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The El Paso Independent School District policies utilized in the development of this Manual are as follows:   

CH (Legal); CH (Local), CV (Legal), CV (Local), CVA (Legal), CVB (Legal), CVC (Legal), CVD (Legal) and CF (Legal). 
 

 

This Facilities & Construction Manual was formally adopted by the District Leadership Team on November 6, 

2018 and updated on August 13, 2019, September 24, 2019, November 12, 2019, January 14, 2020, May 12, 

2020, May 12, 2020, June 2, 2020, and September 22, 2020. 
 

 

   _____________________________________________  

      Alan Wiernicki, Chief Quality Officer 
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Facilities and Construction Manual 
Building Strong Supports 

Initiative #1 – Tiered System of Support 
“Alignment of District Resources to provide school support”. 

-----EPISD 2020 Plan 
 
SECTION I 
INTRODUCTION 

This Facilities & Construction Manual (hereafter referred to as “the Manual”) is a composite of 
Facilities & Construction procedures and processes that adhere to local, state, and federal laws.  
Nothing contained within this Facilities & Construction Manual should be construed by the users to 
amend, modify, override or nullify the applicability of local, state, and federal laws and governing 
policies of the El Paso Independent School District (hereafter referred to as “the District” or 
“EPISD”).  
 
The processes and procedures established by this Manual are intended to further clarify the 
applicable procurement requirements but are not intended, and should not be construed to create 
any right or benefit, substantive or procedural, enforceable by a party against the District or their 
officers or employees, except to the extent expressly provided within the Manual. 

 
1.1 Purpose of Manual 

The purpose of this Manual is to detail the Facilities & Construction processes and to establish 
uniform procedures for the project design and construction which are consistent with the policies 
of the District and federal, state and local laws. This Manual is designed to provide guidance to 
District employees and departments in requesting construction or contracted service requests and 
will be used to acquaint customers with the Facilities & Construction policies and procedures.  
 
The procedures and guidelines are not intended to restrict the effectiveness of the individuals 
involved in Facilities & Construction activities, but to provide a foundation for effective, consistent 
and satisfactory results which in turn will facilitate positive, professional relationship between the 
District and customers who wish to do business with the Facilities & Construction.  
 
The policies, procedures and practices contained in this Manual should not be read to conflict with 
the District Policy Manual, state law, or other applicable law. If there is any conflict, state law, the 
District Policy Manual supersedes the provisions of this Manual.  
 
This Manual is strictly a policy and procedures document to be used as an administrative guide for 
District staff and customers to promote efficient and effective Facilities & Construction processes 
within the bounds of federal, state, and local laws. No part of this document creates or is intended 
to create a private right of legal action for any customer, consultant, or any other person or entity, 
or is intended to make any customer, consultant, or any other person or entity a third-party 
beneficiary.  
 
The policies and procedures contained in this Manual apply to design and construction services 
and any other Facilities & Construction activities required by EPISD.   

 
1.2  Department Mission, Goals and Objectives 

A. Mission Statement 
 
The mission of the Facilities & Construction is to deliver first class customer service in the process 
of ensuring that our buildings are safe, comfortable, and healthy for our students, teachers, staff, 
and visitors while helping to inspire academic excellence at EPISD. 
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B.  Goals 
 
Following are the primary goals for the Facilities & Construction: 
 
• To provide high quality customer service to our EPISD customers. 
• To manage projects with the highest professionalism and highest industry standards. 
• To be prudent managers of District and taxpayer resources. 
• To be imaginative and innovative when designing and developing projects.  
 
C.  Objectives 
 
Following are the primary objectives for the Facilities & Construction: 
• To insure that modifications to facilities are up to code and in compliance. 
•  To provide safe and comfortable learning and working environments. 
• To ensure that projects are delivered on time and within budget.  
• To respond in a timely and courteous manner to all inquiries, requests, and concerns.  

 
1.3 Responsibilities 

The Department is responsible for managing and processing construction projects, which includes 
new construction or renovations for the District.  Staff ensures that all District departments are 
informed of Facilities & Construction policies and procedures, aware of the type of services the 
department provides, fulfills requests from campuses/departments in a timely and professional 
manner, and manages projects utilizing best practices and the highest industry standards. 
 
The following outlines the responsibilities of administration and key staff, including the Executive 
Director, Director, Coordinators and Project Managers.   
 
Responsibilities of the Executive Director for Facilities and Construction (EDFC): 
 
• Manages the District’s bond program in accordance with public approval. 
• Manages the long-term planning activities of the District including the development of a long-

term facilities plan. 
• Supervises all functions of the department and is responsible for providing professional 

services to District campuses and departments in the most cost effective and timely manner. 
• Develops and implements procedures, which assure compliance with the District Policy and 

any other federal or state laws that may apply. 
• Ensures there is sufficient budget to cover the cost of projects. 
• Explores methods for improving the planning process by developing plans and programs that 

are new and innovative. 
 
Responsibilities of the Director: 
 
• Coordinates and oversees construction projects for the District. 
• Assists in selection and procurement of professional services to be used for planning, and 

executes anticipated and emergency construction, and contracted repair service projects; 
makes recommendations to the Board. 

• Reviews construction documents, schedules, and cost estimates for proposed construction 
and renovation work designed and prepared by private consulting design professionals. 

• Prepares, reviews, processes, and submits contracts to the Executive Director. 
• Directs special assignments issued to the department. 
• Coordinates with Research and Evaluation in identifying long-range requirements for school 

growth, construction, and land acquisition. 
• Maintains safety standards in conformance with federal, state, and insurance regulations; and 

develops a program of safety awareness. 
• Consults with city, county, state, and federal officials to ensure conformity with codes and 

ordinances regulating district construction projects. 
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Responsibilities of the Coordinators: 
 
• Assists with planning key committee meetings, to include: tracking, monitoring and follow-up 

on progress of projects and action items that emanate from these meetings. 
• Collects, prepares, and distributes appropriate briefing materials; initiates subsequent follow 

up meetings and communication for key stakeholders, as directed. 
• Issues recommendations for discussion at key management meetings while coordinating with 

internal and external stakeholders. 
• Participates in various meetings and activities related to the bond and any other major 

initiatives. 
• Gathers data and conducts data analysis in consultation with clients and other users to provide 

information to the Executive Director regarding problems affecting the District’s facilities. 
 
Responsibilities of the Project Managers: 
 
• Acts as project manager on construction projects, as assigned. 
• Prepares drawings, specifications, and contract documents for small-scale projects, as 

assigned. 
• Compiles data and assembles statistics required of interoffice and school departments for 

engineering and construction projects. 
• Inspects school sites and buildings to determine existing conditions for remodeling and 

renovation projects. 
• Prepares cost estimates for projects. 
• Coordinates construction projects with architects and engineers. 
• Reviews plans and specifications submitted by architects and engineers for compliance with 

District standards and educational specifications on specific projects. 
• Evaluates and recommends scope of work for new or remodeled facility related 

improvements. 
• Provides technical assistance to the Maintenance Department regarding facility issues. 
• Assists in establishing standards for school construction. 

 
1.4 Compliance 

It is the policy of the District to conduct design and construction projects in accordance with 
applicable federal, state, and local laws. Staff responsible for any aspects of the project shall 
comply with the rules described in the aforementioned laws and aspire to the highest ethical 
standards and business practices. 
 
The Facilities and Construction Office staff is responsible for managing all project documents and 
ensuring that payment is made in compliance with Financial Services procedures. Project 
Managers must ensure that payment applications and invoices are processed in compliance with 
such procedures. 
 
Generally, potential issues with the Facilities and Construction Office may involve delays on the 
project, and scheduling, price/cost, and customer service issues. Resolving problems with the 
Facilities and Construction Office should be resolved by mutual agreement at the department level 
in an effort to avoid disputes being escalated by either the user department or the 
contractor/consultant. 
 
If there are any questions or concerns relative to either the policies or procedures, or the ability of 
the employee to comply with the requirements of the procedures, then it is responsibility of the 
employee to bring such matters of concern either to the attention of their immediate supervisor or 
the Facilities and Construction Office for assistance. 
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1.5 Organizational Structure  
The following chart depicts the overall organizational structure of Facilities and Construction.  
Contact the Facilities and Construction Office for the most updated list. 

 
 

1.6  Statement of Consequence 
Failure to follow procedures outlined in this manual may result in disciplinary action against the 
employee up to and including termination.  
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SECTION II 
FACILITIES & CONSTRUCTION AUTHORITY 
2.1 Delegation Authority 

The Superintendent and/or EPISD Board of Trustees is responsible for adopting appropriate 
policies for the District. The Board does not have the responsibility for adopting these administrative 
Facilities & Construction policies delineated herein. The Superintendent is responsible for these 
administrative policies and ensuring that they are in compliance with all District Board Adopted 
policies as well as all applicable laws.  

 
2.2 Delegation of Authority by the Superintendent 

Approval of projects (design/construction) valued below $100,000 fall to the Executive Director 

Planning and Innovative Schools Construction and Director of Facilities & Construction.  Projects 

above $100,000 in the aggregate, shall be recommended to the Board for approval.  [See CV 

(LOCAL)] 

2.3 Waiver of Administrative Procurement Requirements 
Any waiver of the Facilities & Construction administrative policies and procedures contained in this 
Manual can only be waived by the Superintendent and the Chief Quality Officer.  The Facilities & 
Construction and/or requesting department shall submit their business case and/or compelling 
reason through a written memorandum or electronic communication in support of a waiver to the 
Chief Quality Officer for review and consideration; and the Chief Quality Officer shall evaluate the 
justification and make a determination and advise the department accordingly.  
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SECTION III 
GENERAL GUIDELINES 
3.1 Donation/Disbursement Vouchers 

Requests for approval to make improvements to buildings, grounds, facilities, and equipment 
installations such as playground equipment, marquee installations, etc., must be submitted for 
review and approval, early in the process, to accommodate the school's anticipated completion 
schedules. 

 
The following must be submitted to Facilities and Construction for review and authorization prior 
to the beginning of any work or the expenditure of funds: 
 

 Donation Approval Request Form (Exhibit A); 

 Disbursement Voucher for Purchases from School Funds, if applicable (Exhibit B); 

 Information on equipment manufacture/contractor installer  

 Plans and specifications: 
o site plan showing equipment location and layouts; 
o equipment plans that detail erection and installation; 
o foundation and anchoring detail drawings, foundation and structural details bearing 

engineer's seal; 
o other details including electrical  connections,  surface  treatments,  etc.,  as required; 
o building permits where required by city ordinance; and 

 Construction Related Activities Volunteer Agreement signed by each worker  if  work  is not 
contracted to outside sources  (Exhibit C) 

 Contractor's Insurance Certificate with EPISD listed as coinsured (Exhibit D-Sample): 
o bodily injury and property damage (see contractor minimum insurance requirements); 
o worker's compensation; and 
o auto liability (see contractor minimum insurance requirements) 

 Proposed construction schedule 

 Approved Donation or Disbursement Approval Request Forms submitted to Facilities and 
Construction after all conditions are met for approval. 

 
Upon receipt of approved Donation or Disbursement Approval Voucher by Campus Accounting 
Department, the work may proceed. 

 
A. Contractor Minimum Insurance Requirements 

Liability Insurance - The contractor shall purchase and maintain the fol lowing insurance to 
protect the contractor and the District from claims set forth below that may arise out of or 
result from the contractor's activities under the contract, whether such activities be by 
contractor, any subcontractor, or anyone directly or indirectly employed by any of those listed, 
or by anyone for whose acts, make any of them liable. 

 Claims under workers’ compensation, disability  benefit,  and  other  similar employee 
benefit acts: such insurance shall include claims under the Workers’ Compensation Law 
and Texas Employer's Liability coverage in the following amounts - bodily injury by 
accident ($500,000 each accident),   bodily injury by disease ($500,000 policy limit), 
and bodily injury by disease ($500,000 each employee). 

 

 Claims for damages because of bodily injury, sickness or disease, death, and property 
damage: such insurance shall provide coverage on an occurrence basis in the minimum 
amount of $1,000,000 for each occurrence and a general aggregate per job site, for both 
bodily injury and property damage combined, and shall include the following coverages. 
o premises and operations coverage with X, C, and U exclusions deleted, if 

applicable; 
o owners and contractors protective coverage; 
o broad form property damage coverage, including completed operations; 
o blanket contractual coverage; 
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o personal and advertising injury coverage; and 
o endorsement naming EPISD as an additional insured. 

 Business auto liability in the amount of $1,000,000 combined single limit for bodily 
injury and/or property damage liability, including owned autos, hired or borrowed autos, 
and non-owned autos. 

 Contractor shall maintain all of the foregoing insurance coverage in force throughout the 
period of contract performance. 

 
B. Certificate of Insurance and Other Requirements 

 Notwithstanding any other provisions in the contract, certificates of insurance acceptable 
to the District for insurance shall be filed with the District prior to the contractor's 
mobilization.  The certificate shall bear an original signature of an authorized 
representative of the insurer; facsimile or mechanically reproduced signatures are not 
acceptable. 

 

 All insurance policies must be issued by acceptable companies licensed to do business 
in Texas.  Such acceptable companies shall be represented by a duly authorized local 
agent having offices in El Paso, Texas. 

 

 Each insurance policy shall contain an endorsement affording 10 days prior written 
notice to the District of cancellation or material change in coverage, and an endorsement 
providing  that  such  insurance  as  is  afforded  under  contractor's  policy  is  primary 
insurance as respects District and that any other insurance maintained by the District is 
excess and noncontributing with the insurance required hereunder. 

 

 If the District is damaged by the failure to maintain all required insurance, the contractor 
shall bear all such damages.  The general indemnification granted by the contractor shall 
not be compromised or limited by the amount of insurance coverage. 

 
3.2 Alcoholic Beverage Applications for Locations Near Schools 

City ordinance prohibits the sale of alcoholic beverages within 300 feet of a public school unless 
E l  Paso C ity Council grants a variance from this regulation.  Thus, an applicant has the 
burden to go before City Council for variance from this prohibition.  In order to grant a variance, 
City Council must determine that enforcement of the regulation, based on the specific facts; 

 is not in the best interests of the public; 

 constitutes waste or inefficient use of land or other resources; 

 creates an undue hardship on an applicant; 

 does not serve its intended purpose; 

 is not effective or necessary; or 

 if for any other reason City Council, after considering the health, safety, and welfare of the 
public and the equities of the situation, determines is in the best interests of the community. 

 
The state statute simply requires notice to be given to the District if an application is made within 
1,000 feet of a public school.  The District then determines the time of the hearing before the El 
Paso County Judge and must appear before the El Paso County Judge to object to the permit. 
 

A. Certified Mail Notification 
The City of El Paso has been instructed to mail all notices to the District to the attention of 
the Facilities and Construction. 

 
Notices  of  Alcoholic  Beverage  Applications  and/or  public  hearings  received  by  the District 
are to be forwarded immediately to the Facilities and Construction. 
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B. General Rules for Measurement of Distance 

 The state's 1,000-foot notice parameter is measured from the District's nearest property 
line to the applicant's closest building entrance where alcoholic beverages will be sold. 

 The measurement of the city's 300-foot parameter depends on whether the business 
selling the alcoholic beverages is a bar or restaurant where alcoholic beverages  are  
sold  on  site,  or  whether  the  alcohol  is  sold  for  off-site consumption. 

 When alcoholic beverages are sold in sealed containers for off-premises consumption, the 
300 feet is measured from the front door of the public school to the front door of the 
business, along the property line of the street front, and in a direct line across intersections 
where they occur. 

 When alcoholic beverages are sold in a restaurant, bar, private club, or other 
establishments for consumption on the premises, the measurement is from the nearest 
property line to the nearest doorway by which the public may enter the business, 
along street lines and in direct line across intersections where they occur. 

 
By City ordinance, the District does not receive notification if an application is for a site whose 
distance from the District's property lines is greater than 300 feet but less than 1,000 feet.  Only 
state notification by the applicant is required. 

 
C. District Response Policy 

 Applications Within 300 Feet of District Property Line 
The District will vigorously oppose the application at C ity Council and County J udge 
levels.  The District will notify the school principal to solicit the immediate vocal 
support of PTAS, etc. 

 

 Applications Greater Than 300 Feet but Less Than 1,000 feet 
Each case is reviewed on its own merit. If "no action" is the option selected, Facilities 
and Construction will notify the school principal so that parent organizations can be 
informed and take private action, if deemed necessary. 

 

 All decisions regarding applications will be addressed with 10 working days. 
 
3.3 Solid Waste Management and Recycling 

A. Facilities with Compactors 

 No yard waste (i.e. tree limbs, grass clippings, leaves, etc.) shall be placed in the compactor. 

 Ceiling tiles are not to be placed in a compactor. A work order should be completed for 
maintenance to pick up the waste ceiling tiles. 

 Maintenance crews are responsible for their own materials or waste.  All waste should be 
taken back to the yard.  If maintenance leaves this type of debris (tile, sheetrock, etc.) the 
Director Maintenance, Buildings, and Grounds, should be contacted immediately. 

 
Those schools not having compactors will follow the above guidelines   during   the months 
school is in session.  During the summer break, maintenance may use the roll-offs or dumpsters 
to dispose of waste. 
 
B. Required Recycling 

All campuses are required to adhere to the following:  

 Cardboard 
All cardboard items will be recycled.  Boxes should be broken down and placed in the 
recycling dumpster. 

 

 Textbooks 
No state issued textbooks will be thrown away. The principal is to contact the Coordinator   
for   Instructional   Materials   to   complete   the   proper paperwork.  Under no 
circumstances are textbooks to be thrown away or recycled. 
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 Workbooks, Manuals, and Paperback Books 
Workbooks, manuals, and other soft covered books will   be recycled via EPISD’s 
Recycling Program.   All items will be taken to the recycling dumpster. 

 

 White Paper, Newspaper, Magazines, Colored Paper, and Junk Mail 
All paper will be recycled via EPISD’s Recycling Program.  All items must be taken to the 
recycling dumpster. 

 

 Aluminum Cans and Tin Cans 
Aluminum cans are to be recycled via EPISD’s recycling program.  Kitchens can now 
recycle tin/metal cans. Cans should be rinsed clean of any food residue. 

 

 Plastic (Type  I and II) 
Plastic types I and II (soda bottles, water bottles, milk jugs, etc.) are to be recycled via 
EPISD’s recycling program.  Items should be rinsed clean of any residue. 

 

 Rechargeable Batteries 
The District is recycling rechargeable batteries.  These batteries include:  nickel cadmium 

(Ni-Cd), nickel metal hydride (Ni-Mh), lithium ion (Li-ion), and small sealed lead (Pb). 

Rechargeable batteries are commonly found in cordless power tools, cellular and cordless 

phones, laptop computers, digital cameras, two-way radios, camcorders, etc.  Look for the 

battery recycling seals on the battery.  These items are to be deposited with the Hazardous 

Materials Officer at Facilities and Construction.  For more detailed information contact the 

District Hazardous Regulated Materials (HRM) Officer. 

 Scrap Metal 
Any metal item that cannot be reused will be recycled via the scrap metal recycling 
program.  For assistance with scrap metal, contact the EPISD Maintenance Department. 

 
C. Disciplinary Action 

Disciplinary action may be taken if these guidelines are not implemented and followed. For 
questions, contact the Hazardous Regulated Materials (HRM) Officer. 

 
3.4 Indoor Air Quality Allergy and Asthma Triggers 

Asthma is the leading cause of school absenteeism due to a chronic illness, accounting for over 
10 million missed school days per year. Common asthma triggers, found indoors, include: animal 
dander, cockroaches, mold, secondhand smoke, and d ust mites. Reducing triggers in the 
classroom can help to minimize asthma related illnesses in students. 

 
A. Guidelines to Minimize Exposure to Allergy and Asthma Triggers 

 Remove Non-District or personal furniture (i.e., couches, stuffed chairs, fabric- covered 
bean bags, futons, rocking chairs, shelves, etc.) from classrooms. 

 Sleeping bags may be used; however, should be washed weekly.   The water should 
be at least 130° in order to kill dust mites.  When not in use, sleeping bags should be 
stored in a sealed plastic bag. 

 Large  stuffed  animals  that  canno t  be  washed  should  be  removed  from classrooms.  
Small, washable stuffed animals need to be kept to a minimum, and should be washed 
weekly, as noted above. 

 Perfume, room deodorizers, talcum powder, and scented candles are examples of 
asthma triggers and should not be used in occupied classrooms. 

 
B. Housekeeping to Minimize Exposure to Allergy and Asthma Triggers 

 Windows, blinds, shelves, and light fixtures should be damp wiped at least once a week. 
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 Carpets must be vacuumed every day with a vacuum that is equipped with a high- 
efficiency particulate air (HEPA) filter.  Carpets trap dust and make dust control difficult, 
which provides an excellent media for dust mite growth. 

 Floors should be damp mopped every day. 
 
 
 
3.5.  EPISD Construction Management Procedures Manual 
 

Construction of EPISD Capital Programs will be guided by the El Paso Independent School District 
Construction Management Procedures Manual which is available in the Facilities and Construction 
Department. This Manual will guide the process EPISD Project Managers will use in managing both 
new construction and renovation projects funded by various sources. 
 
 
 

3.6  EPISD Salvage Procedures 
 
A. During a project’s schematic design phase, EPISD Project Manager (PM) will coordinate with 
other EPISD Departments (Maintenance, Information Technology, Food and Nutrition, Security, 
Fine Arts, etc.) and campus administration, as applicable, to identify areas and/or buildings for 
proposed scope of work pertaining to selective demolition or building demolition. 
 
 1. Selective Demolition: demolition of limited scope 
 
 2. Building Demolition: demolition of entire building or building wing 
 
B. PM will coordinate with respective EPISD departments, to allow departments four (4) weeks to 
provide Salvage Inventory List of all equipment/items that will be retained. Departments will specify 
whether salvage list equipment/items are to be salvaged by the owner or the general contractor. 
 
C. EPISD departments shall provide the Salvage Inventory List to the PM, no later than the end of 
a project’s design development phase. 
 
D. The Salvage Inventory List will be issued to the Architect of Record/Design Consultant for 
implementation in the Construction Document Plan, as specified by each department on the 
respective Salvage Inventory List. 
 
E. EPISD will perform abatement and removal of asbestos and other hazardous material operations 
under a separate contract, prior to the start of any demolition operations. 
 
F. EPISD will coordinate salvage of items, including but not limited to: all moveable furniture, 
computers and miscellaneous appliances; air conditioning units; evaporative coolers or motors; 
kitchen equipment such as chef tables, proofing cabinets and serving lines; P/A consoles; electric 
water coolers and drinking fountains; fire and intrusion alarm devices and control panels; doors and 
locks; lighting fixtures. Items EPISD may wish to salvage with the general contractor’s assistance 
include: building plaques; corner stones and other items with historic significance; and playground 
equipment. 
 
G. Final construction documents phase plans will include thorough drawings and specifications 
indicating phases of work, such as: abatement phase, demolition phase, and new construction 
phase. Phasing should be closely coordinated with the PM and the facility administrator. The final 
Salvage Inventory List will be incorporated into these construction documents. Anything not 
included in the Salvage Inventory List is assumed to be the property of the general contractor after 
the building is turned over for demolition. 
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H. During construction, EPISD PM shall provide a two (2) week notice to respective EPISD 
departments for scheduled start of salvage operations. 
 
I. EPISD departments will provide written acknowledgement to PM of completed salvage 
operations.
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SECTION IV 
PROJECT REQUEST 
The Facilities and Construction Department recognizes there is a great need for campus and facility 
improvements.  Therefore, a process has been formulated in which the various requests from staff, 
principals, administrators, and the public are cataloged, reviewed, prioritized, and recommended for funding 
on an annual basis. 
  
In order to budget appropriately for the new fiscal year, the deadline to submit requests for consideration is 
February.  Facilities & Construction is requesting that campuses submit requests on the attached Project 
Request Form (Exhibit F) to Facilities@episd.org.  All forms must have the principal’s or budget authority’s 
authorization. 
 
Any request submitted during the prior year(s) will need to be resubmitted every year in February, for 
consideration. 
 
It is important that a detailed description of the request be provided, to include photos and site plans as part 
of the submission, to assist in making an accurate assessment.  
 
1. Project Selection 

Upon receipt of all project requests, the Facilities and Construction Department will compile and review 
all project requests.   The EDFC will determine the feasibility of each project request and assign a 
preliminary cost to each project request.  The EDFC will prepare a list of proposed projects for submittal 
to the Chief Quality Officer (CQO) given the budget availability for the upcoming fiscal year.   The CQO 
will submit the list of projects to the Superintendent for approval and, if approved by the Superintendent, 
to the Budget Office for inclusion in the annual budget process.  The Board of Trustees will adopt the 
budget on a fiscal year basis, which will include the list of projects as approved by the Superintendent.   

2. Establishing the Budget for a Project 
Once funding is secured, the EDFC will assign a project a project number which will be utilized to 
identify the project throughout its life (i.e. from design to construction phase).  A project budget will be 
assigned to each project based on the preliminary cost estimate used during the budget process.  

3. Changes to the Project Budget for Projects Less than $100,000 
Any changes up to 25% to the overall project budget but do not increase the budget more than the 
$100,000 will be submitted to the CQO for approval.    The CQO will provide a quarterly update for 
review to the Superintendent of these projects. 

4. Changes to the Project Budget for Projects more than $100,000 
Any changes up to 25% to the overall project budget including those that increase the project budget 
over $100,000 will be submitted to the CQO for approval.    Upon approval, the CQO will submit the 
Change Request Form (Exhibit G) to the Superintendent for approval.   The CQO will provide a quarterly 
update for review to the Superintendent of these projects. 

5. Presentation to Board Facilities Committee of Changes to the Project Budget for Projects over $100,000 
The CQO will provide a semi-annual update to the Board Facilities Committee of all projects over 
$100,000. 

6. Projects utilizing Funds other than General Fund 
Projects that utilize other funding besides general fund will be taken to the board when funding is 
requested; project budgets will follow the process in Steps 2-5. 
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SECTION V 
PROFESSIONAL ADDITIONAL SERVICES CHANGE REQUESTS 
 
The following process must be followed for additional services, reimbursements, or architect 
contract amendments that are required: 
 

 The Architect of Record (AOR) will submit a Professional Additional Services Change Request.  All 

proposals must include the reason for changes, cost, schedule of completion, and scope of work (SOW). 

 

 The Project Manager (PM) will review the AOR Professional Additional Services Change Request, provide 

comments if necessary, and/or approve within two (2) working days of the request. 

o If there are any issues or comments, the proposal will be returned to the AOR for revision. 

o If approved, the proposal will be forwarded to the Director or Executive Director Facilities & 

Construction (DIR/EXDIR) for review. 

 

 The DIR/EXDIR will receive the Professional Additional Services Change Request from the PM, and 

review, comment, return or approve.  If approved, the request will be forwarded to Chief Quality Officer 

(CQO), within two (2) working days. 

 

 Signature Authority 

o The CQO may approve any amount below $50,000:  

 The PM will submit the change request to the DIR/EXDIR. 

 After the CQO approves the Professional Additional Services Change Request, the PM will scan 

the entire package containing approved signatures, upload it to the Ownerinsite, and email it to 

the AOR.   

 The AOR will invoice for additional services, after finalizing. 

 

o Board approval is required for any amount equal to or over $50,000: 

 The PM will provide the Executive Summary and entire Board package, with back-up 

documentation, for submission to the Board.  (See sample BOT package and Executive 

Summary. 

 The PM will forward the package to the Coordinator Facilities & Construction for submission of 

the Board agenda item.   

 Following Board approval, the PM will provide an Additional Services Letter to the DIR/EXDIR.   

 The PM will scan the entire package containing approval signatures, and upload it to the 

Ownerinsite. 

 The AOR can invoice for additional services, after finalizing. 

 

 The PM will submit a purchase order change to amend the AOR’s contract sum accordingly, within 

thirty (30) working days. 

 
 
 
 
 
 
 
 
 
 
 
 



16 | P a g e  
 

SECTION VI 
GENERAL CONTRACTOR CHANGE ORDERS 
 
The following process must be followed for changes in construction work consisting of additions, 
deletions, or other revisions, contract sum, guaranteed maximum price (GMP), and/or contract 
timelines: 
 
6.1 Change Orders That Increase Contract Sum 

 The Architect is to submit a "Request for Proposal" to the General Contractor (GC).  
 
Refer to Article 12.8. 1 from CSP and CMAR: "Within ten (10) working days after the date 
that the Architect finds cause for additional work, the Architect shall submit a Proposal 
Request to the Contractor requesting pricing for the required work, including specific 
information, drawings, and/or specifications related to the work to be priced." 
 

 The GC is to submit the “Potential Change Order” (PCO) to the Architect for review and approval, 
in Prolog.  
 
Refer to Article 12.8.2 from the CSP and CMAR contracts: “Within ten (10) working days, the 
Contractor shall provide a detailed labor and material breakdown of the proposed pricing for the 
work specified in the Proposal Request." 

 

 The Architect shall review the PCO.  If there are any issues/comments, the PCO will be returned 
to the GC for additional information or revisions. If approved, the PCO will be forwarded to the 
Facilities PM.   

 
Refer to Article12.8.3 from the CSP and CMAR contracts: "Within ten (10) working days after 
its receipt of the Contractor's Cost Proposal, the Architect shall either forward the Cost 
Proposal to the Owner's Project Manager with a recommendation for acceptance, or return the 
Cost Proposal to the Contractor with instructions for further information or action required for 
acceptance.  The Contractor's subsequent response shall be provided to the Architect in no 
more than ten (10) working days from its receipt of the Architect's response. 

 

 The PM will review the PCO for signatures, costs, and all backup documentation; and identify 
the type of change order (Owner Change Request, Authorities Having Jurisdiction, Errors and 
Omissions, Unforeseen Conditions).  Once completed, the PM will provide a hard copy to the 
DIR/EXDIR for review and approval, within two (2) working days. 

o If there are any issues/comments, the PCO will be returned to the Architect for additional 
changes/revisions. 

o When completed, the request will be forwarded to the DIR/EXDIR for approval. 

 

 The DIR/EXDIR will review for appropriate backup documentation and signatures. Once 

completed, the DIR/EXDIR will initial and transmit the package to the DSFO. 

 

 Note: CQO Signature Authority 

o The CQO can approve any value below $50,000 .00. (Refer to Scenario 1). 

o Any value over $50,000.00 will require Board approval. (Refer to Scenario 2). 

 

Scenario 1 

If the change order is less than $50,000.00, the PM will submit it to the CQO for approval. 

o After the DIR or EXDIR approves the change order, the PM will scan the entire package 

containing approved signatures, and upload to Ownerinsite.   

o The GC can include the change order amount in the SOV (Schedule of Values). 
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Scenario 2 

If the change order is $50,000.00 or greater, the PM will submit it to the Board for approval." 

(Refer to Sample BOT Package) 

o The PM will prepare an Executive Summary and send the package to the Coordinator 
Facilities & Construction (CFC), for submission of the Board agenda item. 

o The CFC is responsible for adding the package to the Board agenda. 

o Following the Board approval, the PM will submit the change order to the DIR/EXDIR for 
signature. 

o The PM will scan the entire package containing approved signatures and upload it to the 
Ownerinsite, within two (2) working days after BOT approval. 

o The GC can include the change order amount in the SOV. 

 

 The PM will submit a purchase order change to amend the GC contract sum, accordingly. 
 

 All change order costs shall be reviewed to determine alignment with the general construction 
agreement requirements. Those not in alignment with the general construction agreement shall 
be submitted for Board of Trustee approval, clearly identifying the deviation from the 
requirements. 

 

 PM shall use the Change Order Review Checklist to ensure completeness before submitting any 
change order for approval. See Exhibit I. 

 

 Change Orders generated within the same week will be submitted as one change order, to the 

extent possible. 

 
6.2 Change Orders That Increase Contract Time 

 If the Contractor intends to request a time extension for the requested change in work, any 
request for an extension in contract time must be justified and presented in adequate detail, 
including the information required in Paragraphs 8.3 .2 or 3.10.1 (at the time of the  submittal 
of the Contractor Proposal to Owner). The General Contractor is to submit the Potential 
Change Order (PCO) to the Architect for review and approval.  
 
Refer to Article 8.3.2. “Any claim for extension of time shall be made in writing to the 
Architect and the Owner, and shall be acceptably documented, not more than seven (7) 
calendar days after the commencement of the delay; otherwise it shall be waived. The 
Contractor shall provide an estimate of the probable effect of such delay on the progress of 
the Work and shall provide the information required to be maintained by Contractor, 
pursuant to Sections 3.10.1 .4-3. 10.1.9. Pending resolution of the claim, the Contractor 
shall proceed diligently with performance of the Contract, and the Owner shall continue to 
make payments in accordance with the Contract documents. No extension of the contract 
time shall be granted for any day, unless the Contractor is prevented from work on activities 
for fifty percent (50%) or more of Contractor's scheduled work." 
 

 The Architect shall review the PCO package that includes the PCO Form, and Time Extension 
Request.  If there are any issues or comments, the PCO package is to be returned to the GC 
for revisions. If approved, the change order and PCO package will be forwarded to the PM. 

 
The PM will review the CO package for signatures and schedule changes; and ensure all backup 
is accurate. Time extension requests, for less than thirty days or less than thirty days in 
aggregate, will be routed to the DIR/EXDIR for approval.   Any CO request that contains changes 



18 | P a g e  
 

to contract time, greater than thirty (30) days, or has reached the aggregate of thirty days must 
be submitted to the Board for approval.  

 

 The PM will prepare an Executive Summary and send the package to the Coordinator Facilities 
& Construction (CFC) for submission of the Board agenda item. 
o The CFC is responsible for adding the package to the Board agenda. 
o Following Board approval, the PM will submit the change order to DIR/EXDIR for signature. 
o The PM will scan the entire package containing approved signatures and upload it to the 

Ownerinsite, within two (2) working days after BOT approval. 
 
 
6.3       Change Order Reconciliation Process  
 

For every change order that adjusts contract sum and/or time, the following reconciliation process 
shall be followed. 

A Change Order form shall be generated that includes the following information and backup: 

 Project Name and number 

 Contractor name and address 

 Detailed scope of work to be performed to include any requested time extensions 

 Amount of change order with detailed backup documentation 

 Detailed proposals from sub-contractors performing services on the change order 

 Updated contract values 

 Recommendation letter from the Architect or Engineer of record 
 

Architect or Engineer of record should provide an analysis of the change order to include: 

 Review and assessment of the scope of work  

 Concurrence that the work should be performed as a single component package 

 Concurrence that any additional days requested are warranted and appropriate for the 
scope of work to be performed 

 Conformance of the change order materials with the original project scope of work 

 Concurrence that the price quoted for the scope of work is warranted and appropriate for 
the scope of work 

 Review of all backup documentation for conformance with contractual standards 
 

Project Manager shall review all documentation prepared and reviewed by the Architect or 
Engineer of Record and either concur with the analysis or reject it and request revisions in order 
to approve. 

The process of change order reconciliation shall be done for every change order before it 
is submitted for approval.  All change orders shall be reviewed for reconciliation prior to 
presenting to the Board of Trustees any request to release retainage. 
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SECTION VII 
2016 BOND PROGRAM 

A $668.8 million bond proposal aimed at modernizing and right-sizing the El Paso Independent School 
District was approved by voters on November 8, 2016.  The Bond will help EPISD create 21st Century 
Learning Environments throughout the District to help facilitate the modern, future-ready teaching and 
learning techniques that are the focus of instruction in our schools.  The Bond also will consolidate schools 
into modern facilities that will help create a more sustainable inventory of campuses in EPISD.  Other areas 
of focus for the Bond include investments in athletic facilities, school buses, instructional technology, and 
safety and security measures.  

The Board of Trustees (BOT) has committed to completing all Bond projects within five years. The projects 
will be reviewed by the 20-member Citizens Bond Advisory Committee (CBAC) that will meet frequently on 
behalf of the public to guarantee transparency and accountability.  The public also will have unprecedented 
overview on the Bond's progress through a series of interactive tools that will show the status of individual 
projects during construction.   

A. District Management of 2016 Bond Program 

The Facilities and Construction Department is in charge of the overall management of the 2016 
Bond Program.   In order to manage the program, the District hired Jacobs Engineering as the 
program managers over the major construction projects.     The District will directly manage 
one construction project and oversee the other projects including athletic facilities, school 
buses, instructional technology, and safety and security measures.    A 2016 Bond Program 
Update will be provided to the BOT, typically at the regularly scheduled Board Facilities 
Committee meetings.    

The Department is responsible for the following: 

 

 approval of construction contracts and/or change orders; 
 allocation of construction budgets based on amounts awarded/allotted to program/project; 
 approval of construction plans and schedules; 

 approval of the District’s maintenance plan; 

 establishment of priorities and order of construction for the bond projects; 

 selection of architects, engineers, construction managers, project managers, and such other 
professional service firms; 

 approval of the design for each project including exterior materials, paint color, interior 
finishes and site plan; 

 selection of any other consultants, as are necessary, to review/implement the 2016 Bond 
projects; 

 setting or approving schedules of design and construction activities; 

 any other activity necessary to complete the bond program. 

 

B. Program and Project Contingency 

In order to minimize the risk of exceeding the overall 2016 Bond Program budget and manage 

unforeseen issues that may arise in such a large bond program, the District staff recommended 

setting aside 5% of the 16 projects being managed by Jacobs Engineering into a separate 2016 

Bond Program Contingency account.  This account represents $29,985,386.00, or 5% of 

$599,707,739.  
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A separate project contingency amount is identified in each project, reflecting 3% to 5% of the 

total project’s budget.   This amount varies given the complexity and size of the project.   

Changes to the project contingency budget, or any line item within the project’s budget, are 

recommended by the Executive Director of Facilities and Construction and approved by the 

Chief Quality Officer (CQO).   

 
C. Use of Interest Earnings Generated from 2016 Bond Fund Proceeds 

Bond fund proceeds will be invested in accordance with the District’s Investment Policy.    

These interest earnings will be dedicated for use by the District for administrative expenses 

related to the 2016 Bond Program.    Administrative expenses include payroll expenses for 

employees assigned to the bond program, moving expenses, lease expenses related to 

temporary relocations of students and/or staff as a result of construction projects, community 

engagement expenses related to the 2016 Bond Program, legal fees related to bond program 

management and/or projects, consultant expenses for program-wide related matters and any 

other expenses that are administrative in nature but 100% related to the 2016 Bond Program.   

Interest funds may also be used to augment bond projects, however, any use of interest funds 

for anything other than administrative expenses will require approval by the BOT. 

D. Citizen’s Bond Advisory Committee (CBAC) 

The CBAC was established by the BOT as an ad hoc advisory body of the district.  The CBAC 
is responsible to, reports to, and serves at the will of, the Trustees and the Superintendent.   
CBAC recommendations are advisory only. The BOT retain sole decision-making authority.  A 
CBAC Charter was adopted by the BOT on January 17, 2017.  This charter (Exhibit H) governs 
the activities of the CBAC.  The CBAC also adopted the CBAC Reference Guide as a tool to 
guide the committee in its work as outlined in the charter. 

 

The Superintendent designates the Deputy Superintendent for Finance & Operations 
(DSFO) as the coordinator of the CBAC.   The DSFO shall appoint up to t h r e e  ( 3) District 
employees to serve as support to the CBAC.    One of the appointees is the Executive 
Director of Facilities and Construction.   

 

The CBAC shall be available to assist the District and DSFO in communicating 

information to the public, and in gathering and assessing public input.  Typically, the CBAC 

meets on a bi-monthly basis.   Meeting minutes will be taken by District staff and approved by 
the Secretary and Chair of the CBAC.   To the extent possible, the CBAC will have an 
opportunity to review and comment on major changes in Bond-funded activities, allocations, 
and projects prior to final action by the BOT. The BOT will determine the threshold for what a 
major change entails based on a dollar amount or percentage of the Bond funds.  If requested 
by a majority of the CBAC, the Chair shall present any comments regarding major changes to 
bond-funded allocations and projects at the next regularly scheduled BOT meeting.   

 

E. Major Changes to Bond Program 

 

Any major changes to the bond program will first be presented to the Board Facilities Committee 
and then submitted to the full BOT, typically at a regularly scheduled BOT meeting.   In addition 
and to the extent possible, major changes will be presented to the CBAC for review and input. 

 

A major change is defined as any use of the Program Contingency Account, as well as the use 
of any interest funds for anything other than administrative uses as defined in Section 3.5 C.     
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Example:  If a project needs additional funding for construction, District staff may propose the 
use of Program Contingency funds, first to the Board Facilities Committee, and then to the BOT*.  
Typically, the recommendation for additional funding is made at the time that the contract is 
being recommended to the BOT at a regularly scheduled meeting.   The Administration’s 
recommendation will be included in the Executive Summary page that supports each BOT item.   
Upon approval by the BOT, the District will allocate approved funding through a budget transfer 
and move the funds from the Program Contingency account to the project’s budget. 

 

*If timing allows, the recommendation will go to the CBAC prior to the BOT consideration.   If 
timing does not permit such presentation, the change will be presented at the next available 
CBAC meeting. 

 
F. Documentation of Critical Activities 

 
1. For the Construction Team Meeting (last Thursday of each month): 

a. Jacobs will prepare the agenda and the monthly reports (pay apps report, change 
orders report, construction summary report, financial management workbook/or budget 
sheets and schedule update) to be reviewed and discussed in the meeting (reports 
include critical activities, updates, etc.). 

b. Jacobs will provide meeting minutes to the Chief Quality Officer (CQO) for review and 
approval via email within 48-72 hours after the meeting. 

c. Upon the CQO’s approval via email, Jacobs will compile the package that includes: 
transmittal signed by Jacobs Program Deputy Director, or designee, meeting minutes 
noted as “final and approved by the CQO (signed and dated), with all reports listed in 
1.a. above).   A hard copy will be submitted to the CQO for information “as 
memorandum” and the package will also be sent via email to all necessary parties 
involved to be shared with the EPISD departments as applicable.  

d. Final monthly package/ memo will be uploaded to SharePoint by Jacobs for record. 
e. An example of the Meeting Minutes, prepared by Jacobs, is as follows: 
 

 

 

 

2. For the Bond Weekly Update Meeting (every Thursday of each month with the 
exception of last Thursdays) 
a. Jacobs will prepare the Agenda for the Bond Weekly Update Meeting. 
b. After the meeting, Jacobs will provide meeting minutes via email within 48-72 hours to 

the CQO for review and approval. 
c. After the CQO’s approval, Jacobs will add a note to the minutes “Final – Approved by 

CQO, and specify date approved.   
e. Final approved minutes will be distributed to the following:  CQO, Executive Director 

for Facilities and Construction, Project Manager for Real Estate, Chief Quality Officer, 
Chief Information Officer, and Jacobs team, as appropriate.   The CQO and Director of 
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Facilities and Construction will distribute, as necessary, to the EPISD departments that 
need to be informed 

f. Final weekly meeting minutes will be uploaded to SharePoint by Jacobs for record. 
 

G. Vendor/Contractor Performance Evaluation (Contracts over $10 million) 

 

In accordance with the EPISD Procurement Manual, all contracts over $10 million may have a 
unique Vendor/Contractor Performance Evaluation (PE) performed at regular intervals or as 
called for in a specific contract.    The contractor for the 2016 Bond Program is over the $10 
million threshold and a unique Vendor/Contractor Performance Evaluation should be prepared 
to evaluate the performance of the contractor. 

 

Steps to follow in the PE process: 

 

1. The Facilities and Construction Department, in conjunction with the Procurement 
Services Department, will develop a comprehensive and formal performance review 
document to evaluate the 2016 Bond Program Manager. 

2. The Chief Quality Officer (CQO) will lead the performance evaluation process and will 
be in charge of summarizing results from the individual PE’s into one overall performance 
rating for the year.   The CQO will be responsible for distributing the results to key 
stakeholders and will be in charge of monitoring any Corrective Action Plan (CAP) 
activities that result from the PE.  

3. Key stakeholders will be identified with the two departments in consultation with the Chief 
Quality Officer. Key stakeholders are those individuals with direct and significant 
involvement of the projects for the review period being evaluated.    At a minimum, the 
following key stakeholders should be included: 

a. the CQO 

b. the Executive Director of Facilities and Construction 

c. a campus principal for a key project 

4. The PE will be completed at the end of each calendar year, beginning with the calendar 
year ending December 31, 2019 until the end of the contract.   The first evaluation period 
will cover the beginning of the contract year, February 2017 through December 2019. 

5. The PE will define the basic performance criteria mentioned in the contract.   

6. To the extent possible, the PE instrument should include S.M.A.R.T. (specific, 
measured, attainable, relevant, and timely) criteria based on facts, figures, or other 
measurable criteria, which is less subjective and arbitrary in nature.   The PE instrument 
may be modified, as necessary, during each of the evaluation periods.   These reviews 
will be used as "progress reports" of the vendor with the intent to recognize (i) 
exceptional performance, (ii) correct deficient performance, and/or (iii) address non-
compliant areas identified in action plans on a timelier basis. 

7. In those areas identified as “Needs Improvement” or “Unsatisfactory”, a correction 
action plan should be developed as part of each performance review conducted.   The 
District should use these plan(s) to document and communicate to the vendor those 
areas identified as non-compliant and/or needing improvement.  

8. In the event of an overall unsatisfactory PE (i.e. continuous non-compliance), the 
District will follow the Procurement Services Department’s vendor performance 
reporting process.   This is included in Section 12.7 of the Procurement Services 
Department’s Manual.   

9. No later than thirty (30) days after the PE has been completed,  the CQO will provide 
a copy of the performance review to appropriate key 2016 Bond Program stakeholders, 
to include the Superintendent and Cabinet.  Upon approval by the Superintendent, a 
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copy will be provided to the CBAC chair and membership as well as Board of Trustees.   
A copy will also be filed with the vendor file at the Procurement and School Resources 
Department.   

 

H. Bond Website 

 

As part of the overall EPISD.org website, a BOND website will be maintained that contains 
critical information about the bond program.    This website is designed to assure the public full 
transparency and provide frequent updates on the status of the bond program.   It is located at: 

 

https://www.episd.org/episdbond2016 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

https://www.episd.org/episdbond2016
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APPENDIX 
Exhibit A  
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Exhibit B 
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Exhibit C 
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Exhibit D - Sample 
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Exhibit E 
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Exhibit F 
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Exhibit G 
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Exhibit H 
Voter Compact (4 Pages) 
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Exhibit I  
 
 

Change Order Review Checklist 
 

1) Confirm who is requesting the change order (i.e., owner, A/E, unforeseen condition). 
2) Confirm scope of work is accurately described. 
3) Confirm cost is appropriate for the scope of work. 
4) Confirm all required backup documentation is included.  
5) Confirm number of days are appropriate for the scope of work. 
6) Confirm subcontractor proposals are included and appropriately itemized. 
7) Confirm all charges are allowable. 
8) Confirm general contractor has not started any work prior to approval of a change order. 
9) Confirm A/E has provided a detailed assessment of the change order, to include 

recommendations. 
10) Confirm all prior change orders have been accurately accounted for in calculating revised 

contract amount. 
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REFERENCES 
 

Policy References: CH (Legal); CH (Local), CV (Legal), CV (Local), CVA (Legal), CVB (Legal), CVC (Legal), 
CVD (Legal), CF (Legal), CL (Legal) for Buildings, Grounds and Equipment Management- Recycling 
Program 
 
The most current policies may be obtained through the policy online website: 
https://pol.tasb.org/Home/Index/437   
 
Other References:  City of El Paso Municipal Code:  Sections 5.08.100, 110, 120 Texas 
State Laws:  Vernon's Texas Civil Statutes:  Alcoholic Beverage Code Section 109.33 Subchapter C. 

https://pol.tasb.org/Home/Index/437

