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POLICY

The NMPSFA School District may need to utilize an outside service vendor(s) to accomplish and/or supplement maintenance tasks or projects outside the scope of the maintenance & custodial staff’s qualifications. These include but are not limited to HVAC, Life Safety, Project Management (project, construction and architectural vendors).   

CONTRACT / VENDOR EXPECTATIONS AND RESPONSIBILITIES

· Every maintenance contractor/vendor performing work for the NMPSFA School District is expected to perform work in a professional manner and at the highest quality possible following the districts code of conduct policy.

· All contractors and vendors are informed as to the districts proper procedures, safety guidelines and Code of Conduct while on school property.

· NMPSFA School District and the maintenance contractor are partners working towards the common goal of repairing and or maintaining systems that support the business and educational process of the district. 

· Maintenance contractors & vendors and their employees will act in a professional manner when working on any school site(s) and will avoid any direct contact or interaction with students. 

· The maintenance contractor, their employees and subcontractors shall adhere to the districts tobacco free policies.

· The contractor / vendor will not commence work until an approved purchase order has been obtained per district guidelines.  Guidelines includes proper quotes and proposals associated with invoice & warranty information and proper district approved purchase orders prior to rendering payment for services.
CONTRACT/ VENDOR SERVICE EXPECTATIONS

· Maintenance contractors and vendors are expected to review and understand the scope of work in order to appropriately quote the job. 

· It is the responsibility of the contractors and vendors to request any additional information needed to clarify the scope of work. 

· Maintenance contractors and vendors shall provide accurate and detailed cost proposals, in a timely manner including details of specific work not included in the proposal. 

· Proposals shall include an estimated timeframe (hours, number of technicians, overtime etc.) for completing work.

· Cost for materials to include delivery as applicable.

· Appropriate New Mexico Gross Receipts Tax.

· Maintenance contractors and vendors shall be licensed contractors in the State of New Mexico relevant to the work being performed.

· All contractors and vendors shall include their contractor licensure number on all proposals and provide current proof of liability insurance.  

· Maintenance contractors and vendors shall follow all applicable building codes related to the work being performed.

· All contractors and vendors are expected to obtain appropriate building permits to complete work as required by NM State Law. 

· Maintenance contactors and vendors shall perform clean up related to contract services in order to complete the work performed. 

· Maintenance or repairs shall be accomplished in a manner and time schedule that minimizes discomfort to the buildings occupants or potential damage to the building or systems  

· The service contractor is responsible for ensuring utilities are restored to equipment shut down for maintenance, service or repair upon completion of services and that equipment is in normal operating condition.

· A final report including invoice & warranty information associated to a district approved purchase order will be provided to facility /district prior to payment for services rendered.
DISTRICT STAFF RESPONSIBILITIES

· The NMPSFA School District will provide clear, concise “Scope of Work” for any work requested. 

· The NMPSFA School District will provide oversight of work performed including final inspection.

· The NMPSFA School District will coordinate work as needed with the school site. 

· The NMPSFA School District will provide final approval of work completed.    

ACCESS CONTROL AT SCHOOL WORK SITE

· Maintenance contractors and vendors shall sign-in at the appropriate school site. The sign in log will be maintained at the front desk of every NMPSFA School District site. 

· All district loaned equipment to include keys, access cards, and badges shall be returned at the end of the Scope of Work. 

SAFETY POLICIES

· Maintenance contractors are fully responsible for the safety of all workers performing Scope of Work services for the company and will be fully responsible for following all applicable safety regulations outlined by the Occupational Safety and Health Administration (OSHA) and state building codes to include Lock Out Tag Out procedures. 

· Maintenance contractors and vendors shall utilize appropriate personal protective (PPE) equipment related to work being performed and shall require anyone entering the work zone(s) to also wear appropriate PPE.

· Maintenance contractors and vendors shall provide appropriate signage necessary to warn others of work being performed that may cause injuries to others. 

· Maintenance contractors and vendors are responsible for the safety of students and school district employees when working at any school site.  

· Maintenance contractors and vendors shall provide any necessary temporary safety devices to separate the work being performed from the students and school district employees.

FREQUENCY AND METHODS OF COMMUNICATIONS WITH DISTRICT PERSONNEL

· The NMPSFA School District facilities department or designee shall designate a person who will act as the job manager for each contracted maintenance job. 

· All communication with the contactor shall take place through the assigned job manager or designee. 

· Communication will occur as frequently as necessary and no less than weekly for long term projects and daily on all short term projects and work lasting less than one day. 

DOCUMENTATION OF WORK UPON COMPLETION

· Contractor/vendor will be responsible to train district staff on operation and care of equipment as applicable.

· Contractors and vendors will provide operational manuals for installed equipment

· Superintendent, Maintenance Supervisor or Designee will have final signature approval on any work completed by contractor prior to contractor/vendor leaving the site. This includes a visual review of the completed scope of work to ensure equipment is placed back in its proper operation condition.

· Contractors and vendors will provide training on newly installed equipment operation to appropriate maintenance staff as necessary. 

WARRANTY

· Contractors / vendors shall provide all warranty information to appropriate staff to include principals and superintendents on all work performed. 

· If replacement parts carry a longer warranty, the contractor shall provide a copy of the warranty information to district representatives.

FIMS DOCUMENTATION
· All contract vendor work completed at district sites shall be documented in the FIMS / School Dude work order system for appropriate tracking to include labor, materials and contract information with appropriate reference to district approvals and purchase orders. 
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