order
proposal detailing the costs and/or changes in con-
struction time necessitated by the proposed change
order for consideration by the prime designer and
school distnct. Upon agreement about costs and
construction time, the prime designer prepares a
"Change Order" which (1) is signed by the school
district, (2) is signed by the contractor and (3) may be
co-signed by the prime designer as an indication that
he is aware of the agreed change. Additionally, the
contractor's surety, who provided his required bonds
for construction, should be notified of the proposed
change order and should consent to the provisions of
the change order

Except in- unusual circumstances, it is not wise to
allow the contractor to proceed with the work author-
ized by a .change order until the change order has
been accepted and signed by all parties to the con-
tract. When emergency circumstances require, im-
mediate action on the part of a contractor in perforni-,
ing work which was not included in 'the Original
,contract, a "Field Dir4ctive", signed by the prime
designer and the school district, may be issued author-
izing extra work Ito be performed at a specifically
limited cost stipulated in the directive. Changes in the
work accomplished under a field directive must be
incorporated into a change order as soon as practic-
ablafter the issuance of a field directive

Project cost decreases resulting from change orders
shall be credited to school district and state funds, the
amounts respectively to be,computed on the same
basis as for final allocation of state funds.

.

Copies of all change orders, whether related to cost
increases or decreases, shall be furnished to the State
Board of Education at the completion of the project.

Since change orders frequently are unavoidable, it is
recommended that the school district pr:ovide for
such contingencies by reserving funds for this
pu rpose.

,,............

(

Sec. 1413 k '
Form B-8a, Approval of
Revised Costs or Financing
If changes are made in the construction documents or.
if the financing plan is revised, and if such changes
require the approval of the State Board of Education,
Form B-8a will be issued to the school district by the
State Board of Education upon approval Of such
changes or revisions.

.

,!,
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Sec -1414 Sec 1415

Arbitration
Arbitration, often used to settle construction disputes,
is the voluhtary'Qubmission of a dispute to a disinter-
ested persop or persons for final Judgement Arbitra-
tion can be done through an infor al agreement
between the two parties,.or the partie an adopt the
rules set forth by one of a number of groups such as
the American Arbitration Association (AAA)

Stipulations calling for 'arbitration in the case of a
dispute can be included in the original contract, or as
a rider Alternatively, an agreement to arbitrate can be

,,'signed when a dispute arises

Arbitration of a dispute involving construction con-
tracts offer a numbei- of advantages over bringing a

' problem into court Perhaps the most important is the
arbitrator Arbitrators can be engineers, contractors,
OT arctutects who are familiar with the concepts in
question and who know prevailing practices The
expenses of arbitratiop can be considerably lower
than those of litigation The amount of time spent in
arbitration usually is much less than that spent in
court Arbitration usually takes less than five or six
months, while litigation seldom tikes less than a year

Arbitration can be performed according to informal
guidelines set Up by the involved parties, but since a
problem in communication may already exist, it may
be better to use the guidelines and assistance offered
by the AAA. A list of the AAA regional directors, plus
the full construction industry arbitration rules can be
obtained from the AAA, 140 West 51st St., New York,
N.Y 10020.

Mediation
Arbitration is not the only aFternative to litigation
There's also mediation, a more casua! way to settle
disputes In mediation, the mediator promotes discus-
sion between the two srdes, but does not have the
power to impose a solution Mediation is preferred as
a way to resolve conflicts in their early stages, be ore
the parties get a chance to become adversaries

If mediation is attempted, both parties should agree
beforehand that no records of the mediation be kept
and that what occurs during mediation is not intend-
ed to affect subsequent arbitration or litigation, should
such actions become necessary

1
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Sec 1416

Warranties

1

Warranties specified in the contract documents are
often vague or ineffectual, particularly as they apply
to mechanical and electripal-components in the pro-
ject By their nature, warranties for such equipmeht
often contain explicit statements that require that
certain conditions (such as regular servicing and
maint ance by qualified persons). be in effect if

rnyorA, is to be afforded

Servicing and maintenance of many items or equip-
ment in the manner required to validate most warrant
ties is usually beyond the capability of most school
facility maintenance staff mombers Consideration of
separate contracts for skilled servicing and mainten-
ance of many of the components of a new facility
combined with extended warranty periods for the'
components would be well advised Be certain to
discuss this matter with your design protpssionals.

,

i
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Sec 1417

Substantial Completion
Substantial completion is the p nt in time 'at' which
the school district may occupy th entire project or a
designated portion thereof for the use for which it was.
intended.

When the contractor determines that the work of the
project or a designated portion thereof acceptable to
the school district is substantially complete, he shall
be required to of eofire for submission to the prim
designer a list of items to be completed or correcte

Upon receipt of this list, the prime designer and e

school district's authorized representative sho Id
inspect the work to confirm substantial completio

Once it is agreed that the workof the project has been
substantially completed, the prime designer will pre-
pare a Certificate of Substantial Completion which
shall

A Establish the date of substantial completion

B State the responsibilities of the school district and , .

the contractor -for maintenance, heat, utilities and
4 insurance

f

C. List the items to be completed or corrected

D. Fix the time within which the contractor shall
complete or correct the items listed

The prime designer then submits the Certificate of
Substantial Completion to the school district and the
contractor for their written acceptance of the respon-
sibilities assigned to them.

The date of substantial completion is the start of the
one year period wherein the contractor is obligated to
correct work which islound to be defective or not in
accordance with the contract documents

I
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Sec. 1418

Claims for:. Damages/
Liquidated Damages"'
A. Claims.for Damages.

When the school district specifies an exact time for
completing the construction of a facility, it may
claim damages resulting from the contractor's
failure to perform on time. The courts will demand
evidence of damtges resulting from the tardy
performance

Special daniages could include rented classroohi
space, transportation of furniture to the rented
spaces, storage charges for furniture and equip-
ment delivered but not installed on school pro-
perty, and any other expenses caused by -the
contractor's failure to perform within a specified
time School districts are obligated under the
general rule of law to mitigate any damages.

Damages will not be awarded if it is judged that the
terms of agreement have been substantially per-
formed When a facility can be put to the use for
which it was intended even though comparatively
minor items remain unfinished to make the build-(
ing conform to plans and specifications, substan-
tial performance may be satisfied

B Liquidated Damage

Occasionally, an arbitrary amount of Money is
designated as a pre-agreed upon sum to be asses-
sed the contractor for each day after the specified
time for completion that the school district is

unable to 'utilize the facility. If this method of
assessing liquidated damages is used, the school
district may not'pursue claims as discussed in
paragraph "A" above. .

The amount per day of liquidated damages to be
assessed must be based upon an actual or
reasonable estimated cost to the school district for
inability to use the facility (unreasonable sums will
not lob enforceable) and the amount must be
clearly stipulated in the bidding documents and
the construction contract (agreement). It must be
clear that a penalty is notto be extracted from the
contractor.

When proje
..-

s are constructed under the separate
contract system, liquidated damages are difficult
to assess due to the independent, responsibilities
of the several contractors.

16

Sec. ;419

Final Completion and
Aceptande
When the contractor determines that the work of the
project has been fully completed, the,contractor shall
submit written certification that

A. The contractor has reviewed the contract
documents

B The contractor has inspected the project regard-
ing rm r ^Pi innr'P With the f'nfltrnf't rinf'tjrn,.nt.Q.

C. Work'has been completed in compliance.with the,
contract documents

D. The project is completed and ,ready for final
inspection

The prime designer and the school district's author-
ized representative shall then promptly make such
final inspection If discrepancies are found or work
which is defective or not in. compliance with the
contract documents, such should be immediately
brought to the attention of the contractor for correc-
tion prior to final acceptance.

If the prime designer_finds the work acceptable and
complete under the,terms of the contract documents,
the prime designer shall so notify, in writing, the
school district and request that the contractor prepare
and submit the "Project ClosiGut Submittals" which
include.

A Project record documents or as-built drawings
.

B. Operationd rrfaintenance manuals and data.

C. Guarantees, warranties and bonds.

D. Keys and keying schedule.

E. Spare parts and maintenance materials (when
required)

F. Eviden6 of Compliance with reqtlirements of govt
erning authorities including.

1. Certificates of Inspection.

2. Certificate of Occupancy.

3. Affidavits of Wages Paid
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G. Certificate of insurance for products and complet-
ed operations.

H. Contractor's affidavit of payment of debts and
claims

I. Contractor's release or waiverbt libns

I C0norafc, reloococ nr wavers of !;ens fnr co thrnn-

tractors,\suppliOrs and others with lien rights
against school district property gether with a list
of those parties

K. Notice of. consent df surety to release of final

In addition, the contractor shall prepare a , Final Ad-

ustment of AccPunts" which shall include

A. Original contract sum.

B. Additions ard deductions r lting_from_

1. Previous Change orders:

2. (Cash,allowances (not allowed itstate is partici-
pating in funding).

3. Unit prices.

4, Cither adjustments.

5 DeductiOns for uncorrected work.

6. Penalties and bonuse

7. Deductions,for I uidated damages.

'8. Deductions f reinspection payments

C. Total contract sum, as adjusted.

D. Previous payments.

E. Sum remaining due

15G

Upon review of the final adjustment of accounts", the
prime designer shall prepare a final change order
reflecting approved adjustments to the contract sum
not.previously made by change orders.

After completion of the "project closeout submittals"
and the "final adjustment of accounts", the contractor
shall suh.nit to the prime designer his final application
for payment. The prime designer will then issue a final
certificate for payment to the school district

When the school district receives written notification
from the prime de/signer that the work is acceptable
and complete under the terms of the contract, it shall
officially accept the work by adoption of a school
board resolUtion stating that the work of the contract
has been completed satisfactorily. If there is more
than one prime contract for the work of the project, a
separate resolution must be adopted for each
,contract

ir
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Sec 1420

Final Payment
Final payments on contracts cannot be made or
released until after thirty days have elapsed following
the completion of the contract and final acceptance of
the work by the school district boa0 of directorl

After the expiration of the thirty day period, final
payments can be made or released upon receipt of
brooerly executed invoice vo chers and the following
supporting document

A Letter of inspection and acceptance of.the work
addressed to the school district board of directors
from the prime designer _

B Adoption of a school board resolution officially
accepting the work as completed satisfactorily

C Certification from the prime designer stating the
final amount due and payable to the contractor

D Contractor and subcont ctors' affidavit of wages
paid bearing certificatio of the erector of the
Department of Labor arrd In stnes

E Certification by the school district to the Supertn-
tendent. of Public InstrUction that no liens have
been filed or. ,a certified list of all valid liens
together with one copy of each lien that has been
filed In the event that foreclosure action has been
taken upon a lien, one copy of all correspondence
relative to the forecldsure action shall be furnished
the S P I

Upon receipt of the prime designer's and the school
district's notices of acceptance of the work, the S.P.I
will notify the State Department of Revenue, State
Department of Labor and the State
Department of Employment Security hat the con-
struction contracts have been completed These state
agencies, upon determination that-all state taxes and
premiums due and payabie on the contracts have
been paid in full, will certify such payriients to the
S P I , who will send a copy of each certification tome
school district at the time final payment.is made or
retainage released from the escrow account

If state tax s or premiums have not been paid, or if the
claims of enal-men and Iakorers which have been
filed have not been discharged, monies may still be
withheld in amounts equal to such unpaid taxes,
premiums, or liens together with a sum suffic-
ient to defray the costs and attorney fees which may
be incared 40/
School district officials or escrow agents shall not
make any payment from a retained percentage fund
or release any retained percentage escrow account to
any person, untLyvritten instructions to do so have
bee received from the designated representative of
the uperintendent of Public InstructioV

18



Appendix'
A RESOURCES

1 GUIDE FOR PLANNING EDUCATIONAL' FACILITIES
prepared by the
Council of Educational Facility Planners, International .

29 West Woodruff Avenue
Columbus, Ohio 43210

B SPI ASSISTANCE AVAILABLE
Contact the Facilities and Organization Section, Division Of

rufice of the clipertntendent c)f 1:>yhlic Instruc-
Lion, 710 Armstrong St S W (Mail Stop EG;11), Turiluter,
Washington 98504, for consultant services to assist your-ktiool
district

B' 'ACKNOWLEDGEMENTS

. 1 Consultants
Manual SubCommittee of the School Facilities Cost/
Advisory Board

2 TechniCift Writer and Editor
Robert T Olson, A I A
plson-Rolloe Architects
4224 Sixth Ave S E Bldg 5
Lacey, Washington 98503
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Sec 1501

Occupapcy and Use
The construction of the new school facility has been
completed and it is now ready to perform its service
function for the school district's educational program.
The users of the facility must be oriented to its
capabilities and educational functions and those per-
sons responsible for operating and maintaining the
physical plant must be familiarized with the technical
requirements of the various components of the
structure

The capital' expenditurt invested in the initial con-
struction of the schoor facility represdnts only a
portion of the cost which the school district will
expend during the life of the facility Effective efforts
in orientation and planned maintenance programs will
enhance the rewards to the school district for its
investment through more cost-effective utilization and
operation

4

ti

Sec 1502

Orientation
A proper orientation program is the most productive
aspect of opening a new school facility Orientation
riist be offered to t administration personnel,

ance and operating perknpel,fa ulty, staff. maint
students and members of the community to facilitate
everyone's adaptation to the facility Effective pro-
gram implementation may be unobtainable 'without
demonstrating the capabilities ol the facility to its
users

A variety of orientation programs should be develop-
ed Two main -eategones of such programs are

A User orientation - directed at the needs of persons
who will work in the facility

B Public information intended to promote familtar---
ity with the facility as a community resource

.s
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Sec 1503 '

The Planners' Role'
in Orientation
The school administrator, educational consultant and
the prime designer are responsible for initiating the
orientation Although user, participation in the design
process has gained acceptance, the-prime designer s
participation in the initial occupancy is relatively new
The. unfortunate result is that the school administra-

-.tor, faculty and staff- must face the, challenges of
adjusting to a new facility without professional help to
smooth the transition period Thus, the potential Of
many advantageous design features may never be
realized because the users do not understand the
purpose and ideal operation of the facility

t̂J

Sec 15°04

User Orientation Program
Detailed orientation sessions directed specifically at
answering questions of schooLadministrators, main-
tenance and operating personnel, faculty and staff
can take the form, of.

A A building tour conducted by the design team.to
explain prbject background, design concepts, and
intended use .

B In-service programs for teachers concentrate on
the relationship between the faculty and the edu-
cational program and therways the facility can be
usedto realize program goals

C Building and equipment review sessions allow
the prime designer,- consultants an manufactur-

,er's representatives to demonstrate a _discuss
the operation and maintenance of various sys-
terns, equipment, and elements

1



Sec. 1505

Public Information
Programs
Public information oroarams are normally less detail-
ed than are user orientations They are designed to
promote familiarity with the educational facility rather
than in-depth understanding of how the facility can be
used Such programs are important for two reasons
They provide an awareness of how the tax dollar is
being spent and aci understanding. particularly impor-
tant for par'ents, of some aspects of the educational
environment in which their children will barn

The following activities will assist the public infor-.,
matron program

A Media features (newspaper articles, radio or tele-
vision programs) which discuss and illustrate the
new facility

B Brochures with maps, photographs, and text brief-
, ly explaining design and educational concepts

C Open houses or tours conducted by students whO
have been briefed ,about, the building' and its
relation to the education program

D Printed material for distribution to visitors interpret-
ing the new fac'ility and program.

O

0

Sec '1506

User's Manual /
One orientational tool that is meeting with growing
acceptance is the user's manual. It includes three
basic types.of information Wit

A A summary Of the pfoject's history and the most
influential design concepts

B An explanation of how these concepts were im-
plemented in the actual design and major use
guidelines 404

C A maintenance and operation section giving teth-
nical data on the building systems and compon-
ents, cleaning instructions, guarantees, etc

The user's manual IS a resource book of use and
niaintenance information to which users might not
otherwise have access when the original facility plan-
ners are unavailable It is recorkrz hat the
school district receive five copies of the user's manual
and that one of these copies be immediately placed in
the school district vault as a permanent record

411
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Sec 1507

Planned Maintenance
When you have occupied your new school facility it is
in top shape, exactly as you would like to keep it A
planned maintenance programfor inspection, main-
tenance and repair of components on a regulr,
systematic basis is an essential element to your goals

Planned maintenance, prbperly performed, can great-
ly extend the life and usefulness of your school plant,
its equipment, tools and supplies and provide better
as urance of pupils' and teachers' safety and health
I proper maintenancecan often lead to catastrophic

The r sponsibilify of planned maintenance is dis-
charged through careful management of the sanitary
conditions of the facilities, accurate control of temper-
ature and ventilation, watchful care of alfthe factors of
safety and systematic inspection sand care of all the
many individual components of the building's sys-
tems A planned maintenancerprogram often utilizes a
centralized maintenance and operations department
within the school distiict for accurate record-keeping
on all components to facilitate an effective and con-
tinuing maintenance and operation program Accurate
and complete records are mandatory tcl implement
effettivelong and short range planning for this new
facility and other future faciljtiq

o

The School Facilities and Organization Section of the
Office of the Superintendent of Public Instructio-n can
offer consultantassistance in establishment of a
planned maintenance program

F

Sec 1508

Establishing a Planned
Maintenance Program
The essential steps to establish a planned mainten-
ance program include the following

A Identification
The entire school facility is inventoried and all
items to be maintained are identified The user's
manual discussed in Section 1505 will be helpful in
this inventory

B: Techniques
. Establish the maintenance procedures to be requir-
ed for each item and the 'frequency of perform-.
apce of such procedures Be sure to, include
procedures and rrequency which may be required'
by manUfaqurer's warranties

C Records'
Maintain a cumulative and chronological record of
a f t e n aneeperfernied and of conelc-t+er+,--
foul-Id when maintenance was performed Be sure
to record all unscheduled maintenance such as
equipment failures,

D Summary and Review.
Maintain a rerformance and reliability summary

.- for all maintained items This information provides
a sound basis for increasing or decreasing main-
tenance frequencies to prolong life expectancy,
reduce down time, increase productivity and re-
duceof)erating costs Additionally, this informa-

lion can provide reliable data for evaluation of
materials and eqUipment under consideration for
incorporation sn other school-facility projects

- .

Recent advancements in computer technology offer,
many opportunities for controlling maintenance, main-
taining continuity (even with shifting of key person-
nel), monitoring warranty information and reducingt
clerical work. A computer program for planned main-
tenance must be carefully and thoughtfully designed
to be effective.

Any -planried maintenance program - whether man-
aged by a compUter or pencil - mitt be continually
updated as maintenance is-performed'

t
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Sec 1509

,..

Implementing Planned
Maintenance
Many of the most frequently scheduled items of
panned maintenance may be regularly performed by
the school district's custodial personnel while other
items may require technical or mechanical skills and
equipment not available to any but the largest dis-
tricts: if at all These maintenance items should be
performed through "maintenance agreement con-
tracts" negotiated with qualifred contractors These
contracts should bb prepared by the school districit,,.
and its appropriate consultantS rather than by the
vendor Often, some planned maintenance items
require work whjch should be observed, tested or
verified by professional consultants such as mechan-
ical-3- oreJectrical engineers - do not hesitate to employ
qualified professtonals to assist/your planned 1-nain-
tenqnce program

N;c1c--not-tefget-thel- the tecm=plapockmair-4-----
tenanca" applies to a huge array of activities varying

-from emptying wastebaskets and vacuuming carpets
to cleaning air filters, calibrating thermostats and
servicing operating macfunqry Almost every com-
ponent integrated within your new school facility will
peed inspection and-Care to extend its useful life

. -

-/-
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Appendix
A RESOURCES

1 GUIDE FOR PLANNING EDUCATIONAL FACILITIES
published by the ;

4'
Council of Educational Facility Planners, International
29 West Woodruff Avenue
Columbus, Ohio 43210

B S P I ASSISTANCE AVAILABLE

Contact the Facilities and Organization Section Division of
Financial Services, Office of the Superintendent of Public In-
struction 7510 Armstrong St S W Nall Stop FG-11), Tumwater,
Washington 98504 for consultant services to assist your school
district

C ACKNOWLEDGEMENTS
1 Consultants

Manual Sub-Committee of the School Facilities Cost/
AdvisOry Board

2 Technical Writer and Editor
Robert T Olson, A I A

____Olsondlowe..har.laliacis...___
4224 Sixth Ave S E . Bldg 5 e
Lacey Washington 98503
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SCHOOL FACILITIES DEVELOPMENT

PROCEDURES MANUAL

CHAPTER 16

PROJECT EVALUATION

ISSUED .BY

6

DR. FRANK B. BROUILLE r

STATE SUPERINTENDENT OF PUBLIC INSTRUCTION

OLYMPIA, WASHINGTON

MAY, 1981
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./Sec 1601 /
Results of the Project
Once the new facility has been completed, the occu-
pants and the community have been oriented, and the
program has been implemented fOr an effective
period of time, it is advantageous to review the results
of the planning, design and construction efforts This
review should consist of a documented examination
and evaluation of the planning process and the resul-
tant facility including the way it operates as an.Ahi-
tectural entity and the way it promotes or hinders
realization of the educational goals as established at
the onset of the project (Chapter 2). It will also serve
as valuable tool in assessing' the abilities of the
design team in conforming to the requirements of the
educational specifications (Chapter 7) and in adminis-
tering the construction proeess.

Many school districts are happy or unhappy about
their school plant facilities but don't know why. If they
don't know why they are unhappy, chances are pretty
good that the same mistakes that caused their dissa-
tiVaction may be repeated on their next building
project. Key'participants in the completed project'
may not be available for consultation when the next
project is undertaken. A comprehensive written eval-W
uation is a valuable resource for 'the school district.
This evaluation is called a "Post-pccupancy Evalu-
ation".



Sec 1602

Post-Occupancy Evaluation
Aspects of a Post-Occupancy Evaluation which are
critical to its effectiveness are

A A system or form for conducting the evaluation

B Identification of items to be evaluated These often
include

1 User satisfaction with the facility

2 School district satisfaction. with the, design
team

3 Project's contribution to realization of the edu-
cational goals and school district's master plan

4 Conformance with educational specifications

5 Spatial allocations and sufficiency.

6 Efficiency of operation! . -
7 Maintenance efficiency and life-cycle economy

_ Er Cerfformarvoe with budgetary lestratnts------

9 School district satisfaction with the contractor

C Thoroughness of information collection

D. Participants in evaluation which should include..

1 School district superintendent or project rep-
resentative

2 Prime designer and any appropriate design
consultants

,

3 Occupants teachers and administrators who
use the facility and children Who attend the
facility. o.

4. School district maintenance official atid those
other persor;s,. charged with maintaining the
facility

Post-occupancy -evaluations are most effective when
they are conducted approximately' one year after
initial occupation of the facility. Additional evaluations
in later years are often valuable It is not unusual for
effective evaluations to be accomplished several times
during the life of the facility

.1

____ Participants in the post-occupancy evaluqtion normal-
ly meet at the facility in question, conduct a walk-
through inspection of the facility, jointly consider
_previously collected data regarding the facility and
conduct thorough discussions regardi. those items
previously identified for evaluation P ovis . s should
be made by the school district t u y, re r an
document all positive and negate e aspects of the
facility as identified in the evaluation rocess. It is
suggested that the completed final evaluation docu-
ment be maintained on file in the school district
offices and with the Office of the Superintendent of
Public Instruction ...
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Sec. 1603'

Conclusion
At this point, it should be evident that the planning
process has come full cifcle. The process that began
with an-assessment of needsand evaluation of exist-
ing facilities (see Chapter 2) again resumesiappraisal
of existing facilities

A

No.

Appendix
A RESOURCES

1 STANDARD SPECIFICATIONS FOR MUNICIPAL PUBLIC
WORKS CONSTRUCTION
prepared by the
Washington State Chapter
American Public. Works Association

B S P I ASSISTANCE AVAILABLE

Contact the Facilities and Organization Section, Division of
Financial Services, Office of the Superintendent of Public Instruc-
tion, 7510 Armstrong St S W (Mail Stop Ereet7 Tumwater,
Washington 98504, for cbnsultant service to assist your school
district
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