
AGENDA 
 

REGULAR SCHOOL BOARD MEETING 
 

GADSDEN COUNTY SCHOOL BOARD 
MAX D. WALKER ADMINISTRATION BUILDING 

35 MARTIN LUTHER KING, JR. BLVD. 
QUINCY, FLORIDA 

 
May 25, 2021 

 
6:00 P.M. 

 
 
THIS MEETING IS OPEN TO THE PUBLIC 
 
1.   CALL TO ORDER 
                                                                                       
2.    OPENING PRAYER 
 
3. PLEDGE OF ALLEGIANCE 
 
4. RECOGNITIONS 

 
ITEMS FOR CONSENT 
 
5. REVIEW OF MINUTES – SEE ATTACHMENT 
 

a. April 27, 2021, 4:30 p.m. – School Board Workshop 
 
b. April 27, 2021, 6:00 p.m. – Regular School Board Meeting 
 

c. April 28, 2021, 9:00 a.m. – School Board Retreat 
 
d. May 11, 2021,  5:00 p.m. – Special School Board Meeting 
 

ACTION REQUESTED: The Superintendent recommends approval. 
 

6. PERSONNEL MATTERS (resignations, retirements, recommendations, leaves of 
absence, terminations of services, volunteers, and job descriptions)  

 
a. Personnel 2020 – 2021 – SEE PAGE #5 

 
  ACTION REQUESTED: The Superintendent recommends approval. 
 

b. Personnel 2021 - 2022 – SEE PAGE #7 
 

ACTION REQUESTED: The Superintendent recommends approval. 
 

c.       Gadsden County Public Schools Organizational Chart 2021 – 2022  
                       SEE PAGE #11 

 
ACTION REQUESTED: The Superintendent recommends approval. 
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7. BUDGET AND FINANCIAL TRANSACTIONS 

 
a.       Board Review Requested for the 2020 – 2021 Third Quarter Financial  

 Statements from Crossroad Academy Charter School - SEE PAGE #25 
 

Fund Source: All Public Funds at Crossroad Academy Charter School 
Amount: Crossroad Academy Charter School Financial Statements 

Attached 
 
ACTION REQUESTED: The Superintendent recommends approval. 
 

8. AGREEMENT/CONTRACT/PROJECT APPLICATIONS 
 

a. Board Approval for Amendments to the Contractual Agreement with Rostan 
Solutions, LLC for Professional Services Dealing with FEMA – SEE PAGE #29 

 
Fund Source: Eligible for FEMA Reimbursement of 75% of Cost and Florida 

Division of Emergency of Management of 12 ½ % of Cost; 
Initial cash flow is provided by Insurance Recovery Funds 

Amount: Hourly payments based on utilization of services – Status of 
FEMA Projects – in appeals process 

 
ACTION REQUESTED: The Superintendent recommends approval. 

 
b. Paraprofessional to Professional Partnership Program - SEE PAGE #51 

                       
Fund Source: Title II, Part A (2020- - 2021 funding period) 
Amount: $28,307.15 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
c. EdforTech Gadsden Integrative STEM PD – SEE PAGE #60 

 
Fund Source: Title IV Part A: Student Support and Academic Enrichment 
Amount: $56,315.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
d. Strengthening Teaching and Instructional Leadership – SEE PAGE #67 

 
Fund Source: Title II. Part A 
Amount: $57,115.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
e. FSU Multidisciplinary Services 2021-22 School Year – SEE PAGE #85 

 
Fund Source: FEFP Dollars 
Amount: $25,000.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
f. Request Approval for Erate Funded Services – SEE PAGE #96 

 
Fund Source: USAC-Erate/District            Erate Funding: $472,445.31 
Amount: $606,040.37                          District Funding: $133,595.06 
 
ACTION REQUESTED: The Superintendent recommends approval. 
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g. Renewal of Charter School Contract – SEE PAGE #165 
 

Fund Source: General Fund 
Amount: To Be Determined by FEFP (Florida Education Finance 

Program) Generated by Annual Enrollment 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
h. FOCUS School Software Contract – SEE PAGE #212 

 
Fund Source: General Fund (Capital Outlay) 
Amount: $75,164.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
i. PAEC Student Data Services Resolution and Contract – SEE PAGE #217 

 
Fund Source: General Fund (Capital Outlay) 
Amount: Base sum of $13,500.00 plus a sum per the most recent FTE 

Enrollment Forecast from the Office of Economic & 
Demographic Research mid-year Estimate and WDIS as per the 
2020-21 year’s enrollment @ a rate of $0.946537517 

 
ACTION REQUESTED: The Superintendent recommends approval.  
 

9. SCHOOL FACILITY/PROPERTY  
 
a. Purchase Order Request (Clemons, Rutherford and Associates)  

SEE PAGE #221  
 

Fund Source: Insurance Recovery 
Amount: $31,200.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
b.      Request to Announce the Intent to Pre-Qualify Contractors – SEE PAGE #224 

 
Fund Source: Varies by project but could be from state, federal, grant, insurance 

or FEMA 
Amount: Varies by project 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
c.      Purchase Order Request (Coggin Chev at the Avenues) – SEE PAGE #255   

 
Fund Source: General Fund (as allocated and approved in the September 8, 2020 

Final Original Budget for the 2020–21 school year) 
Amount: $105,160.00 
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
d.       Purchase Order Request (Matthews Buses Florida) – SEE PAGE #258 

 
Fund Source: General Fund (as allocated and approved in the September 8, 2020 

Final Original Budget for the 2020–21 school year)  
Amount: $470,162.00 
 
ACTION RQUESTED: The Superintendent recommends approval. 
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e. Disposal of Gretna Elementary School Property – SEE PAGE #271

ACTION REQUESTED: The Superintendent recommends approval.

10. CONSIDERATION, PROPOSAL, AND/OR ADOPTION OF ADMINISTRATIVE
RULES AND RELATED MATTERS

a. Approval of Job Description – SEE PAGE #272

Fund Source: N/A
Amount:  N/A

ACTION REQUESTED: The Superintendent recommends approval.

b. Request to Advertise Notice of Intent to Amend/Adopt Policies - SEE PAGE #279

Fund Source: N/A
Amount: N/A

ACTION REQUESTED: The Superintendent recommends approval.

11. EDUCATIONAL ITEMS BY THE SUPERINTENDENT

12. SCHOOL BOARD REQUESTS AND CONCERNS

13. ADJOURNMENT
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TIE SCBOOl BODI OF 6ADSDEN £O1JNTY 

"Putting Children First" 

May 25, 2021 

The School Board of 
Gadsden County, Florida 
Quincy, Florida 32351 

Dear School Board Members: 

35 Martin Luther King, Jr. Blvd 
Quincy, Florida 32351 

Main: (850) 627-9651 or Fax: (850) 627-2760 
www.gcps.k12.fl.us 

Elijah Key 
Juperinlendenl 

keye@gcpsmail.com 

I am recommending that the attached list of personnel actions be approved, as indicated. I further recommend 
that all appointments to grant positions be contingent upon funding. 

Item 6A Instructional and Non-Instructional Personnel 2020-2021 
Item 6B Instructional and Non-Instructional Personnel 2021-2022 

The following reflects the total number of full-time employees in this school district for the 2020-2021 school term, 
as of May 25, 2021. 

Description Per DOE Classification 
Classroom Teachers and Other Certified 
Administrators 
Non-Instructional 

Sincerely, 

Superintendent of Schools 

Cathy S. Johnson 

DISTRICT NO. l 

Havana, FL 32333 

Midway, FL 32343 

Steve Scott 

DISTRICT NO. 2 

Quincy, FL 32351 

Havana, FL 32333 

DOE 

Obiect# 
120 & 130 
110 
150, 160, & 170 

Leroy McMillan. 

DISTRICT NO. 3 

Chattahoochee, FL 323324 

Greensboro, FL 32330 

#Employees 

May2021 
364.00 
55.00 

389.00 
808.00 

Charlie D. Frost 

DISTRICT NO. 4 

Gretna, FL 32332 

Quincy, FL 32352 

Karema D. Dudley 

DISTRICT NO. 5 

Quincy, FL 32351 

"The Gadsden County School District does not discriminate against any person on the basis of sex (including transgender status, gender nonconforming, and 
gender identity), marital status, sexual orientation, race, religion, ethnicity, national origin, age, color, pregnancy, disability, or genetic information. " 

6a & b
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ______________

DATE OF SCHOOL BOARD MEETING:   May 25, 2021  

TITLE OF AGENDA ITEM:  Gadsden County Public Schools Organizational Chart 2021-2022

DIVISION:  

_____ This is a CONTINUATION of a current project, grant, etc. 

PURPOSE AND SUMMARY OF ITEM:  

The purpose of this item is to get approval of the 2021-2022 organizational chart. 

FUND SOURCE: N/A 

AMOUNT:  N/A 

PREPARED BY: Elijah Key  

POSITION:  Superintendent of Schools 

INTERNAL INSTRUCTIONS TO BE COMPLETED BY PREPARER 
_____ Number of ORIGINAL SIGNATURES NEEDED by preparer. 
SUPERINTENDENT’S SIGNATURE:  page(s) numbered ___________ 
CHAIRMAN’S SIGNATURE:  page(s) numbered __________________ 
REVIEWED BY: _____________________ 

6c

Page  11  of   286



Page | 1 

Cathy Johnson
School Board Member

District 1

Steve Scott
School Board Member 

District 2
Vice Chairman

Leroy McMillan
School Board Member

District 3
Chairman

Elijah Key
Superintendent of  Schools

Deputy Superintendent
2022-2023 School Year

Assistant Superintendent for 
Academic Serivces  

Director of
Federal Programs

Director of
Exceptional Student 
Education (PK-12)

Director of Curriculum and 
Instruction 

(K3 - 5th Grade) Elementary
Vacant - Pending Board 

Approval

Director of Curriculum and 
Instruction 

(6-12) Secondary
Vacant - Pending Board 

Approval

Director of Professional 
Learning

Supervisor of Early 
Learning

Principals
K-12

Assistant Superintendent 
for Support Services  

Director of Media and 
Technology Services

Director of Facilities

Director of 
Transportation

Director of Career, 
Technical and 

Adult Educaiton
Vacant

Coordinator, Family 
and Community 

Engagement

Director of Human 
Resources

Chief Financial Officer  

Budget Manager

Systems Support 
Specialist

Chief Payroll Clerk

Administrative Assistant
Safety & Security 

Coordinator

Charlie Frost 
School Board Member

District 4

Karema Dudley
School Board Member

District 5

Gadsden County Public Schools 
Organizational Chart 2021-2022 DRAFT 

Page 1 
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Assistant Superintendent for Academic Services

Director of
Federal Programs

Director of
Exceptional Student 
Education (PK-12)

Director of Curriculum and 
Instruction 

(K3 - 5th Grade) 
Elemetnary

Vacant- Pending Board 
Approval

Director of Curriculum 
and Instruction 

(6-12) Secondary
Vacant - Pending Board 

Approval

Direcotor of Professional 
Learning

Administrative Assistant
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Assistant Superintendent for Support Services

Director of Information 
Technology

Director of Facilities Director of Transportation
Director of Career, Technical 

and Adult Education
Vacant

Coordinator, Family and 
Community Engagement

Director of Human 
Resources

Administrative Assistant Receptionist

Custodian
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Chief Financial Officer

Budget Manager Systems Support Specialist Account Clerks  Chief Payroll Clerk
Coordinator

School Food Service
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Director of Human Resources

Staff Assistant Human Resources Specialist Secretary III

Administrative Assistant
(Vacant)
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Supervisor Early Learning

Coordinator
Health Services

Coordinator
Education Disability 
Transition Services

Resource Teachers

Coordinator 
Social Services

Family Services
Program Assistant

Coordinator
Parent Services

(Vacant)

Resource
Visiting Teacher Program Assistant Pre-K

Teachers

Paraprofessional

Custodian

Administrative 
Assistant Receptionist
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Director of Transportation

Office Manager Routing Specialist
Supervisor/
Coordinator

Vehicle Services
Parts Manager Vehicles 

Mechanics Bus Drivers Bus 
Attendants

Transportation 
FTE Specialist

(Proposed)

Radio Dispatcher
Clerical Assistant

(Proposed)
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Director of Facilities

Maintenance Supervisor

Maintenance Workers

HVAC 
Techs

Plumbers Carpenters
Coordinator

Custodial Services

Secretary
Administrative 

Assistant
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Director Media and Technology Services

Media Specialist
(Vacant)

Network Coordinator

Computer Training 
Specialist

Computer Repair 
Techician

Instrctional Technology Training 
Specialist
(Vacant)

Coordinator
Administrative Technology

Administrative System 
Spuport Specialist

System Analyst

Administrative Assistant
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School Principal

Assistant Principal Media Specialist Guidance Counselor Teacher

Paraprofessional/
Parent 

Liaison/Computer Lab 
Proctor

School Food Service 
Manager

School Food Service 
Worker

Custodian
Custodial Assistant

Office Manager/Secretary/Bookkeeper
/Assistant Secretary/Data Entry 

Clerk/Receptionist
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Coordinator Family & Community Engagement

Visiting Teacher Volunteer Services
Homeless Outreach Consultant

Receptionist
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Director of Exceptional Student Education

Program Specialist School Psychologist Social Worker Employment Specialist
SED/EH Pgms

(GCA/FSH)
Therapists 

[OT, PT, SP]
TEACHERS

[Homebound]
[Vision]
[ESE PK]

[ESE Transition]
[Adaptive PE]

Transition (vacant)

Paraprofessional

Administrative Assistant Staff Assistant

Secretary 1 Computer Operator
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ESOL Program Coordinator
(Contracted)

Secretary Itinerant Teacher

Paraprofessional
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ______________

DATE OF SCHOOL BOARD MEETING:   May 25, 2021  

TITLE OF AGENDA ITEM:  Purchase Order Request  

DIVISION:  Facilities 

_____ This is a CONTINUATION of a current project, grant, etc. 

PURPOSE AND SUMMARY OF ITEM: This Board request is for the approval of a purchase 

order to be issued to Clemons, Rutherford and Associates, Inc. in the amount of $31,200.00. 

Attached is a copy of the proposal for a massing study and three-dimensional graphics for a new 

kindergarten through eighth grade school at 1400 West King Street in Quincy.    

FUND SOURCE: 3950 E 7420 3100 0000 89600 00000 00000  

AMOUNT:   $31,200.00 

PREPARED BY: Bill Hunter 

POSITION:   Director of Facilities 

INTERNAL INSTRUCTIONS TO BE COMPLETED BY PREPARER 
      1          Number of ORIGINAL SIGNATURES NEEDED by preparer. 
SUPERINTENDENT’S SIGNATURE:  page(s) numbered   2 
CHAIRMAN’S SIGNATURE:  page(s) numbered   N/A  
REVIEWED BY:  Bill Hunter  

9a
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April 21, 2021 

Mr. Bill Hunter 

Gadsden Co Public Schools 

35 Martin Luther King, Jr. Blvd 

Quincy, FL 32351 

RE: Gadsden County Schools – Proposed New K-8 

Fee Proposal for Massing Study and 3-D Graphics 

Dear Mr. Hunter: 

Thank you for utilizing Clemons, Rutherford & Associates for your architectural study and 3-D graphics 

needs.  We are pleased to offer the following proposal for your review and consideration.   

General Project Description: 

- New K-8 school

- Location – Shanks Middle School, Quincy, FL

- Student Stations, +/- 1,800

General Scope of Services: 

- Massing Study for a new K-8 school to located at the existing Shanks Middle School site.

o Conceptual site plan for massing

o Conceptual floor plan

o Prepare order of magnitude cost estimate

- Attend building committee meetings

- Marketing Graphics

o 3-D Aerial view of campus (moderate detail)

o 3-D eye level of primary elevation (fine detail)

o 3-D interior view of a common space e.g. Media Center (very fine detail)

- Present preliminary plans and 3-D images for review and approval

- Incorporate owner comments into final concept plans and final 3-D images

- Provide print ready electronic images and two mounted prints of 3-D images

Not included in scope:  Construction documents, specifications, phasing plans, geotechnical, surveying, 

engineering services, bidding assistance, and construction contract administration.   

Fees: 

Since development time for concept plans and images can vary significantly depending on how quickly 

concepts can be nailed down, we are proposing an Hourly Not to Exceed fee structure.  This will allow 

for the opportunity to minimize the fee if a solution is reached quickly while leaving some range in fee to 

allow for some development time if needed. 

Hourly Plus Expenses Not to Exceed: ................................................... $31,200.00 

Payment Schedule: 

Invoicing will be monthly based on hours completed and expenses to date. 
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If you need any additional information concerning this proposal, please do not hesitate to contact me. 

Sincerely, 

Authorization By: 

Signature____________________________ 
James H. Lewis 

Production Manager / Architect Title________________________________ 

LEED AP  

Date________________________________ 
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ______________

DATE OF SCHOOL BOARD MEETING:   May 25, 2021  

TITLE OF AGENDA ITEM:      Request to Announce the Intent to Pre-Qualify Contractors 

DIVISION:  Facilities 

 This is a CONTINUATION of a current project, grant, etc. 

PURPOSE AND SUMMARY OF ITEM: The State Requirements for Educational Facilities 

(SREF) 4.1 and FS 1013.46 require the Board to announce its intent to pre-qualify contractors to 

serve as Construction Managers (CM) at a public meeting.  This will be done on an annual basis 

for any capital projects.  The Board shall make available to any interested contractor the pre-

qualification packet. After the evaluation process is complete, a recommendation of qualified 

contractors will be submitted to the Board for final acceptance. This request is to approve the 

process to pre-qualify Construction Managers for the period of July 1, 2021 through June 30, 

2022.      

FUND SOURCE: varies by project but could be from state, federal, grant, insurance or 

FEMA 

AMOUNT:  varies by project 

PREPARED BY: Bill Hunter 

POSITION:  Director of Facilities 

INTERNAL INSTRUCTIONS TO BE COMPLETED BY PREPARER 

  N/A  Number of ORIGINAL SIGNATURES NEEDED by preparer. 

SUPERINTENDENT’S SIGNATURE:  page(s) numbered       N/A 

CHAIRMAN’S SIGNATURE:  page(s) numbered   N/A 

REVIEWED BY:  Bill Hunter 

9b
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Request for Proposals (RFP) 

Gadsden County School District’s 

Continuing Services for 
Construction Management on 

Minor Projects 

District Wide, Gadsden County Florida 

Date Issued: 6/3/2021 

Date Due: 6/30/2021 

RFP Number: _2021-004_ 
GCS’s Purchasing Department Attn: __Andrea Lawson_ 

35 Martin Luther King Jr. Blvd., Quincy  
Office: (850) 627-9651 ext. _1287_, E-mail: _lawsona@gcpsmail.com 
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ADVERTISEMENT

The Gadsden County School Board 
Is seeking Construction Managers to pre-qualify for bidding future Capital Improvement Projects. 

The School Board of Gadsden County in Quincy Florida invites qualified Construction Managers 
to submit their Qualifications in a sealed envelope with the intent of Pre-qualifying Contractors for 
future Capital Improvement projects.  

Proposers must possess the following minimum qualifications to be considered: 

1. A clear understanding of requested services

2. A minimum of 5 years in business in good standing with DBPR and BBB

3. Possess experience in K-12 educational facilities construction

4. Adequately staffed to meet District needs

5. Properly insured as specified

6. Financially stable

7. Properly licensed

8. Bondable

An RFP proposal package may be picked up at the Administration Building located at 35 Martin 
Luther King Jr. Blvd., Quincy FL or an electronic copy by e-mailing _lawsona@gcpsmail.com. 
Additional requirements and mandatory forms are contained in it. Participants must thoroughly 
familiarize themselves with all instructions in the proposal package to be responsive.  

There will be no mandatory pre-submission conference or site visit for this RFP. 

Proposals shall be delivered to the Gadsden County School’s Purchasing office located at 35 
Martin Luther King Jr. Blvd., Walker Administration Building, by 1:45 pm, on 6/30/2021. Proposal 
will be opened on 6/30/2021 at 2:00 pm in the Walker Administration Building located at 35 Martin 
Luther King Jr. Blvd., Quincy, FL 32351  
Recommendation will be made to the Board, providing the proposals have been submitted in 
accordance with the requirements of this RFP document.  

Please direct all questions by e-mail to: _Andrea Lawson, E-mail: _lawsona@gcpsmail.com 

Any person with a disability requiring special accommodations at the pre-bid conference and/or 
bid/proposal opening shall contact Purchasing at the phone number above at least five (5) working 
days prior to the event. If you are hearing or speech impaired, please contact the Purchasing 
office by using the Florida Relay Services, phone number 1 (800) 955-8771 (TTY). 
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SCHEDULE OF EVENTS 

Summary: A schedule of events shall be established that will govern all action items related to 
the competitive solicitation process. This schedule shall be strictly maintained.  

Failure by any proposer to meet the event schedule will disqualify that proposer from 
participating in this RFP but does not disqualify that Proposer from participation in other RFPs. 

Schedule of Events 
Description Date Time 

Public posting 6/3/2021 8:00 am 

Last day for written inquiries 6/16/2021 4:00 pm 

Anticipated answers to questions 6/23/2021 5:00 pm 

Proposal due date 6/30/2021 1:45 pm 

Proposal opening 6/302021 2:00 pm 

Anticipated start of evaluation 7/1/2021 2:00 pm 

Anticipated recommendations to the Board 7/9/2021 6:00 pm 
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INSTRUCTIONS TO PROPOSERS  

PART 1 – GENERAL CONDITIONS 

1.1 All Correspondence, communication, and all informational exchanges shall be 
coordinated through GCPS Purchasing office. Follow all instructions listed. Failure to do 
so could result in disqualification. 

1.2 Nonacademic Purchases: The Gadsden County School Board, prior to the release of 
this RFP, has reviewed the purchasing agreements and state term contracts to determine 
whether it is in the school board’s economic advantage to use the agreements and 
contracts. F.S. 1010.04 

1.3 Vendor Registration: All individuals or firms wishing to do business with The Gadsden 
County School District, whether a Consultant, Contractor, Subcontractor or Material 
provider, must register as a Vendor prior to submitting a Bid or Proposal. A Vendor ID No. 
is mandatory for receiving a PO. 

A. If you are not a registered GCPS vendor, you will need to complete the W-9 form
and return it to GCPS Purchasing office.

B. If you previously registered as a vendor and received your vendor ID number there
is no need to re-submit, just reference your number on the Bid Form.

1.4 Proposer Registration: In addition to the Vendor Registration, proposers must register 
with GCPS Purchasing Office in order to be placed on the mailing list for any forthcoming 
addenda or official communications. GCPS shall not be responsible for providing 
addendums to proposers that are not registered.  

A. Failure to register as a prospective proposer may cause your proposal to be rejected
if you have submitted without the most current addendum.

1.5 All purchases for services or commodities $25,000.00 or more, whether a onetime 
purchase or an accumulation of like items, are required to be handled through a 
competitive bid, unless specifically exempt as indicated in DOE Rules and Regulations or 
Board Policy. 

A. Competitive bids are mailed or delivered in a sealed envelope. The specified due
date and time shall be strictly followed.

B. Unless specified elsewhere, purchases $25,000 and up must be approved by the
Gadsden County School Board.

1.6 Subcontracting: Where a proposer utilizes subcontracts in the performance of the Work 
the names of the subcontractors will be included as part of the proposal. The proposer 
shall submit a Subcontractors List. Form provided with the RFP   

1.7 Site Visits: shall be scheduled by the owner to hours during which disruption of normal 
activities are minimized. 

A. All proposers will check in with the Facilities Office before arriving at any of GCPS
sites.
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B. Visitors shall be escorted by Facility staff or their representative. At no time are they
allowed to enter school property without authorization and checking in.

C. Contact, communication, videotaping or photographs of students or other
staff is strictly prohibited.

D. Proper decorum and behavior appropriate to an educational facility is mandatory.
Disruption of educational activities will not be tolerated.

E. District personnel are not authorized to interpret, clarify, or modify the RFP in any
way.

1. All interpretations, clarifications, or modifications shall be by mean of an
addendum issued from GCPS purchasing department.

1.8 Existing Conditions: Failure of Proposer to acquaint itself with any applicable condition will 
not relieve it from the responsibility for properly estimating either the duration, difficulties, or 
the costs of successfully providing the services. 

1.9 Proposal Representation: By submitting a proposal the Proposer represents that it has: 

A. Examined all Documents thoroughly.

B. Visited the site(s) to familiarize themselves with local conditions that may in any
manner affect cost, progress, or performance in providing the services.

C. Familiarized themselves with federal, state, and local laws, ordinances, rules, and
regulations that may in any manner affect cost, progress or performance of the
service.

1.10 Interpretations: All questions about the meaning or intent of the RFP shall be submitted 
only through GCPS Purchasing Office who will log and forward for written clarifications. 

A. All answers will be by addenda. Only questions answered by formal written Addenda
issued by GCPS Purchasing Office will be binding. Oral and other interpretations or
clarifications will be without legal effect.

B. Any items, materials, conditions, services, etc.… that may be alluded to in any 
documentation and that is not clearly understood by the proposer as to the Owner’s 
intent, shall be clarified by the proposer prior to submitting. Failure to clarify any 
ambiguity shall not relieve the proposer from supplying the intent of the Owner as 
part of the base contract. 

1.11 Revisions and Amendments to the RFP: The Owner reserves the right to revise or 
amend the RFP prior to the opening date. Such revisions and amendments, if any, will be 
announced by an addendum. The date set for the opening of the RFP may be postponed 
by as many days as the Owner deems adequate to estimate material and cost changes. 
In such cases the addendum will include an announcement of the new RFP opening date. 
The proposers shall acknowledge receipt of all addenda by signing, dating, and returning 
the acknowledgment page of the addendum with their proposal.  
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1.12 Bonds and Insurance: Insurance is required for all projects with the District. Bonding is 
required on larger projects as specified. 

A. Bonds: Any person entering into a formal contract with the Gadsden County School
Board, for construction or repairs shall be required, before commencing the work, to
execute and record in the public records of the county where the Work is located, a
payment and performance bond with a surety company authorized to do business in
Florida. F.S. 255.05.

1. For Work $100,000 or less, no payment and performance bond shall be
required unless specified otherwise.

2. Evidence of bonding capability for the following major subcontractors may be
required to be included with the Bid:

a. Mechanical
b. Electrical
c. Plumbing
d. Roofing
e. Shell and Concrete

3. For the "Performance Bond and Payment Bond", (AIA) Document A312, March
1987 Edition shall be used.

4. When Bonds are required, a statement from a qualified Surety company giving
evidence of bonding capability at 100% of the Contract Amount being bid, must
accompany all project proposals or Sub-Contractor bids.

5. The respective performance and payment bonds shall:

a. Require the Surety to perform the Subcontract and to pay all bills and
invoices for labor done and materials provided in the performance of the
Work, including any guarantee or warranty period provided for in the
Contract Documents.

b. In case of default or other proceedings on the part of the Subcontractor,
actions for all expenses incident to ascertaining and collecting losses under
the bond, including reasonable attorney's fees for same, shall be covered
by the bond.

B. Insurance: Evidence of current insurance or the ability to retain adequate insurance
must accompany all bids and proposals. Before providing any services the
Contractor, at its own expense, shall obtain for itself and its personnel and will
maintain the following insurance coverage throughout the term of this Agreement.
Certificates of Insurance acceptable to the Owner shall be filed with the Owner prior
to commencement of the Work.

1. Workers’ Compensation: The Contractor and all Sub-Contractors must
include proof of current Workers’ Compensation insurance with their Proposal
or Bid. Such proof of insurance must be evidenced by a certificate of coverage
issued by the carrier, a valid exemption certificate approved by the department
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of Financial Services or a copy of the employer’s authority to self-insure. F.S. 
440 and 489.114. 

a. All Contractors and Subcontractors shall maintain valid Workers’
Compensation Insurance throughout the project as required by F.S.
440.

2. Liability Insurance: Comprehensive general liability insurance coverage
(including, but not limited to, contractor’s commercial liability coverage and
automobile liability coverage for vehicles) for services, Work, and construction
contemplated under this Agreement, for limits not less than $1 million per
occurrence.

a. The Owner shall be exempt from and in no way liable for any sums of
money which may represent a deductible in any insurance policy. The
payment of such deductible shall be the responsibility solely of the
Contractor and/or Subcontractor providing such insurance.

3. Property Insurance: Property Insurance shall be required upon the entire
Work at the site for the full insurable replacement value thereof. This insurance
shall include the interests of GCS, the Construction Manager, subcontractors,
and Trade Contractors. Property damage coverage shall include “all risk”
coverage for physical loss or damage to the property, equipment, and items. It
shall be maintained until final payment has been made or until no person or
entity other than the Owner has an insurable interest in the property.

a. The Gadsden County School Board shall be named as additional insured
on policy.

b. For project less than $100K, Property Insurance may be waived at the
Owner’s discretion.

c. Any special insurance requirements will be addressed in the Special
Conditions.

1.13 Familiarity with Laws: The proposer shall be familiar with and perform work in 
accordance with all Federal, State and Local laws, ordinances, rules and regulations 
affecting the work. Ignorance of them on the part of the Proposer shall in no way relieve it 
from responsibility.  

1.14 Florida Product and Labor: Section 255.04 F.S. requires that on public building 
contracts, Florida products and labor shall be used when price and quality are equal to 
out of state submissions. 

1.15 Taxes and Assessments: Although the Owner is not subject to the Florida Sales Tax, 
any contractor who purchases materials which will be used in the construction of a public 
works facility will not be exempt from the sales tax on those materials. Section 192 F.S.  

A. The owner is exempt from all Federal excise taxes on materials, appliances, etc.,
which are incorporated into and become a part of the finished improvements.

Page  231  of   286



1.16 Public Entity Crimes: A person or affiliate who has been placed on the convicted 
vendor list following a conviction for a public entity crime may not submit a bid on a 
contract to provide any goods or services to a public entity, may not submit a bid on a  
contract with a public entity for the construction or repair of a public building or public 
work, may not submit bids on leases or real property to a public entity, may not be 
awarded or perform work as a contractor, supplier, subcontractor, or consultant under 
a contract with any public entity, and may not transact business with any public entity in 
excess of the threshold amount provided in section 287.017 F.S. for CATEGORY TWO 
for a period of 36 months from the date of being placed in the convicted vendor list.  

A. The Bidder shall complete and submit with their bid, a Public Entity Crime Statement
Form, 04103, provided herein.

1.17 Background Screening: As required by the Jessica Lunsford Act [s.21 of Ch.2005-28, 
L.O.F.], if any contractor’s employees/independent contractors or subcontractors,
employees/independent contractor will have access to school grounds when students are
present, have direct contact with students, or have access to our control of school funds,
such personnel are required to be screened at Level 2, to include fingerprints, statewide
criminal and juvenile justice records checks through the Florida Department of Law
Enforcement and federal criminal records checks through the Federal Bureau of
Investigation.  [s.1012.465, Florida Statutes] The requirements of this law must be met in
order for the GCPS to contract with your company. By responding to this Invitation to Bid,
you agree to abide by all GCPS policies and procedures in regards to Florida Statutes
sections 1012.315, 1012.32, 1012.465 The Jessica Lunsford Act, 1012.467 and
1012.468. There is a fingerprinting fee associated with these procedures. Refer to the
School Board website (http://www.gcps.k12.fl.us/), Jessica Lunsford Act. This web site is
updated as policies and procedures are put into place. The Vendor/Contractor will bear
the cost of acquiring the background screening required and any/all fees imposed by the
Florida Department of Law Enforcement and or the District to maintain the fingerprints
provided with respect to vendor/contractor and its employees. Contractor agrees to
indemnify and hold harmless the School Board, its officers, agents and employees from
any liability in the form of physical injury, death, or property damage resulting from the
Contractor’s failure to comply with the requirements of these cited policies and statutes.
The vendor/contractor will follow procedures for obtaining employees background
screening as established by the School Board of Gadsden County.

Where:      School Board of Gadsden County – Walker Administration Building 
  35 Martin Luther King, Jr., Blvd. Quincy, Florida 32351 

When:       Monday – Friday 8:00 a.m. – 4:00 p.m. Call for an appointment 

Contact:    Human Resources Department @ 850-627-9651 

1.18 Drug Free Workplace: The Gadsden County School District is a drug free workplace. 
Proposers shall include with their proposal, a Drug Free Workplace declaration found in 
this document. Exclusion of the declaration may be used as a tiebreaker.  

1.19 Verification of Employment: In accordance with State of Florida Office of the Governor 
Executive Order Number 11-02, the firm shall utilize the U.S. Department of Homeland 
Security’s E-Verify system to verify the employment eligibility of all persons employed 
during the contract term by the firm to perform employment duties within Florida and all  
persons (including sub-consultants) assigned by the firm to perform work pursuant to the 
contract with Gadsden County School Board. 
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1.20 Reciprocity of Florida School I.D. Badges: If Vendor/Contractor has a Level 2 clearance 
- State Vendor Badge (good for 5 years) they will need to contact our HR Dept. to check
verification by provide a copy of the badge or social security number of the employee(s)
needing verification beforehand. There is no additional cost for verifying the State
Vendor Badge. BADGES MUST BE WORN AT ALL TIMES while working for the
School Board of Gadsden County.

1.21 Non-Discrimination: The Gadsden County School District does not discriminate against 
any person on the basis of race, color, ethnicity, genetic information, national origin, 
religion, gender, marital status, disability, or age in programs or activities. Section 202 of 
the Office of Federal Contract Compliance Programs (OFCCP) Executive Order 11246 as 
amended.   

A. The awarded Contractor and all independent contractors shall comply with
Applicable Laws regarding equal employment opportunity. As required, the
Contractor and independent contractors agree to both of the following:

1. In the hiring of employees for the performance of work under the contract or
any subcontract, no contractor, subcontractor, or any person acting on a
contractor’s or subcontractor’s behalf, by reason of race, creed, sex, disability
or military status or color, shall discriminate against.

2. No contractor, subcontractor, or any person on a contractor’s or
subcontractor’s behalf, in any manner, or color, shall discriminate
against or intimidate any employee hired for the performance of work
under the contract.

1.22 Federal Debarment Certification: Certification regarding debarment, suspension, 
ineligibility and voluntary excluding as required by Executive Order 12549, Debarment and 
Suspension, and implemented at 34CFR, Part 85, as defined at 34 CFR Part 85, Sections 
85-105 and 85-110(ED80-0013).

A. The prospective lower tier ($100.00) participate certifies, by submission and
signature of this proposal, that neither it nor its principals are presently debarred,
suspended, proposed for debarment, declared ineligible, or voluntarily excluded
from participation in this transaction by any federal department or agency.

B. Where the prospective lower tier participant is unable to certify to any of the
statements in this certification, such prospective participant shall attach an
explanation to this RFP.

1.23 Conflict of Interest: The award hereunder is subject to the provisions of Chapter 112, 
Florida Statutes. All proposers must disclose with their proposal the name of any officer, 
director, or agent who is also an employee of the School District. Further, all proposers 
must disclose the name of any Board employee who owns, directly or indirectly, an interest 
of five percent (5%) or more in the proposer’s firm or any of its branches.  

1.24 Related Party Transactions: The term “related party" shall mean a parent, subsidiary, 
affiliate or other entity having common ownership or management with the Contractor; any 
entity in which any stockholder in, or management employee of, the Contractor owns any 
interest in; or any person or entity which has the right to control the business or affairs of 
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the Contractor. The term "related party" includes any member of the immediate family of 
any person identified above. 

A. If any of the costs proposed arise from a transaction between the Contractor and a
related party, the Contractor shall notify the Owner of the specific nature of the
contemplated transaction, including the identity of the related party and the
anticipated cost to be incurred, before any such transaction is consummated or cost
incurred.

1. If the Owner, after such notification, authorizes the proposed transaction, the
Contractor shall procure the work, equipment, goods, or service from the
related party, as a Subcontractor, according to the terms of this agreement.

2. If the Owner fails to authorize the transaction, the Contractor shall procure the
work, equipment, goods, or service from some person or entity other than a
related party according to the terms of this agreement.

1.25 Direct Purchase: The proposer shall include in its proposal the cost of any equipment, 
materials, or labor. GCPS, however, shall be allowed to purchase any number of items it 
chooses to directly as allowed by Section 212.08(6) F.S. for tax savings. The Contract and 
Purchase Order, in such case, shall be amended by change order. 

1.26 Execution of Proposal: RFP’s must contain an original manual signature of an 
authorized representative. Failure to properly sign the RFP may invalidate it. Any illegible 
entries, pencil proposals, or corrections not initialed may not be considered. The 
original conditions and specifications cannot be changed or altered in any way. Altered 
proposals will not be considered. Clarification of proposals submitted shall be in letterform, 
signed by the proposer and attached to the RFP. 

1.27 Number of Copies: The proposer shall submit one (1) original complete RFP and two (2) 
complete copies. In addition to the hard copies, they shall submit one (1) electronic copy 
on a USB flash drive in PDF format.  

A. The Original shall be signed, as specified above, with all supporting documentation
as defined in part 2 of this document.

B. Copies and electronic PDF sets shall be complete copies with supporting
documentation and signatures.

1.28 Preparation Costs: GCPS shall not be liable for any expenses incurred in connection 
with the preparation of a response to this RFP. 

1.29 Due Date and Time: The date and time will be carefully observed. Proposals received 
after the specified date and time shall be returned unopened. GCPS will not be responsible 
for late deliveries or delayed mail. The time stamp located at the reception desk of the 
Administration building shall serve as the official authority to determine lateness of any 
proposal.  

1.30 Delays in Schedule: GCPS, at its sole discretion, may delay the scheduled due dates 
indicated above if it is to the advantage of the district to do so. GCPS will notify all 
registered proposers of all changes in scheduled due dates by written addendum.  
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1.31 Additional Information: No additional information may be submitted, or follow-up 
performed by any proposer after the stated due date unless specifically requested by 
GCPS. 

1.32 Affirmation: The submission of a proposal affirms that the proposer has made it without 
prior understanding, agreement, or connection with any corporation, firm, or person 
submitting a proposal for the same materials, supplies, equipment, or services, and is in 
all respects fair and without collusion or fraud. The proposer agrees to abide by all terms 
and conditions of this RFP and the resulting contract. No outside terms and conditions will 
be considered unless approved by GCPS.  

1.33 Advertising: In submitting a proposal, the proposer agrees not to use the results there 
from as a part of any commercial advertising unless permission in writing is granted by the 
Gadsden County School Board. 

1.34 Accuracy of Information: Any proposal submitted to the Owner which is determined to 
contain information that is substantially inaccurate, misleading, exaggerated, or incorrect, 
shall be disqualified from consideration.  

1.35 Opening: The Owner will publicly open and read each RFP as required by 255.0518 F.S. 
and defined in the Schedule of Events. Incomplete or non-responsive proposals will be 
removed from consideration. 

1.36 Review: Once each proposal has been read, at the owner’s leisure, the review committee 
will review all proposals for compliance and score each section as indicated.  

A. The Owner reserves the right to contact a proposer for clarification if needed in
determining compliance.

B. The review committee will select one Construction Manager from the highest scoring
proposers to recommend to the Board for award.

1.37 Acceptance/Rejection of Proposals: The Owner reserves the right to waive minor 
irregularities in any proposal or to reject any and all proposals in whole or in part, with or 
without cause, and/or to accept the proposal that in its judgment will be in the best interest 
of GCPS. Minor irregularities are defined to be a variation from the terms and conditions 
which do not affect the price or give the vendor an advantage or benefit not enjoyed by 
other vendors or does not adversely impact the interest of GCPS. 

1.38 Disqualification: Any or all proposals will be rejected if there is reason to believe that 
collusion exists between proposers. Proposals in which the prices obviously are 
unbalanced will be subject to rejection. Proposers not acknowledging all addenda may be 
rejected. Incomplete or illegible proposals will be rejected.  

1.39 Posting of Results: Bid tabulations with recommended invitations will be posted for 
review by interested parties in the main lobby window of the Administration Building 
located at 35 Martin Luther King Jr. Blvd., Quincy, Florida 32351, on the date specified in 
the Schedule of Events and will remain posted for a period of 72 hours.  

A. The Owner will also post all recommended awards and addenda to the District’s
website: http://www.gcps.k12.fl.us/?DivisionID=21299&ToggleSideNav=
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1.40 Protests: In the case of any doubt or difference of opinion as to the items or services to 
be furnished hereunder, the decision of the Owner shall be final and binding on both 
parties. Any person who is adversely affected by the terms, conditions and specifications 
contained in a solicitation, including any provisions governing the methods for ranking 
bids, proposals, or replies, awarding contracts, reserving rights of further negotiation, or  
modifying or amending any contract shall file a notice of protest in writing within 72 hours 
(Saturdays, Sundays and state holidays excluded) after the posting of the solicitation.  Any 
person adversely affected by a decision or intended decision shall file a written protest 
within 72 hours (Saturdays, Sundays and state holidays excluded) after posting of the 
decision or intended decision. Failure to file a protest within the time prescribed in 
Section 120.57(3), Florida Statutes, shall constitute a waiver of proceedings under 
Chapter 120, Florida Statutes.  

1.41 Public Records: Upon award or ten (10) days after opening, whichever is earlier, 
proposals become “public record” and shall be subject to public disclosure consistent with 
chapter 119.07(3) (m), F.S. Proposers must invoke the exemptions to disclosure provided 
by law in the response to the proposal, and must identify the data or other materials to be 
protected, and must state reasons why such exclusion from public disclosure is necessary. 
Any financial statements that are submitted are exempt from becoming public record. 
Section 119.07 F.S.  

1.42 Invoicing and Payment: Payment will be made by the Owner upon completion of 
negotiated benchmarks. 

A. Payment negotiation shall occur prior to signing of Agreement and shall become part
of the Agreement.

1.43 Indemnification: To the fullest extent permitted by law, the proposer shall indemnify, hold 
harmless and defend the District, its Trustees, officers, agents, servants, and employees, 
from and against all claims, damages, losses, and expenses including, but not limited to, 
attorneys’ fees and other legal costs such as those for paralegal, investigative, and legal 
support services, and the actual cost incurred for expert witness testimony, arising out of 
or resulting from the performance of services required under this Contract, provided that 
same is caused by the negligence, recklessness, or intentional wrongful conduct of the 
proposer or other person utilized by the proposer in the performance of the services. 
Nothing herein shall be deemed to affect the rights, privileges, and immunities of the 
District as set forth in Section 768.28, Florida Statutes. 

The proposer, without exemption, shall indemnify and hold harmless the District, its 
employees and/or any of its Board of Trustees Members from liability of any nature or 
kind, including cost and expenses for or on account of any copyrighted, patented, or non-
patented invention, process or item manufactured by the proposer. If the proposer used 
any design, device, or materials covered by letters, patent or copyright, it is mutually 
agreed and understood, without exception, that the proposer shall include all royalties or 
cost arising from the use of such design, device, or materials in any way involved in the 
work. 

1.44 Withdrawal of Proposal: A written request for withdrawal, signed by the vendor, on the 
Vendor’s company letterhead, may be considered if received by the GCPS purchasing 
officer within 72 hours after the proposal opening time and date indicated in the schedule 
of events. A request received in accordance with this provision may be granted by the 
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department upon proof of the impossibility to perform based upon obvious error on the 
part of the vendor. 

PART 2 – RFP REQUIRED FORMATTING 

2.1 The proposer shall submit their proposal on 8.5 in. x 11 in. paper, organized in a 3 ring or 
spiral binder with each section separated by tabs that are labeled and numbered. With the 
exception of headers and footers, font size shall not be smaller than 10. All items listed 
in section 2.1 are mandatory.  

A. Cover Page: (1 point) The cover page shall identify

1. Company Name
2. Due date and time
3. RFP number
4. The Owner’s name, Gadsden County School Board

B. Tab 1 – Letter of Transmittal: (5 points) Provide the Firms name, Principle’s
name, business address and phone number. Give a brief description of services
being requested in this RFP (this demonstrates to the owner the intent of the RFP
is understood). Letter of Transmittal must not be more than one page on
Proposer’s Company letterhead.

C. Tab 2 – Business/Corporate Background: (25 points) Provide a narrative of the
company’s history that includes number of years in business. List all current
contracts. Include a copy of firm’s corporate charter if applicable. Provide a brief
description of 3 similar k-12 projects highlighting unique and interesting aspects of
each project. Mention any design challenges and course taken to overcome them.

1. Each project description shall include:

a. Identify firm’s team that worked on the project and at what capacity.

b. Include name of project owner with contact information that shall
include address of project, contact name, phone number, and e-mail
address.

c. List original start and completion dates with actual start and completion
dates. Include reason for schedule changes if any.

d. List estimated cost of construction with actual cost of construction.
Include explanation of major differences if any.

D. Tab 3 – Staffing/Staff Background: (25 points) Provide an overall company
organizational chart. Provide a GCPS team chart. Include a resume for each
member of the GCPS team. It shall be required the at least one principle
officer/owner be included on the GCPS team. The Board will be looking for the
experience level and background of each team member demonstrating the ability
to provide the services in a professional and timely manner.
1. Each resume shall include at minimum:
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a. Brief summary of overall experience 
b. Years with Firm 
c. Position held 
d. Former employment with positions held 
e. Education – degrees held, name of schools attended. Year graduated.  
f. License – List all license and certificates held. 
g. Work experience – List project name, Owner, Location and cost to 

construct. 
h. References   

 
E. Tab 4 – Penalties, Litigation and Bankruptcy: (2 point) Indicate whether the 

firm or any of its members have ever been involved in or currently a part of any 
work related legal proceedings, litigation, conviction, liquidated damages, 
settlement agreements or bankruptcy. If so, provide explanations.  

 
F. Tab 5 – Insurance: (5 points) Copy of all certificates of insurance shall be 

provided. Include copy of DBPR license status from their web page and if available, 
and BBB report. 

 
G. Tab 6 – License: (5 points) Provide a copy of all license and certificates required 

and supplemental.  
 

H. Tab 7 – Bonding: (5 points) Provide a letter of intent from a surety company 
acknowledging the firm may be bonded for the maximum amount of a minor 
project.  

 
I. Tab 8– Addendum to Bid: (5 points) Print and sign all addenda.  

 
J. Tab 9 – Drug Free Work Place Form: (1 point) Include a signed copy.  

 
K. Tab 10 – Public Entity Crimes Form: (1 point) Include a signed copy.  

 
L. Tab 11 – Minority and Woman Owned Businesses Form: (1 point) Include a 

signed copy.  
 

M. Tab 12 – Debarment Certification Form: (1 point) Include a signed copy.  
 

N. Tab 13 – Conflict of Interest Form: (1 point) Include a signed copy.  
 

O. Tab 14 – Vendor Registration/W-9 Form: (2 point) Include a signed copy. 
 

P. Tab 15 – Financial Statement: (15 points) Include most recent audited financial 
statement or unaudited in privately owned. 

 
2.2 Once all copies of the proposals are bound and ready to submit, they should be boxed for 

ease of delivery and storage. It is required that the proposer label the outside of the box 
using the label provided herein. The number of proposal copies is specified in section 
1.26. 
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PART 3 – GENERAL REQUIREMENTS 

3.1 Summary: Unless specified differently, each project specific agreement will be a GMP 
contract utilizing AIA Document A102-2007, Standard form of agreement between owner 
and contractor where the basis of payment is the Cost of the Work plus a Fee with a 
Guaranteed Maximum Price. 

A. The GMP shall include 1) the Cost of work, 2) Overhead and Profit (O&P) and 3)
General Conditions (labor burden).

3.2 Overhead: Overhead is the administrative duties that are not specifically listed in the 
construction documents but must take place in order to fulfill the terms of the contract. 
They’re usually off-site personnel that would include the project manager, estimator, 
principals, project engineers, bookkeeping, and administrative personnel. 

3.3 Profit: Profit is the allowable percentage over the cost of work negotiated prior to 
execution of the contract. 

3.4 Overhead & Profit: The percentage for overhead and profit shall be calculated as one 
number. This shall be written and recorded with the contract. 

A. Unless contested, the CM’s overhead and profit shall be a fixed fee. The CM, in
writing, may request the Owner to review justification to award O&P fees above the
standard fixed fee.

1. Fixed fee scale: 14% is the maximum O&P percentage GCS will pay.

a. Work less than $100,000.00 14% 
b. $100,000.00 to $249,000.00 13% 
c. $250,000.00 to $499,000.00 12% 
d. $500,000.00 to $749,000.00 11% 
e. $750,000.00 to $999,000.00 10% 
f. $1,000,000.00 and over To be negotiated committee 

2. Negotiated O&P: In addition to cost, overhead and profit may be adjusted
based on complexity of the work and duration of schedule. It is the burden of
the CM to provide enough detailed information to justify an increased O&P rate.

2.1 General Conditions: General Conditions are the on-site expenses that are reimbursable 
such as supervision, permit fees, site safety expenses, miscellaneous cleanup, and 
security and on larger projects, site office and storage trailers. Only onsite personnel and 
equipment will be considered in General Conditions. 

A. Equipment and Service costs shall be supported by invoices attached to each pay
application. This includes cell phones and truck costs.

B. GCPS Allowable Labor Burden Form shall be used to establish Labor Burden prior
to signing the contract between CM and Owner. Labor burden shall be negotiated
individually for each on-site employee. It shall be demonstrated each pay application
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for all CM personnel stationed on site. Time sheets shall be included as additional 
support.  

 
C. General Conditions shall not include any profit.  
 
D. All backup documentation must equal the General Conditions line total on the 

continuation sheet of each pay application. 
 

3.5 Scope of Work: The awarded CM, after contract negotiation and execution of project 
agreement, shall work with the director of facilities on approved projects.  
 

3.6 The Continuing Services agreement shall be for one year with the option to renew a year 
at a time for a maximum of three years. 

 
A. When requested, pre-construction services shall be provided at a negotiated lump 

sum fee.  
 

B. Services shall include but are not limited to the following: 
 

1. Trade contract bidding 
2. Plan and Submittal coordination  
3. Permitting 
4. Schedule development 
5. Construction coordination and supervision  
6. Monthly owners progress meetings 
7. Substantial completion inspection 
8. Closeout documents 
9. One year, 100% labor and materials warrantee 

 
C. CMs are encouraged to utilize MBE certified contractors when possible.  

 
D. GCPS will generate a Purchase Order from the final Board approved GMP. No work 

shall take place by the CM or any of their subcontractors prior to the issuance of a 
PO. 

 
PART 4 – EVALUATION PROCESS  

4.1 Selection: The School Board intends to select one Construction Manager for a continuing 
services contract on all minor projects.    
 

4.2 Review Committee: The Director of Facilities shall select one or more individuals 
knowledgeable in District needs and familiar with purchase and contracting requirements 
and one individual unrelated to contracting to serve as equity. This group will be the review 
committee. 

 
A. Prior to opening, the committee will develop a point system to be used giving value 

to the mandatory requirements. 
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B. GCPS Purchasing department, as specified in the Schedule of Events, shall publicly
opened and read each proposal confirming mandatory requirements. Responsive
proposals shall be distributed to the review committee.

1. Proposals not meeting mandatory requirements shall not be distributed to the
review committee for consideration.

C. The review committee will evaluate and rank all compliant proposals to determine
the top candidate for award recommendation. The Board will make the final
selection.

D. The recommended CM shall be posted at the front entry of the Walker Administration
Building located at 35 Martin Luther King Jr. Rd., Quincy, FL 32351 and on the
district’s web site.
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FORM 00414  ADDENDUM TO SOLICITATION DOCUMENTS 
Gadsden County Schools 

35 Martin Luther King Jr. Blvd. 
Quincy, Florida 32351 

Solicitation Addendum No.  _______________ 

Date:   _____________________      

RFP No. _____________________      

Project Name: _____________________________________________ 

NOTICE TO ALL BIDDERS 

The following addendum shall be made part of the Contract Documents and the Bidder shall acknowledge 
receipt on the Bid Form. It is being issued for the purpose of clarifying the intent of the Contract Documents. 
Each Bidder is instructed to incorporate this addendum into their Bid Documents and bid accordingly.  

PRE-BID QUESTIONS and ANSWERS 

1 Q 
A 

2 Q 
A 

3 Q 
A 

4 Q 
A 

5 Q 
A 

6 Q 
A 

7 Q 
A 

8 Q 
A 

_____________________________________ _______________________ 
Preparer’s Name Date 

_____________________________________ _______________________ 
Authorizing Agent Date 

NOTE: This document must be signed and included with your Bid 
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FORM 00424

LABOR BURDEN FORM 
Labor burden is the cost to a company to carry their labor force aside from salary actually paid. 
Simply stated, burden is the benefits and taxes that a company must or chooses to pay on their 
payroll. 

All parties shall agree upon a percentage rate for labor burden reimbursement. It shall be the 
actual cost of labor and should not include any mark-up or profit to the contractor. Burden will be 
established prior to signing the contract and shall become part of the contract. All claims to burden 
shall require backup documentation from the service provider substantiating percentages 
requested. Each Contractor employee working on the project shall have their Labor Burden 
figured individually. 

Unless noted otherwise, the Labor Burden Table shown below will be utilized and the Owner’s 
Allowable Labor Burden Form signed by both Owner and Contractor. 

Signatures below indicate the labor burden has been reviewed by both Owner and 
Contractor and approved. It shall remain in effect for the duration of the contract. 

____________________________________ ______________________ 
Owner’s Signature Date 

____________________________________ ______________________ 
Contractor’s Signature Date

Gross Salary 1.0000
Social Security Tax 0.0000
Medicare Tax 0.0000
State Unemployment 0.0000
Federal Unemployment 0.0000
Long Term Disability 0.0000
Health Insurance 0.0000
Retirement/401(k) 0.0000
Vacation / Sick / Holiday 0.0000
Workers' Compensation 0.0000
General Liability / Umbrella Insurance 0.0000
Safety 0.0000
Education / Training 0.0000

Total 1.0000

Rounded Multiplier 0.00

Allowable Labor Burden Table
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FORM 00450
DRUG-FREE WORK PLACE 

Drug-Free Work Place: Yes ____________   N/A ___________  

If yes please complete the form. 

The undersigned vendor in accordance with Florida Statute 287.087 hereby certifies that 

_______________________________________________________does: 
(Name of Business) 

Publish statement notifying employees that the unlawful manufacture, 
distribution, dispensing, possession, or use of a controlled substance is 
prohibited in the workplace and specifying the actions that will be taken 
against employees for violations of such prohibition. 

Inform employees about the dangers of drug abuse in the workplace, the 
business’s policy of maintaining a drug-free workplace, any available drug 
counseling, rehabilitation, and employee assistance programs, and the 
penalties that may be imposed upon employees for drug abuse violations. 

Give each employee engaged in providing the commodities or contractual 
services that are proposed a copy of the statement specified in subsection 
(1). 

In the statement specified in subsection (1), notify the employees that, as a 
condition of working on the commodities or contractual services that are 
under bid, the employee will abide by the terms of the statement and will notify 
the employer of any conviction of, or plea of guilty or nolo contendere to, any 
violation of Chapter 893 or of any controlled substance law of the United 
States or any state, for a violation occurring in the workplace no later than 
five (5) days after such conviction. 

Impose a sanction on, or required the satisfactory participation in a drug 
abuse assistance or rehabilitation program is such is available in the 
employee’s community, by any employee who is so convicted. 

Make a good faith effort to continue to maintain a drug-free workplace through 
implementation of this section. 

As the person authorized to sign the statement, I certify that this firm complies 
fully with the above requirements. 

___________________________________ __________________ 
Proposer’s Signature Date 
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FORM 00451 

SWORN STATEMENT UNDER SETION 287.133 (3) (A) 
FLORIDA STATUTE ON PUBLIC ENTITY CRIMES 

THIS FORM MUST BE SIGNED IN THE PRESENCE OF A NOTARY PUBLIC OR OTHER OFFICER 
AUTHORIZED TO ADMINISTER OATHS. 

1. This sworn statement is submitted with Bid, Proposal or Contract for:
_____________________________

_____________________________________________________________________________________ 

2. This sworn statement is submitted by, __________________________________________, whose
business address is, _____________________________________________________________,
and (if applicable) Federal Employer Identification Number (FEIN) is ______________________ (if
the entity has no FEIN, include the Social Security Number of the individual signing this sworn
statement).

3. My name is ________________________________________ and my relationship to the entity
named above is ___________________________________________ (title).

4. I understand that a “public entity crime” as defined in paragraph 287.133 (1) (g) Florida Statute,
means a violation of any state or federal law by a person with respect to and directly related to the
transaction of business with any public entity or with an agency or political subdivision of any other
state or with the United States including, but not limited to , any bid or contract for goods or services
to be provided to any public entity or any agency or public subdivision of any other state or of the
United States and involved antitrust, fraud, theft, bribery, collusion, racketeering, conspiracy or
material misrepresentation.

5. I understand that "convicted" or "convicted" as defined in paragraph 287.133 (1) (b), Florida Statutes,
means a finding of guilt or a conviction of a public entity crime with or without an adjudication of
guilt, in any federal or state trial court of records relating to charges brought by indictment or
information after July 1, 1989, as a result of a jury verdict, non-jury trial, or entry of a plea of guilty or
nolo contendere.

6. I understand that an "affiliate" as defined in Paragraph 287 .133 (1) (a), Florida Statutes, means:

a. A predecessor or successor of a person convicted of a public entity crime; or

b. An entity under the control of any natural person who is active in the management of the entity and who
has been convicted of a public entity crime. The term “affiliate" includes those officers, directors,
executives, partners, shareholders, employees, members, and agents who are active in the management of
an affiliate. The ownership by one of shares constituting a controlling income among persons when not
for fair interest in another person, or a pooling of equipment or income among persons when not for fair
market value under an length agreement, shall be a prima facie case that one person controls another
person. A person who knowingly convicted of a public entity crime, in Florida during the preceding 36
months shall be considered an affiliate.

7. I understand that a "person" as defined in paragraph 287 .133 (1) (e), Florida Statutes, means any
natural person or entity organized under the laws of the state or of the United States with the legal
power to enter into a binding contract provision of goods or services let by a public entity, or which
otherwise transacts or applies to transact business with a public entity. The term "person" includes
those officers, directors, executives, partners, shareholders, employees, members, and agents who are
active in management of an entity.

8. Based on information and belief, the statement which I have marked below is true in relation to the
entity submitting this sworn statement. (Please indicate which statement applies)
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☐ Neither the entity submitting this sworn statement, nor any officers, directors, executive, partners,
shareholders, employees, member, or agents who are active in management of the entity, nor affiliate of
the entity have been charged with and convicted of a public entity crime subsequent to July 1, 1989.

☐ The entity submitting this sworn statement, or one or more of the officers, directors, executives, partners,

shareholders, employees, members, or agents who are active in management of the entity, or an affiliate of 
the entity has been charged with and convicted of a public entity crime subsequent to July 1, 1989 And 
(please attach a copy of the final order) 

☐ The person or affiliate was placed on the convicted vendor list. There has been a subsequent proceeding
before a hearing officer of the State of Florida, Division of Administrative Hearings. The final order
entered by the hearing officer determined that it was in public interest to remove the person or affiliate
from the convicted vendor list. (Please attach a copy of the final order)

☐ The person or affiliate has not been placed on the convicted vendor list. (Please describe any action taken
by, or pending with, the department of General Services)

_____________________________________ __________________________ 
Signature Date 

PERSONALLY APPEARED BEFORE ME, the undersigned authority, who, after first being sworn by me, 
affixed his/her signature at the space provided above on this day of _____________, 20____, and is 
personally known to me, or has provided _____________________________________ as identification. 

STATE OF FLORIDA 
COUNTY OF: ______________________________ Notary Public 

My Commission expires: ______________________ 
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FORM 00452 

MINORITY AND WOMAN OWNED BUSINESS DECLARATION FORM 

Minority/Woman Owned Business:  Yes ☐  N/A ☐

If yes, please complete the form. 

Proposer hereby declares that it is a Minority/Woman Owned Business Enterprises, as defined by 
section 288.703. Florida Statutes, by virtue of the following: 

Type of Business (check applicable area): 

☐ African American
☐ Hispanic American
☐ Native Americans
☐ Asian American
☐ American Woman

Note:  Minority Business Enterprises, Small Businesses, and Minority Businesses terms are 
defined in Chapter 288.703, Florida Statutes, and are included below. Chapter 287.094, 
Florida Statutes, states that it is unlawful for any individual to falsely represent any entity 
as a minority business enterprise. A person in violation of 287.094, Florida Statutes, is guilty 
of a felony of the second degree. 

Proposer: 

Certified by (Name of Public Entity, if applicable): 

Certificate Number/Attach Copy: 

Signature & Date: 

Florida Statues 288.703 definitions – As used in section 288.703, the following words, and terms 
shall have the following meanings unless the content shall indicate another meaning or intent: 
(1) “Small business” means an independently owned and operated business concern that employee 200 or

fewer permanent full-time employees and that, together with its affiliates, has a net worth of not more
than $5 million or any firm based in this state which has a Small Business Administration 8(a)
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certification. As applicable to sole proprietorships, the $5 million net worth requirement shall include 
both personal and business investments. 

(2) “Minority Business Enterprises” means any small business concern as defined in subsection (1) which
is organized to engage in commercial transactions, which is domiciled in Florida, and which is at least
51% owned by minority persons who are members of an insular group that is of a particular racial,
ethnic, or gender make-up or national origin, which has been subjected historically to disparate
treatment due to identification in and with that group resulting in an under-representation of commercial
enterprises under the group’s control, and whose management and daily operations are controlled by
such persons.  A minority business enterprise may primarily involve the practice of a profession.
Ownership by a minority person does not include ownership which is the result of a transfer from a
nonminority person to a minority person within a related immediate family group if the combined total
net asset value of all members of such family group exceeds $1 million. For purposes of this subsection,
the term “related immediate family group” means one or more children less than 16 years of age and a
parent of such children or the spouse of such parent residing in the same house or living unit.

(3) “Minority person” means a lawful, permanent resident of Florida who is:
a. An African American, a person having origins in any of the black racial groups of the African

Diaspora, regardless of cultural origin.
b. A Hispanic American, a person of Spanish or Portuguese culture with origins in Spain,

Portugal, Mexico, South America, Central America, or the Caribbean, regardless of race.
c. An Asian American, a person having origins in any of the original peoples of the Far East,

Southeast Asia, the Indian Subcontinent, or the Pacific Islands, including the Hawaiian Islands
prior to 1778.

d. A Native American, a person who has origins in any of the Indian Tribes of North America
prior to 1835, upon presentation of proper documentation thereof as established by rule of the
Department of Management Services.

e. An American woman.

(4) “Certified minority business enterprise” means a business which has been certified by the certifying
organization or jurisdiction in accordance with s. 287.0943(1) and (2).

(5) “Department” means the Department of Management Services.

(6) “Ombudsman” means an office or individual whose responsibilities include coordinating with the
Office of Supplier Diversity for the interests of and providing assistance to small and minority business
enterprises in dealing with governmental agencies and in developing proposals for changes in state
agency rules.

(7) “Financial institution” means any bank, trust company, insurance company, savings and loan
association, credit union, federal lending agency, or foundation.

(8) “Secretary” means the secretary of the Department of Management Services.
It is unlawful for any individual to falsely claim to be a minority business enterprise for purposes of
qualifying for certification with any governmental certifying organization as a minority business
enterprise in order to participate under a program of a state agency which is designed to assist certified
minority business enterprises in the receipt of contracts with the agency for the provision of goods or
services. The certification of any contractor, firm, or individual obtained by such false representation shall
be permanently revoked, and the entity shall be barred from doing business with state government for a
period of 36 months. Any person who violates this section is guilty of a felony of the second degree,
punishable as provided in s. 775.082, s. 775.083, or s. 775.084.

FORM 00453 
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INSTRUCTIONS FOR DEBARMENT CERTIFICATION 

1. By signing and submitting this form, the prospective lower tier participant is providing the
certification set out herein in accordance with these instructions.

2. The certification in this clause is a material representation of fact upon which reliance was
placed when this transaction was entered into. If it is later determined that the prospective
lower tier participant knowingly rendered an erroneous certification, in addition to other
remedies available to the Federal Government, the department of agency with which this
transaction originated may pursue available remedies, including suspension and/or
department.

3. The prospective lower tier participant shall provide immediate written notice to the person to
whom this proposal is submitted if at any time the prospective lower tier participant learns that
its certification was erroneous when submitted or has become erroneous by reason of changed
circumstances.

4. The terms “covered transaction”, “debarred”, “suspended”, “ineligible”, “lower tier covered
transaction”, “participant”’ “person “primary covered transaction”, “principal”, “proposal”,
“voluntarily exclude”, as used in this clause, have the meanings set out in the Definitions and
Coverage sections of rules implementing Executive Order 12549. You may contact the person
to which this proposal is submitted for assistance in obtaining a copy of these regulations.

5. The prospective lower tier participant agrees by submitting this form that, should the proposed
covered transaction be entered into, it shall not knowingly enter into any lower tier covered
transaction with a person who is debarred, suspended, declared ineligible, or voluntarily
excluded from participation in this covered transaction, unless authorized by the department
or agency with which this transaction originated.

6. The prospective lower tier participant further agrees by submitting this form that it will include
this clause titled “Certification Regarding Debarment, Suspension, Ineligibility and Voluntary
Exclusion – Lower Tier Covered Transactions”, without modification in all lower tier covered
transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective participant
in a lower tier covered transaction that it is not debarred, suspended, ineligible, or voluntarily
excluded from the covered transaction, unless it knows that the certification is erroneous. A
participant may, but is not required to check the Non‐Procurement List.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of
records in order to render in good faith the certification required by this clause. The knowledge
and information of a participant is not required to exceed that which is normally possessed by
a prudent person in the ordinary course of business dealings.

Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered 
transaction knowingly enters into a lower tier covered transaction with a person who is suspended, 
debarred, ineligible, or voluntarily excluded from participation in this transaction may pursue available 
remedies, including suspension and/or debarment. 
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CERTIFICATION REGARDING DEBARMENT  

Suspension, Ineligibility, and voluntary exclusion 

Lower tier covered transactions 

This certification is required by the regulations implementing Executive Order 
12549, Debarment and Suspension, 7 CFR Part 3017, Section 3017.510 
Participants responsibilities. The regulations were published as Part IV of the 
January 30, 1989, Federal Register (pages 4722‐4733).   

***** BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONS ON 
NEXT PAGE *****  

(1) The Prospective lower tier participant certifies, by submission of this
proposal, that neither it nor its principals is presently debarred, suspended,
proposed for debarment, declared ineligible, or voluntarily excluded from
participation in this transaction by any Federal department of agency.

(2) Where the prospective lower tier participant is unable to certify to any of
the statements in this certification, such prospective participant shall attach an
explanation to this proposal.

______________________________________________ 
Organization Name 

______________________________________________ 
Printed Names and Title 

 ______________________________________________ ___________________ 
Signature  Date
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FORM 00454 

CONFLICT OF INTEREST STATEMENT 
I HEREBY CERTIFY that  

1. I, (printed name) _________________________________________________________, am the   
(Title) _______________________________ and the duly authorized representative of the firm of 
(Firm Name) _________________________________________________ whose address is  
________________________________, ___________________________, _____, __________  

 Address                 City                                                                State       Zip Code   

and that I possess the Legal authority to make this affidavit on behalf of myself and the firm for 
which I am acting;  
  

2. Except as listed below, no employee, officer, or agent of the firm have any conflicts of interest, real 
or apparent, due to ownership, other clients, contracts, or interests associated with this project; 
and,  
  

3. This Bid Submittal is made without prior understanding, agreement, or connection with any 
corporation, firm, or person submitting a bid for the dame services, and is in all respects fair and 
without collusion or fraud.  
  

EXCEPTIONS to items above (List):_______________________________________________________  
  
  Signature:   __________________________________________________________   

Printed Name   __________________________________________________________   

Firm Name:   __________________________________________________________   

  Date:                         _________________________________  

  

STATE OF ________________________________  

COUNTY OF ________________________________  

  
Sworn to and subscribed before me this ______ day of ____________________________, 20_______, by 
__________________________________________, who is personally known to me or who has produced  
_______________________________________________ as identification.  
  
   

           
                     _________________________________________  

                         Notary Public – State of _______________________  

                          Type or print name: ___________________________ 

                         (Seal)                                                                              

                         Commission No.: ___________________________  

                                            Commission Expires: ________________________ 
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FORM 00455 

PROPOSER REGISTRATION 

Proposers must register with GCS’s Purchasing Office in order to be placed on the mailing list for 
any forthcoming addenda or official communications. GCS shall not be responsible for providing 
addendums to those that are not registered.  

ITB, RFP, RFQ number: ________________________ 

Vendor ID number: ________________________ 

Project name: ____________________________________________________ 

Company name: ____________________________________________________ 

Federal ID number: ____________________________________________________ 

City, state and zip code: ____________________________________________________ 

Primary contact’s name: ____________________________________________________ 

Telephone #  (____) ____________________   Cell # (____) ____________________ 

Fax # (____) ____________________ 

E-mail address: ____________________________________________________ 

Qualifying agents name: ____________________________________________________ 

Qualifying agents signature: ____________________________________________________ 

Title: ______________________________________ Date: ________________________ 

Failure to register as a prospective proposer may cause your proposal to be rejected if you 
have submitted a proposal without the most current addendum. 
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FORM 00457 

 IDENTIFICATION LABEL 

NOTICE TO ALL PROPOSERS:  A label has been provided to properly identify your bid. Place 
the proposal in a sealed envelope, complete the label, and affix it to the front of the box.  

The Superintendent’s office is open 8 a.m. – 5:00 p.m. Monday through Friday. If you hand deliver 
a proposal, a representative will be available to time/date stamp your submittal during these hours. 

Cut out the label below and attach it to your envelope or box. 

SEALED PROPOSAL – DO NOT OPEN SEALED PROPOSAL – DO NOT OPEN

Proposal Title: __________________________________________________________________ 

RFQ Number: __________________________________________________________________ 

Opened Date: __________________________________________________________________ 

From: ____________________________________ 

Address: ____________________________________ 

____________________________________ 

Deliver To: School Board of Gadsden County 

Finance / Purchasing Department 

35 Martin Luther King Jr. Blvd. 

Quincy, Florida 32351 

SEALED PROPOSAL – DO NOT OPEN SEALED PROPOSAL – DO NOT OPEN
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ______________

DATE OF SCHOOL BOARD MEETING:   May 25, 2021  

TITLE OF AGENDA ITEM:  Approval of job description  

DIVISION:  

_____ This is a CONTINUATION of a current project, grant, etc. 

PURPOSE AND SUMMARY OF ITEM:  

Approval of a job description is requested. 

FUND SOURCE: N/A 

AMOUNT:  N/A 

PREPARED BY: Elijah Key  

POSITION:  Superintendent of Schools 

INTERNAL INSTRUCTIONS TO BE COMPLETED BY PREPARER 
_____ Number of ORIGINAL SIGNATURES NEEDED by preparer. 
SUPERINTENDENT’S SIGNATURE:  page(s) numbered ___________ 
CHAIRMAN’S SIGNATURE:  page(s) numbered __________________ 
REVIEWED BY: _____________________ 

10a
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@GCSB BOARD APPROVED 00/00/0000 

SCHOOL DISTRICT OF GADSDEN COUNTY 

JOB DESCRIPTION 

QUALIFICATIONS 
(1) Bachelor’s Degree from an accredited college or university

PROFESSIONAL RESPONSIBILITIES 

(1) After hired the Instructor must enroll in the Professional Development Certification Program
(PDCP) assisted by Professional Learning Department

(2) Make regular progress toward completing a Professional Certificate
(3) Progress will be monitored yearly, over a three year period, during which The Provisional

Instructor must obtain a Professional Florida Teaching Certificate to continue working in the
district

KNOWLEDGE, SKILLS AND ABILITIES: 
Knowledge of child development and especially of characteristics of children in the age group 
assigned. Knowledge of the prescribed curriculum. Knowledge of current educational research. 
Basic understanding and knowledge of use of current technology. Knowledge of learning styles 
and skill in using varied teaching methods to address student learning styles. Skill in oral and 
written communication with students, parents, and others. Ability to plan and implement 
activities for maximum effectiveness. Ability to effectively assess levels of student achievement, 
analyze test results, and prescribe actions for improvement. Ability to maintain appropriate 
student supervision so that students have a safe and orderly environment in which to learn. 
Ability to work effectively with peers, administrators and others. 

REPORTS TO: 
Principal 

SUPERVISES: 
N/A 

PHYSICAL REQUIREMENTS: 
Light Work:  Exerting up to 20 pounds of force occasionally and/or up to 10 pounds of force as 
frequently as needed to move objects. 

TERMS OF EMPLOYMENT: 
Salary and benefits shall be paid consistent with the District’s compensation plan. 

PROVISIONAL INSTRUCTOR 

JOB GOAL 
To provide an educational atmosphere in which students will move toward the fulfillment of their 
potential for intellectual, emotional, physical, and psychological growth and maturation in accordance 
with District philosophy, goals, and objectives. 
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@GCSB BOARD APPROVED 00/00/0000 

PROVISIONAL INSTRUCTOR (Continued page 2) 

Length of the work year and hours of employment shall be those established by the District. 

EVALUATION: 
Performance of this job will be evaluated in accordance with provisions of the Board’s policy on 
evaluation of personnel. 

PERFORMANCE RESPONSIBILITIES: 

Planning / Preparation 

* (1)  Create or select long-range plans based on a review of District and state curriculum
priorities, student profiles, and instructional profiles. 

* (2)  Define goals and objectives for unit and daily plans.
* (3)  Sequence content and activities appropriately.
* (4)  Identify specific intended learning outcomes that are challenging, meaningful, and

measurable. 
* (5)  Revise plans based on student needs.
* (6)  Plan and prepare a variety of learning activities considering individual student’s culture,

learning styles, special needs, and socio-economic background. 
* (7)  Develop or select instructional activities which foster active involvement of students in

the learning process. 
* (8)  Plan and prepare lessons and instructional strategies which support the school

improvement plan and the District mission. 
* (9)  Select, develop, modify, and / or adapt materials and resources which support learning

objectives and address students’ varying learning styles, backgrounds, and special needs. 

Administrative / Management 
*(10) Establish and maintain effective and efficient record keeping procedures. 
*(11)  Manage time effectively. 
*(12) Develop routines and efficient techniques for minimizing time required for administrative 

and organizational activities. 
*(13) Manage materials and equipment effectively. 
*(14) Organize materials for efficient distribution and collection. 
*(15) Instruct and supervise the work of volunteers and aides when assigned. 
*(16) Assist in enforcement of school rules, administrative regulations, and School Board 

policies. 
*(17) Use technology resources effectively. 
*(18)  Establish and maintain a positive, organized, and safe learning environment. 
*(19) Maintain a clean, attractive learning environment. 
*(20) Establish and use behavior management techniques which are appropriate and 

effective. 
*(21) Establish routines and procedures and work with students on consistently following them. 

*(22) Create a learning climate that is challenging yet non-threatening. 
*(23) Maintain instructional momentum with smooth and efficient transitions from one activity 

to another. 
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Assessment / Evaluation 
*(24)  Develop and use assessment strategies (traditional and alternative) to assist the 

continuous development of learners.  
*(25)  Interpret and use data (including but not limited to standardized and other test results) for 

diagnosis, instructional planning, and program evaluation.  
*(26) Use ongoing assessment to monitor student progress, verify that learning is occurring, and 

adjust curriculum and instruction. 
*(27) Provide feedback to students about the appropriateness of responses and quality of work 

with a focus on improving student performance. 
*(28) Communicate, in understandable terms, individual student progress knowledgeably and 

responsibly to the student, parents, and professional colleagues who need access to the 
information.  

*(29) Encourage self-assessment by students and assist them in developing plans for improving 
their performance. 

*(30) Administer standardized tests in accordance with directions provided, including 
proctoring and secure handling of materials. 

*(31) Evaluate the effectiveness of instructional units and teaching strategies. 

Intervention / Direct Services 
*(32) Demonstrate knowledge and understanding of curriculum content. 
*(33) Communicate high expectations for learning for all students. 
*(34) Apply principles of learning and effective teaching in instructional delivery. 
*(35) Monitor learning activities, providing feedback and reinforcement to students. 
*(36) Use a variety of instructional strategies appropriate for teaching students from      diverse 

backgrounds with different learning styles and special needs. 
*(37) Use appropriate techniques and strategies to enhance the application of critical, creative, 

and evaluative thinking capabilities of students. 
*(38) Use appropriate materials, technology, and resources to help meet learning needs of all 

students. 
*(39) Assist students in accessing, interpreting, and evaluating information from multiple 

sources. 
*(40) Provide appropriate instruction and modifications for students with special needs, 

including exceptional education students and students who have limited proficiency in 
English.  

*(41) Provide quality work for students which is focused on meaningful, relevant, and engaging 
learning experiences. 

*(42) Provide instruction on safety procedures and proper handling of materials and equipment. 
*(43) Foster student responsibility, appropriate social behavior, integrity, valuing of cultural 

diversity, and respect for self and others, by role modeling and learning activities. 
*(44) Recognize overt indicators of student distress or abuse and take appropriate intervention, 

referral, or reporting actions. 

Collaboration 
*(45) Communicate effectively, orally and in writing, with other professionals, students, 

parents, and community. 
*(46) Collaborate with students, parents, school staff, and other appropriate persons to assist in 

meeting student needs. 
*(47) Provide accurate and timely information to parents and students about academic and 

behavioral performance of students. 
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*(48) Work with other teachers in curriculum development, special activities, and sharing ideas 
and resources. 

Staff Development 
*(49) Engage in continuing improvement of professional knowledge and skills. 
*(50) Assist others in acquiring knowledge and understanding of particular area of 

responsibility. 
*(51) Keep abreast of developments in instructional methodology, learning theory, curriculum 

trends, and content. 
*(52) Establish and implement an Individual Professional Development Plan. 

Professional Responsibilities 
*(53) Model professional and ethical conduct and adhere at all times to the Code of Ethics and 

Principles of Professional Conduct. 
*(54) Perform all professional responsibilities. 
*(55) Prepare required reports and maintain all appropriate records. 
*(56) Maintain confidentiality of student and other professional information. 
*(57) Comply with policies, procedures, and programs. 
*(58) Exercise appropriate professional judgment. 
*(59) Support school improvement initiatives by active participation in school activities, 

services, and programs. 
(60) Perform other duties as assigned.

Student Growth / Achievement 
*(61) Provide a positive environment in which students are encouraged to be actively engaged 

in the learning process. 
*(62) Maintain academic focus by using a variety of motivational techniques. 

*Essential Performance Responsibilities
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CHAPTER 2.00 - SCHOOL BOARD GOVERNANCE AND ORGANIZATION 

SCHOOL BOARD ADOPTED PLANS 
2.25+ 

The School Board has plans, manuals, handbooks and codes which outline procedures to be 
followed relative to stated topics.  The plans, manuals, handbooks and codes listed below may be 
adopted by reference as part of these rules when required by other Board rules, Florida Statutes, 
or other controlling requirements. 

Administrative Services 

District Emergency Plan 

District Five-year Work Plan 

District Master In-Service Plan 

District Procedures Manual 

District Safety Plan 

General Outline of Revenue and Meal Accountability Procedure 

Human Resources Management and Development (HRMD) Plan 

Position Descriptions 

Project Priority List 

School Plant Survey 

Transportation Procedures Manual 

Instructional Services 

After School Child Care Program Manual 

Code of Student Conduct 

District Testing Procedures Manual 

Page  277  of   286

butlerj
Highlight



©EMCS Gadsden 2.25+ 
Adopted 10/22/19 

Page 2 of 2 

Instructional Materials Manual 

Instructional Technology Plan 

Limited-English Proficient LEP Plan 

Manual for Admissions and Placement for ESE Programs 

Student Progression Plan 

School Handbooks 

School Health Procedures Manual 

School Improvement Plans  

Special Programs and Procedures Manual 

Student Education Records Manual 

Student Performance Standards 

Student Performance Standards of Excellence 

Student Report Cards 

Student Services Plan 

Truancy Plan 

STATUTORY AUTHORITY:  1001.41, 1001.42, F. S. 

LAWS IMPLEMENTED:     1001.41, 1001.43, F.S. 

HISTORY: ADOPTED: 
REVISION DATE(S): 

FORMERLY:  8.220; 8.301; 8.302 
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