
AGENDA 

REGULAR SCHOOL BOARD MEETING 

GADSDEN COUNTY SCHOOL BOARD 

MAX D. WALKER ADMINISTRATION BUILDING 

35 MARTIN LUTHER KING, JR. BLVD. 

QUINCY, FLORIDA 

November 22, 2022 

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. October 25, 2022, 4:30 p.m. - School Board Workshop 
 
 b. October 25, 2022, 6:00 p.m. – Regular 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) – SEE PAGE #3  
 
a.  Personnel 2022 - 2023  

 
ACTION REQUESTED: The Superintendent recommends approval. 

 
7. AGREEMENT/CONTRACT/PROJECT APPLICATIONS 

 
a. Panhandle Area Educational Consortium (PAEC-FL VS FRANCHISE) Contract Agreement) 

– SEE PAGE #5 
 
Fund Source:  FEFP 
Amount:  Undetermined – based upon enrollment 
 

ACTION REQUESTED: The Superintendent recommends approval. 
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8. SCHOOL FACILITY/PROPERTY 
a. Request for Amendment #2 to Professional Services Agreement with DAG Architects, 

Inc. – SEE PAGE #12 
  

Fund Source:  Special Facilities Construction Fund from Insurance Loan 
 Amount:  $486,277.00 
 

ACTION REQUESTED: The Superintendent recommends approval. 
 

b. Request to Award RFP 2022-0004 – Door Replacement Project-Phase II at Havana 
Magnet School and Request for Purchase Order – SEE PAGE #47  

 
Fund Source:  ESSR2 

 Amount:  $215,920.00 
 

ACTION REQUESTED: The Superintendent recommends approval. 
 
9. STUDENT MATTERS – SEE ATTACHMENT 
 

a. Student Expulsion – See back-up material 
 

Case #17-2223-0052 
 
ACTION REQUESTED: The Superintendent recommends approval. 
 

10. EDUCATIONAL ISSUES  
 
a. Gadsden County High School Marching Band Field Trip - SEE PAGE #97 

 
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 #111 

 
Fund Source: N/A  
Amount: N/A  
 
ACTION REQUESTED: The Superintendent recommends approval. 

 
ITEMS FOR DISCUSSION   
 
11.  EDUCATIONAL ITEMS BY THE SUPERINTENDENT     
 
12.       SCHOOL BOARD REQUESTS AND CONCERNS   
 
13.       ADJOURNMENT 
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THE GADSDEN COUNTY SCHOOL DISTRICT 
bducatmg Ev y Stud n T day kmg Gadsden Stronger fomorrow 

Elijah Key, Superintendent of Schools 
35 M artin Luther King, Jr. Blvd Quincy, Florida 32351 

Main: (850) 627-9651 or Fax : (850) 627-2760 

November 22, 2022 

The School Board of 
Gadsden County, Florida 
Quincy, Florida 3235 1 

Dear School Board Members: 

, W\\ GadsdenSchools.org 

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 2022-2023 

The following reflects the total number of full -time employees in this school district for the 2022-2023 school term, 
as of November 22, 2022. 

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

Part Time Instructional 
Part Time Non Instructional 
Total 

I 00% Grant Funded 
Split Grant Funded 
Total Grant Funded of 741 Employees 

Sincerely, 

~ 
Superintendent of Schools 

Cathy S. Johnson 
DISTRICT NO. I 
Havana, FL 32333 
Midway, FL 32343 

Steve Scott 
DISTRICT NO. 2 
Q uincy, FL 32351 
Havana, FL 32333 

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

Leroy McM illan. 
DISTRI CT 0 . 3 

Chattahoochee, FL 323324 
Greensboro, FL 32330 

#Employees 
November 2022 

312.00 
54.00 

375.00 
741.00 

3.00 
3.00 
6.00 

164.00 
25.00 

189.00 

Charlie D. Frost 
DISTRICT NO. 4 
Gretna, FL 32332 
Quincy, FL 32352 

Karema D. Dudley 
DISTRICT NO. 5 
Quincy, FL 32351 

Agenda Item No. 6a
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At;J<.:NllA JTJ<.:M <>A l STKlJCTlUNAL ANll NUN lNSTKlJCTlUNAL 2022/2023 
INSTRUCTIONAL 
Name 
Humose, Marcus 
James, Jelani 
Lennon,Shayne 
McFadden, Timothy 
Salter, Jasmine 
Westberry, Niykeal 

ON INSTRUCTIONAL 
Name 
Burke, Andrea 
Holloway, Marquise 
Jordan, Linda 
Mathews, Paul 
Quintanilla, Ernesto 
Smith, Ethel 
Sweeting, Cassandra 
Thomas, Kayotris 
Williams, Whitney 

Location 
HMS 
GCHS 
JASMS 
HMS 
WGMS 
HMS 

Location 
HMS 
WGMS 
SSES 
WGMS 
CPA 
GCHS 
HMS 
GCHS 
HMS 

Position 
Adjunct Instructor 
Adjunct Instructor 
Adjunct Instructor 
Teacher 
Adjunct Instructor 
Adjunct Instructor 

Position 
Educational Paraprofessional 
Custodial Assistant 
Secretary 
Educational Paraprofessional 
Educational Paraprofessional 
Custodial Assistant 
Custodial Assistant 
Attendance Assistant 
Custodial Assistant 

Effective Date 
10/24/2022 
11 /01/2022 
11/01 /2022 
11/14/2022 
10/24/2022 
11/07/2022 

Effective Date 
10/24/2022 
10/31 /2022 
11 /01 /2022 
11/14/2022 
11/03/2022 
10/18/2022 
10/24/2022 
11 /08/2022 
11 /07/2022 

REQUESTS FOR LEAVE, RESIGNATION, TRANSFERS, RETIREMENTS, TERMINATIONS OF EMPLOYMENT: 

LEAVE 
~ Location/Position 
Esland, Sharonda WGHS/Ed. Paraprofessional 
Pawlik, Nicole S SES/Teacher 
Wood, Brian GCHS/Ed. Paraprofessional 

RESIGNATION 
Name Location 
Johnson-King, Sharonda HMS 
Jordan, Linda* SSES 
Rittman, Teresa JASMS 
Smith, Kaloma GCHS 
Stoll, Rebecca GWM 
Young, Ro Anna HMS 

*Resigned to accept another position within the District 

DROP RETIREMENT 
Name 
Wade, Eileen 

SUBSTITUTES 
Teacher 
Epps, Kathy 
Haywood, Jahiya 
Isaac, Angeline 
Sconiers, Barbara 

Custodial 
Murray, Eddie 

Location 
SSES 

Beginning Date 
11 /03/2022 
10/03/2022 
09/07/2022 

Position 
Teacher 
Educational Paraprofessional 
Educational Paraprofessional 
Teacher 
Teacher 
School Counselor 

Position 
Teacher 

Ending Date 
06/06/2023 
11 /28/2022 
11 /18/2022 

Effective Date 
10/31 /2022 
10/31 /2022 
11/10/2022 
06/09/2022 
10/26/2022 
10/07/2022 

DROP Ends 
09/30/2022 
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November 22, 2022 
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ----- -

DATE OF SCHOOL BOARD MEETING: --=-N=o....;_vem= b=er=--=2=2=. 2=0=2 __ 2 _ _ _ ___ _ 

TITLE OF AGENDA ITEM: Request for Amendment #2 to Professional Services Agreement 

with DAG Architects. Inc. 

DIVISION: Facilities Department 

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

PURPOSE AND SUMMARY OF ITEM: On March 22. 2022, the Board approved the 

awarding of RFO 2021-0008 Architectural Services for the New K-8 School to DAG Architects, 

Inc. and on September 27. 2022 approved Amendment #1 to the original Professional Services 

Agreement. DAG Architects, Inc. has provided additional services related to funding for the 

new school that were not included in the original scope of work. This request is for approval of 

Amendment #2. Attached are the following: document from Mr. Hunter expanding on the 

various service levels through the American Institute of Architects (AIA}. Standard Form of 

Agreement between Owner and Architect including Exhibit A signed on March 3, 2022. 

Amendment #1 to the Professional Services Agreement dated 9/2/22. 9/21 /22 letter from DAG 

Architects, Inc. and draft Amendment #2 to the Professional Services Agreement. 

FUND SOURCE: Special Facilities Construction Fund from Insurance Loan 

AMOUNT: $486,277.00 

PREPARED BY: William Hunter 

POSITION: Facilities Director 

8a
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INTERNAL INSTRUCTIONS TO BE COMPLETED BY PREPARER 

_____ Number of ORIGINAL SIGNATURES NEEDED by preparer. 

SUPERINTENDENT'S SIGNATURE: page(s) numbered Page 1 of the amendment 
CHAIRMAN'S SIGNATURE· age(s) numbered Page 1 of the amendment 

REVIEWED BY: _ __,,_,_,.,__ ___ _ 
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AMENDMENT NUMBER 2  
 

When contracting with Design Professionals, it is common practice to utilize the Department of 
Management Services’ fee guidelines (see exhibit “A” of DAG’s original proposal dated March 2, 
2022). They were established because not every project has the same requirements or degree 
of difficulty. It’s not uncommon for the pricing of some of the required services, those listed as 
“Additional Services”, to be submitted at a later date due to time constraints or the need for 
more detailed information. 
 
Because we contracted so close to the deadline for submitting phase I drawings to DOE for 
Special Facilities Construction Account consideration, the Architect could only provide a 
proposal for “Basic Services”. 
 
Amendment No. 1 was for the additional services requested assisting the District with securing 
Special Facilities Construction funds. 
 
Amendment No. 2 is for the required Additional Services that the Architect did not have time to 
include in the Original proposal. 
 
It is important to understand, the Architect’s fee is based on cost estimates at the beginning and 
not actual cost. The Architect’s contract is for a percentage of the actual cost of construction. 
Their contract amount will be adjusted up or down at the end of the contract based on the actual 
cost of construction. 
 
There are also services the District will pay for directly such as Testing and Threshold 
Inspections. These costs need to be taken into account when establishing the project budget 
and I always try to have a small Owners Contingency. 
 
DEFINITIONS: 
 
Basic Services:  The fee guides shown on the following page labeled "Fee Calculator" are for 
"basic" architectural and standard engineering services including full-service phases for design, 
bidding and construction.  The fee is only to be used as a guide, with the actual fees justified by the 
architect or engineer via a detailed proposal in accordance with the format established by the 
Division of Real Estate Development and Management. 
 
Additional Services: Additional services are not included within the "basic" fee guides.  Additional 
services may include any special consultants required by the project and are typically those 
furnished beyond what is shown in the Form of Agreement Between Owner and Architect-Engineer 
used by the Division of Real Estate Development and Management.  Additional services, including 
but not limited to those itemized on the next page labeled "Fee Calculator" shall have additional 
fees/expenses negotiated based on the project specific scope of services. 
 

ADDITIONAL SERVICES & EXPENSES: 

The following services are considered Additional to Basic Services and are not included 
within the basic fee represented by the fee guides: 

• Feasibility Studies/ Analysis 
• Facility Programming 

• LEED Consultation 
• Graphic and Signage Design 
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• Master Planning 
• Soils Investigations/Reports 
• Surveys -Topographic/Boundary 

o Vegetation/Improvements/Utilities 
• Measured Drawings of Existing Facilities 
• Existing Facilities Analysis 
• Toxic Substance Mitigation Surveys and 

Consultation 
• Site Environmental Assessments 
• Site DRI, PUD, Site Plan Review and/or 

Zoning Modifications 
• Traffic Analysis and Traffic Signal Warrant 

Studies 
• Civil Engineering Design including 

Paving/Grading/Utilities/Drainage/Storm-
water Management/Environmental & All Site 
Permitting 

• Existing Site Utility Infrastructure 
Improvements 

• Site Lighting Design 
• Landscape Architectural & Irrigation Design 
• Specialty Consultants 

o Voice/Data Communications; 
Electronic/Audio Visual; Food 
Service Equipment; Hazardous 
Material; Hospital/Laboratory; 
Interior Design; Indoor Air Quality; 
Quality Control; 
Theater/Acoustical; Security 

• Life Cycle Cost (ROI) and/or Federal DOE 
Energy Analysis 

• Special Code Reviews including ACHA 
• Detailed Cost Estimates 
• Documents Prepared For: 

o Alternate Bids Exceeding Contract 
Scope 

o Excessive Change Orders 
o Multiple Construction Contracts 
o Record Documents/As Builts 

• Prolonged Construction Contract 
Administration Services 

• Structural Threshold Inspections 
• Project Representation During Construction 

Beyond Bi-Monthly Administration 
• Additional Construction Contract 

o Administration Services for 
Multiple Contracts 

• Building Commissioning and Training 
Services 

• Post Occupancy Inspections/ Evaluations 
• Renderings/ Models 
• Substantive Changes to Scope, Size or 

Complexity 
• Owner Requested Changes to Approved 

Documents 
• Reimbursable Expenses* 

o Including, but not limited to, 
reproduction/ printing costs, travel 
expenses, and special mail 
service expenses 

 

Page 15 of 162



Document B101™ – 2017
Standard Form of Agreement Between Owner and Architect

Init.

/

AIA Document B101™ – 2017. Copyright © 1974, 1978, 1987, 1997, 2007 and 2017 by The American Institute of Architects. All rights reserved. The “American 
Institute of Architects,” “AIA,” the AIA Logo, and “AIA Contract Documents” are registered trademarks and may not be used without permission. This document was 
produced by AIA software at 12:53:37 ET on 03/09/2022 under Order No.2114275611 which expires on 01/14/2023, is not for resale, is licensed for one-time use 
only, and may only be used in accordance with the AIA Contract Documents® Terms of Service. To report copyright violations, e-mail copyright@aia.org.
User Notes: (1799512400)

1

ADDITIONS AND DELETIONS: 
The author of this document has 
added information needed for its 
completion. The author may also 
have revised the text of the original 
AIA standard form. An Additions and 
Deletions Report that notes added 
information as well as revisions to the 
standard form text is available from 
the author and should be reviewed. A 
vertical line in the left margin of this 
document indicates where the author 
has added necessary information 
and where the author has added to or 
deleted from the original AIA text.

This document has important legal 
consequences. Consultation with an 
attorney is encouraged with respect 
to its completion or modification.

AGREEMENT made as of the Third day of March in the year Two Thousand and Twenty 
Two
(In words, indicate day, month and year.)

BETWEEN the Architect’s client identified as the Owner:
(Name, legal status, address and other information)

Gadsden County Public Schools
35 Martin Luther King Jr, Blvd 
Quincy, FL  32351

and the Architect:
(Name, legal status, address and other information)

DAG Architects, Inc.
1223 Airport Road
Destin, FL 32541

for the following Project:
(Name, location and detailed description)

A new K8 School and master plan design on the existing James A. Shanks Middle School 
site to include design, construction documentation and construction administration for a 
new combined elementary and middle school of approximately 250,000 GSF and 
accommodating 1,646 students.

The Owner and Architect agree as follows.
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2

TABLE OF ARTICLES

1 INITIAL INFORMATION

2 ARCHITECT’S RESPONSIBILITIES

3 SCOPE OF ARCHITECT’S BASIC SERVICES

4 SUPPLEMENTAL AND ADDITIONAL SERVICES

5 OWNER’S RESPONSIBILITIES

6 COST OF THE WORK

7 COPYRIGHTS AND LICENSES

8 CLAIMS AND DISPUTES

9 TERMINATION OR SUSPENSION

10 MISCELLANEOUS PROVISIONS

11 COMPENSATION

12 SPECIAL TERMS AND CONDITIONS

13 SCOPE OF THE AGREEMENT

ARTICLE 1   INITIAL INFORMATION
§ 1.1 This Agreement is based on the Initial Information set forth in this Section 1.1.
(For each item in this section, insert the information or a statement such as "not applicable" or "unknown at time of
execution.")

§ 1.1.1 The Owner’s program for the Project:
(Insert the Owner’s program, identify documentation that establishes the Owner’s program, or state the manner in
which the program will be developed.)

Plant survey Number 5 Version 1 issued by the Florida Department of Education. 

§ 1.1.2 The Project’s physical characteristics:
(Identify or describe pertinent information about the Project’s physical characteristics, such as size; location;
dimensions; geotechnical reports; site boundaries; topographic surveys; traffic and utility studies; availability of
public and private utilities and services; legal description of the site, etc.)

See Exhibit A, Architects proposal and description of work.

§ 1.1.3 The Owner’s budget for the Cost of the Work, as defined in Section 6.1:
(Provide total and, if known, a line item breakdown.)

See Exhibit A, Architects proposal and description of work.

§ 1.1.4 The Owner’s anticipated design and construction milestone dates:

.1 Design phase milestone dates, if any:
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Schematic Design to be submitted to the Florida DOE Facilities Department NLT June 1, 2022,
Completion of the rest of the construction documentation process to be completed subsequent to        
Legislative approval of the Special Facilities Funding request in subsequent years.

.2 Construction commencement date:

To be determined

.3 Substantial Completion date or dates:

To be determined

.4 Other milestone dates:

To be determined

§ 1.1.5 The Owner intends the following procurement and delivery method for the Project:
(Identify method such as competitive bid or negotiated contract, as well as any requirements for accelerated or 
fast-track design and construction, multiple bid packages, or phased construction.)

Construction Manager at Risk selected by the School Board

§ 1.1.6 The Owner’s anticipated Sustainable Objective for the Project:
(Identify and describe the Owner’s Sustainable Objective for the Project, if any.)

Meet or exceed Florida State Statute requirements for public facilities

§ 1.1.7 The Owner identifies the following representative in accordance with Section 5.3:
(List name, address, and other contact information.)

Mr. Bill Hunter
Director of Facilities 
35 Martin Luther King Jr. Blvd
Quincy, FL 32351
Telephone: (O) 627-9888/(C) 850-508-8924

§ 1.1.8 The persons or entities, in addition to the Owner’s representative, who are required to review the Architect’s 
submittals to the Owner are as follows:
(List name, address, and other contact information.)

N.A.

§ 1.1.9 The Owner shall retain the following consultants and contractors:
(List name, legal status, address, and other contact information.)

.1 Geotechnical Engineer:
Southern Earth Science

.2 Surveyor:
TBD

.3 Other, if any:
Threshold Inspection Services – TBD

          Toxic/Hazardous Materials Survey/Abatement – TBD
          Site Environmental Assessments – TBD
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           Mechanical & Electrical Systems Commissioning - TBD

§ 1.1.10 The Architect identifies the following representative in accordance with Section 2.3:
(List name, address, and other contact information.)

Jack Baker, AIA, FCP
1223 Airport Road
Destin, FL  32547
Telephone Number: 850-217-1769

§ 1.1.11 The Architect shall retain the consultants identified in Sections 1.1.11.1 and 1.1.11.2:
(List name, legal status, address, and other contact information.)

§ 1.1.11.1 Consultants retained under Basic Services:
.1 Structural Engineer:

Pennoni Structural Engineers.
Justin Duncan, PE
1705 South Gadsden Street
Suite 100
Tallahassee, FL 32301

.2 Mechanical Engineer:

Watford Engineering
David Watford, PE
2872 Madison Street
Marianna, FL  32446

.3 Electrical Engineer:

HG Consulting Engineers
Dan White, PE
142 Eglin Parkway
Fort Walton Beach, FL  32548

§ 1.1.11.2 Consultants retained under Supplemental Services:

1. Civil Engineering
Kimley-Horn
Cameron Snipes, PE
2615 Centennial Boulevard                              
Suite 200                                                        
Tallahassee, FL 32308

2. Data Communications, Security & Access Control 
TBD

3. Food Service
Futch Design Associates, Inc.
Greg Futch, FCSI
7948 Goodwood Boulevard
Baton Rouge, LA  70806
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4. Landscape Architecture        
Kimley-Horn
Shawn Kalbli, RLA, ASLA    
2615 Centennial Boulevard             
Suite 200                     
Tallahassee, FL 32308

5. Acoustical & Audio Visual 
Chuck Walthal & Associates  
200 Swift Creek Drive 
Cantonment, FL  32533

§ 1.1.12 Other Initial Information on which the Agreement is based:

See Exhibit A, Architects proposal and description of work.

§ 1.2 The Owner and Architect may rely on the Initial Information. Both parties, however, recognize that the Initial
Information may materially change and, in that event, the Owner and the Architect shall appropriately adjust the
Architect’s services, schedule for the Architect’s services, and the Architect’s compensation. The Owner shall adjust
the Owner’s budget for the Cost of the Work and the Owner’s anticipated design and construction milestones, as
necessary, to accommodate material changes in the Initial Information.

§ 1.3 The parties shall agree upon protocols governing the transmission and use of Instruments of Service or any other
information or documentation in digital form. The parties will use AIA Document E203™–2013, Building
Information Modeling and Digital Data Exhibit, to establish the protocols for the development, use, transmission, and
exchange of digital data.

§ 1.3.1 Any use of, or reliance on, all or a portion of a building information model without agreement to protocols
governing the use of, and reliance on, the information contained in the model and without having those protocols set
forth in AIA Document E203™–2013, Building Information Modeling and Digital Data Exhibit, and the requisite
AIA Document G202™–2013, Project Building Information Modeling Protocol Form, shall be at the using or relying
party’s sole risk and without liability to the other party and its contractors or consultants, the authors of, or contributors
to, the building information model, and each of their agents and employees.

ARTICLE 2   ARCHITECT’S RESPONSIBILITIES
§ 2.1 The Architect shall provide professional services as set forth in this Agreement. The Architect represents that it
is properly licensed in the jurisdiction where the Project is located to provide the services required by this Agreement,
or shall cause such services to be performed by appropriately licensed design professionals.

§ 2.2 The Architect shall perform its services consistent with the professional skill and care ordinarily provided by
architects practicing in the same or similar locality under the same or similar circumstances. The Architect shall
perform its services as expeditiously as is consistent with such professional skill and care and the orderly progress of
the Project.

§ 2.3 The Architect shall identify a representative authorized to act on behalf of the Architect with respect to the
Project.

§ 2.4 Except with the Owner’s knowledge and consent, the Architect shall not engage in any activity, or accept any
employment, interest or contribution that would reasonably appear to compromise the Architect’s professional
judgment with respect to this Project.

§ 2.5 The Architect shall maintain the following insurance until termination of this Agreement. If any of the
requirements set forth below are in addition to the types and limits the Architect normally maintains, the Owner shall
pay the Architect as set forth in Section 11.9.

§ 2.5.1 Commercial General Liability with policy limits as set forth in Exhibit B.
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§ 2.5.2 Automobile Liability covering vehicles owned, and non-owned vehicles used, by the Architect with policy
limits as set forth in Exhibit B.

§ 2.5.3 The Architect may achieve the required limits and coverage for Commercial General Liability and Automobile
Liability through a combination of primary and excess or umbrella liability insurance, provided such primary and
excess or umbrella liability insurance policies result in the same or greater coverage as the coverages required under
Sections 2.5.1 and 2.5.2, and in no event shall any excess or umbrella liability insurance provide narrower coverage
than the primary policy. The excess policy shall not require the exhaustion of the underlying limits only through the
actual payment by the underlying insurers.

§ 2.5.4 Workers’ Compensation at statutory limits.

§ 2.5.5 Employers’ Liability with policy limits as set forth in Exhibit B.

§ 2.5.6 Professional Liability covering negligent acts, errors and omissions in the performance of professional services
with policy limits as set forth in Exhibit B.

§ 2.5.7 Additional Insured Obligations. To the fullest extent permitted by law, the Architect shall cause the primary and
excess or umbrella polices for Commercial General Liability and Automobile Liability to include the Owner as an
additional insured for claims caused in whole or in part by the Architect’s negligent acts or omissions. The additional
insured coverage shall be primary and non-contributory to any of the Owner’s insurance policies and shall apply to
both ongoing and completed operations.

§ 2.5.8 The Architect shall provide certificates of insurance to the Owner that evidence compliance with the
requirements in this Section 2.5.

ARTICLE 3   SCOPE OF ARCHITECT’S BASIC SERVICES
§ 3.1 The Architect’s Basic Services consist of those described in this Article 3 and include usual and customary
structural, mechanical, and electrical engineering services. Services not set forth in this Article 3 are Supplemental or
Additional Services.

§ 3.1.1 The Architect shall manage the Architect’s services, research applicable design criteria, attend Project
meetings, communicate with members of the Project team, and report progress to the Owner.

§ 3.1.2 The Architect shall coordinate its services with those services provided by the Owner and the Owner’s
consultants. The Architect shall be entitled to rely on, and shall not be responsible for, the accuracy, completeness, and
timeliness of, services and information furnished by the Owner and the Owner’s consultants. The Architect shall
provide prompt written notice to the Owner if the Architect becomes aware of any error, omission, or inconsistency in
such services or information.

§ 3.1.3 As soon as practicable after the date of this Agreement, the Architect shall submit for the Owner’s approval a
schedule for the performance of the Architect’s services. The schedule initially shall include anticipated dates for the
commencement of construction and for Substantial Completion of the Work as set forth in the Initial Information. The
schedule shall include allowances for periods of time required for the Owner’s review, for the performance of the
Owner’s consultants, and for approval of submissions by authorities having jurisdiction over the Project. Once
approved by the Owner, time limits established by the schedule shall not, except for reasonable cause, be exceeded by
the Architect or Owner. With the Owner’s approval, the Architect shall adjust the schedule, if necessary, as the Project
proceeds until the commencement of construction.

§ 3.1.4 The Architect shall not be responsible for an Owner’s directive or substitution, or for the Owner’s acceptance
of non-conforming Work, made or given without the Architect’s written approval.

§ 3.1.5 The Architect shall contact governmental authorities required to approve the Construction Documents and
entities providing utility services to the Project. The Architect shall respond to applicable design requirements
imposed by those authorities and entities.
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§ 3.1.6 The Architect shall assist the Owner in connection with the Owner’s responsibility for filing documents
required for the approval of governmental authorities having jurisdiction over the Project.

§ 3.2 Schematic Design Phase Services
§ 3.2.1 The Architect shall review the program and other information furnished by the Owner, and shall review laws,
codes, and regulations applicable to the Architect’s services.

§ 3.2.2 The Architect shall prepare a preliminary evaluation of the Owner’s program, schedule, budget for the Cost of
the Work, Project site, the proposed procurement and delivery method, and other Initial Information, each in terms of
the other, to ascertain the requirements of the Project. The Architect shall notify the Owner of (1) any inconsistencies
discovered in the information, and (2) other information or consulting services that may be reasonably needed for the
Project.

§ 3.2.3 The Architect shall present its preliminary evaluation to the Owner and shall discuss with the Owner
alternative approaches to design and construction of the Project. The Architect shall reach an understanding with the
Owner regarding the requirements of the Project.

§ 3.2.4 Based on the Project requirements agreed upon with the Owner, the Architect shall prepare and present, for the
Owner’s approval, a preliminary design illustrating the scale and relationship of the Project components.

§ 3.2.5 Based on the Owner’s approval of the preliminary design, the Architect shall prepare Schematic Design
Documents for the Owner’s approval. The Schematic Design Documents shall consist of drawings and other
documents including a site plan, if appropriate, and preliminary building plans, sections and elevations; and may
include some combination of study models, perspective sketches, or digital representations. Preliminary selections of
major building systems and construction materials shall be noted on the drawings or described in writing.

§ 3.2.5.1 The Architect shall consider sustainable design alternatives, such as material choices and building
orientation, together with other considerations based on program and aesthetics, in developing a design that is
consistent with the Owner’s program, schedule and budget for the Cost of the Work. The Owner may obtain more
advanced sustainable design services as a Supplemental Service under Section 4.1.1.

§ 3.2.5.2 The Architect shall consider the value of alternative materials, building systems and equipment, together
with other considerations based on program and aesthetics, in developing a design for the Project that is consistent
with the Owner’s program, schedule, and budget for the Cost of the Work.

§ 3.2.7 The Architect shall submit the Schematic Design Documents to the Owner, and request the Owner’s approval.
Subsequent to receipt of the School Boards approval of the Schematic Design Documents the Architect shall submit
the documents to the Florida Department of Education Facilities Department for review and approval prior to
submission to the Special Facilities Committee.

§ 3.3 Design Development Phase Services
§ 3.3.1 Based on the Owner’s approval of the Schematic Design Documents, and on the Owner’s authorization of any
adjustments in the Project requirements and the budget for the Cost of the Work, the Architect shall prepare Design
Development Documents for the Owner’s approval. The Design Development Documents shall illustrate and describe
the development of the approved Schematic Design Documents and shall consist of drawings and other documents
including plans, sections, elevations, typical construction details, and diagrammatic layouts of building systems to fix
and describe the size and character of the Project as to architectural, structural, mechanical and electrical systems, and
other appropriate elements. The Design Development Documents shall also include outline specifications that identify
major materials and systems and establish, in general, their quality levels.

§ 3.3.3 The Architect shall submit the Design Development Documents to the Owner, advise the Owner of any 
adjustments to the estimate of the Cost of the Work, and request the Owner’s approval.
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§ 3.4 Construction Documents Phase Services
§ 3.4.1 Based on the Owner’s approval of the Design Development Documents, and on the Owner’s authorization of
any adjustments in the Project requirements and the budget for the Cost of the Work, the Architect shall prepare
Construction Documents for the Owner’s approval. The Construction Documents shall illustrate and describe the
further development of the approved Design Development Documents and shall consist of Drawings and
Specifications setting forth in detail the quality levels and performance criteria of materials and systems and other
requirements for the construction of the Work. The Owner and Architect acknowledge that, in order to perform the
Work, the Contractor will provide additional information, including Shop Drawings, Product Data, Samples and other
similar submittals, which the Architect shall review in accordance with Section 3.6.4.

§ 3.4.2 The Architect shall incorporate the design requirements of governmental authorities having jurisdiction over
the Project into the Construction Documents.

§ 3.4.3 During the development of the Construction Documents, the Architect shall assist the Owner in the
development and preparation of (1) procurement information that describes the time, place, and conditions of bidding,
including bidding or proposal forms; (2) the form of agreement between the Owner and Contractor; and (3) the
Conditions of the Contract for Construction (General, Supplementary and other Conditions). The Architect shall also
compile a project manual that includes the Conditions of the Contract for Construction and Specifications, and may
include bidding requirements and sample forms.

§ 3.4.5 The Architect shall submit the Construction Documents to the Owner, advise the Owner of any adjustments to
the estimate of the Cost of the Work, take any action required under Section 6.5, and request the Owner’s approval.

§ 3.5 Procurement Phase Services
§ 3.5.1 General
The Architect shall assist the Owner and Construction Manager in establishing a list of prospective contractors.
Following the Owner’s approval of the Construction Documents, the Architect shall assist the Owner in (1) obtaining
either competitive bids or negotiated proposals; (2) confirming responsiveness of bids or proposals; (3) determining
the successful bid or proposal, if any; and, (4) awarding and preparing contracts for construction.

§ 3.5.2 Competitive Bidding
§ 3.5.2.1 Bidding Documents shall consist of bidding requirements and proposed Contract Documents.

§ 3.5.2.2 The Architect shall assist the Owner in bidding the Project by:
(Paragraphs deleted)

.1 preparing responses to questions from prospective bidders and providing clarifications and 
interpretations of the Bidding Documents to the prospective bidders in the form of addenda. 

§ 3.5.2.3 If the Bidding Documents permit substitutions, upon the Owner’s written authorization, the Architect shall, 
as an Additional Service, consider requests for substitutions and prepare and distribute addenda identifying approved 
substitutions to all prospective bidders.

§ 3.6 Construction Phase Services
§ 3.6.1 General
§ 3.6.1.1 The Architect shall provide administration of the Contract between the Owner and the Contractor as set forth
below and in AIA Document A201™–2017, General Conditions of the Contract for Construction. If the Owner and
Contractor modify AIA Document A201–2017, those modifications shall not affect the Architect’s services under this
Agreement unless the Owner and the Architect amend this Agreement.

§ 3.6.1.2 The Architect shall advise and consult with the Owner during the Construction Phase Services. The Architect
shall have authority to act on behalf of the Owner only to the extent provided in this Agreement. The Architect shall
not have control over, charge of, or responsibility for the construction means, methods, techniques, sequences or
procedures, or for safety precautions and programs in connection with the Work, nor shall the Architect be responsible
for the Contractor’s failure to perform the Work in accordance with the requirements of the Contract Documents. The
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Architect shall be responsible for the Architect’s negligent acts or omissions, but shall not have control over or charge 
of, and shall not be responsible for, acts or omissions of the Contractor or of any other persons or entities performing 
portions of the Work.

§ 3.6.1.3  Subject to Section 4.2 and except as provided in Section 3.6.6.5, the Architect’s responsibility to provide
Construction Phase Services commences with the award of the Contract for Construction and terminates on the date
the Architect issues the final Certificate for Payment.

§ 3.6.2 Evaluations of the Work
§ 3.6.2.1 The Architect shall visit the site at intervals appropriate to the stage of construction, or as otherwise required
in Section 4.2.3, to become generally familiar with the progress and quality of the portion of the Work completed, and
to determine, in general, if the Work observed is being performed in a manner indicating that the Work, when fully
completed, will be in accordance with the Contract Documents. However, the Architect shall not be required to make
exhaustive or continuous on-site inspections to check the quality or quantity of the Work. On the basis of the site visits,
the Architect shall keep the Owner reasonably informed about the progress and quality of the portion of the Work
completed, and promptly report to the Owner (1) known deviations from the Contract Documents, (2) known
deviations from the most recent construction schedule submitted by the Contractor, and (3) defects and deficiencies
observed in the Work.

§ 3.6.2.2 The Architect has the authority to reject Work that does not conform to the Contract Documents. Whenever
the Architect considers it necessary or advisable, the Architect shall have the authority to require inspection or testing
of the Work in accordance with the provisions of the Contract Documents, whether or not the Work is fabricated,
installed or completed. However, neither this authority of the Architect nor a decision made in good faith either to
exercise or not to exercise such authority shall give rise to a duty or responsibility of the Architect to the Contractor,
Subcontractors, suppliers, their agents or employees, or other persons or entities performing portions of the Work.

§ 3.6.2.3 The Architect shall interpret and decide matters concerning performance under, and requirements of, the
Contract Documents on written request of either the Owner or Contractor. The Architect’s response to such requests
shall be made in writing within any time limits agreed upon or otherwise with reasonable promptness.

§ 3.6.2.4  Interpretations and decisions of the Architect shall be consistent with the intent of, and reasonably inferable
from, the Contract Documents and shall be in writing or in the form of drawings. When making such interpretations
and decisions, the Architect shall endeavor to secure faithful performance by both Owner and Contractor, shall not
show partiality to either, and shall not be liable for results of interpretations or decisions rendered in good faith. The
Architect’s decisions on matters relating to aesthetic effect shall be final if consistent with the intent expressed in the
Contract Documents and agreeable to the Owner.

§ 3.6.2.5  Unless the Owner and Contractor designate another person to serve as an Initial Decision Maker, as that term
is defined in AIA Document A201–2017, the Architect shall render initial decisions on Claims between the Owner and
Contractor as provided in the Contract Documents.

§ 3.6.3 Certificates for Payment to Contractor
§ 3.6.3.1 The Architect shall review and certify the amounts due the Contractor and shall issue certificates in such
amounts. The Architect’s certification for payment shall constitute a representation to the Owner, based on the
Architect’s evaluation of the Work as provided in Section 3.6.2 and on the data comprising the Contractor’s
Application for Payment, that, to the best of the Architect’s knowledge, information and belief, the Work has
progressed to the point indicated, the quality of the Work is in accordance with the Contract Documents, and that the
Contractor is entitled to payment in the amount certified. The foregoing representations are subject to (1) an evaluation
of the Work for conformance with the Contract Documents upon Substantial Completion, (2) results of subsequent
tests and inspections, (3) correction of minor deviations from the Contract Documents prior to completion, and (4)
specific qualifications expressed by the Architect.

§ 3.6.3.2 The issuance of a Certificate for Payment shall not be a representation that the Architect has (1) made
exhaustive or continuous on-site inspections to check the quality or quantity of the Work, (2) reviewed construction
means, methods, techniques, sequences or procedures, (3) reviewed copies of requisitions received from
Subcontractors and suppliers and other data requested by the Owner to substantiate the Contractor’s right to payment,
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or (4) ascertained how or for what purpose the Contractor has used money previously paid on account of the Contract 
Sum.

§ 3.6.3.3 The Architect shall maintain a record of the Applications and Certificates for Payment.

§ 3.6.4 Submittals
§ 3.6.4.1 The Architect shall review the Contractor’s submittal schedule and shall not unreasonably delay or withhold
approval of the schedule. The Architect’s action in reviewing submittals shall be taken in accordance with the
approved submittal schedule or, in the absence of an approved submittal schedule, with reasonable promptness while
allowing sufficient time, in the Architect’s professional judgment, to permit adequate review.

§ 3.6.4.2 The Architect shall review and approve, or take other appropriate action upon, the Contractor’s submittals
such as Shop Drawings, Product Data and Samples, but only for the limited purpose of checking for conformance with
information given and the design concept expressed in the Contract Documents. Review of such submittals is not for
the purpose of determining the accuracy and completeness of other information such as dimensions, quantities, and
installation or performance of equipment or systems, which are the Contractor’s responsibility. The Architect’s review
shall not constitute approval of safety precautions or construction means, methods, techniques, sequences or
procedures. The Architect’s approval of a specific item shall not indicate approval of an assembly of which the item is
a component.

§ 3.6.4.3 If the Contract Documents specifically require the Contractor to provide professional design services or
certifications by a design professional related to systems, materials, or equipment, the Architect shall specify the
appropriate performance and design criteria that such services must satisfy. The Architect shall review and take
appropriate action on Shop Drawings and other submittals related to the Work designed or certified by the
Contractor’s design professional, provided the submittals bear such professional’s seal and signature when submitted
to the Architect. The Architect’s review shall be for the limited purpose of checking for conformance with information
given and the design concept expressed in the Contract Documents. The Architect shall be entitled to rely upon, and
shall not be responsible for, the adequacy and accuracy of the services, certifications, and approvals performed or
provided by such design professionals.

§ 3.6.4.4 Subject to Section 4.2, the Architect shall review and respond to requests for information about the Contract
Documents. The Architect shall set forth, in the Contract Documents, the requirements for requests for information.
Requests for information shall include, at a minimum, a detailed written statement that indicates the specific Drawings
or Specifications in need of clarification and the nature of the clarification requested. The Architect’s response to such
requests shall be made in writing within any time limits agreed upon, or otherwise with reasonable promptness. If
appropriate, the Architect shall prepare and issue supplemental Drawings and Specifications in response to the
requests for information.

§ 3.6.4.5 The Architect shall maintain a record of submittals and copies of submittals supplied by the Contractor in
accordance with the requirements of the Contract Documents.

§ 3.6.5 Changes in the Work
§ 3.6.5.1 The Architect may order minor changes in the Work that are consistent with the intent of the Contract
Documents and do not involve an adjustment in the Contract Sum or an extension of the Contract Time. Subject to
Section 4.2, the Architect shall prepare Change Orders and Construction Change Directives for the Owner’s approval
and execution in accordance with the Contract Documents.

§ 3.6.5.2 The Architect shall maintain records relative to changes in the Work.

§ 3.6.6 Project Completion
§ 3.6.6.1 The Architect shall:

.1 conduct observations to determine the date or dates of Substantial Completion and the date of final 
completion;

.2 issue Certificates of Substantial Completion;

.3 forward to the Owner, for the Owner’s review and records, written warranties and related documents 
required by the Contract Documents and received from the Contractor; and,
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.4 issue a final Certificate for Payment based upon a final inspection indicating that, to the best of the 
Architect’s knowledge, information, and belief, the Work complies with the requirements of the 
Contract Documents.

§ 3.6.6.2 The Architect’s observations shall be conducted with the Owner to check conformance of the Work with the
requirements of the Contract Documents and to verify the accuracy and completeness of the list submitted by the
Contractor of Work to be completed or corrected.

§ 3.6.6.3 When Substantial Completion has been achieved, the Architect shall inform the Owner about the balance of
the Contract Sum remaining to be paid the Contractor, including the amount to be retained from the Contract Sum, if
any, for final completion or correction of the Work.

§ 3.6.6.4 The Architect shall forward to the Owner the following information received from the Contractor: (1)
consent of surety or sureties, if any, to reduction in or partial release of retainage or the making of final payment; (2)
affidavits, receipts, releases and waivers of liens, or bonds indemnifying the Owner against liens; and (3) any other
documentation required of the Contractor under the Contract Documents.

§ 3.6.6.5 Upon request of the Owner, and prior to the expiration of one year from the date of Substantial Completion,
the Architect shall, without additional compensation, conduct a meeting with the Owner to review the facility
operations and performance.

ARTICLE 4   SUPPLEMENTAL AND ADDITIONAL SERVICES
§ 4.1 Supplemental Services
§ 4.1.1 The services listed below are not included in Basic Services but may be required for the Project. The Architect
shall provide the listed Supplemental Services only if specifically designated in the table below as the Architect’s
responsibility, and the Owner shall compensate the Architect as provided in Section 11.2. Unless otherwise
specifically addressed in this Agreement, if neither the Owner nor the Architect is designated, the parties agree that the
listed Supplemental Service is not being provided for the Project.
(Designate the Architect’s Supplemental Services and the Owner’s Supplemental Services required for the Project by
indicating whether the Architect or Owner shall be responsible for providing the identified Supplemental Service.
Insert a description of the Supplemental Services in Section 4.1.2 below or attach the description of services as an
exhibit to this Agreement.)

Supplemental Services Responsibility
(Architect, Owner, or not provided)

§ 4.1.1.1 Programming Owner & Architect  

§ 4.1.1.2 Multiple preliminary designs NP

§ 4.1.1.3 Measured drawings Architect if required

§ 4.1.1.4 Existing facilities surveys NA

§ 4.1.1.5 Site evaluation and planning Architect
§ 4.1.1.6 Building Information Model management

responsibilities
NA

§ 4.1.1.7 Development of Building Information Models for
post construction use

NA

§ 4.1.1.8 Civil engineering Architect

§ 4.1.1.9 Landscape design Architect

§ 4.1.1.10 Architectural interior design Architect

§ 4.1.1.11 Value analysis Architect
§ 4.1.1.12 Detailed cost estimating beyond that

required in Section 6.3
By Construction Manager

§ 4.1.1.13 On-site project representation NP

§ 4.1.1.14 Conformed documents for construction Architect
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Supplemental Services Responsibility
(Architect, Owner, or not provided)

§ 4.1.1.15 As-designed record drawings NP

§ 4.1.1.16 As-constructed record drawings By Construction Manager

§ 4.1.1.17 Post-occupancy evaluation NP

§ 4.1.1.18 Facility support services NP

§ 4.1.1.19 Tenant-related services NP
§ 4.1.1.20 Architect’s coordination of the Owner’s

consultants
Architect

§ 4.1.1.21 Telecommunications/data design Architect

§ 4.1.1.22 Security evaluation and planning Architect

§ 4.1.1.23 Commissioning Architect or Owner TBD
§ 4.1.1.24 Sustainable Project Services pursuant to Section

4.1.3
Architect

§ 4.1.1.25 Fast-track design services NA

§ 4.1.1.26 Multiple bid packages By Construction Manager

§ 4.1.1.27 Historic preservation NA

§ 4.1.1.28 Furniture, furnishings, and equipment design Architect & Owner TBD

§ 4.1.1.29 Other services provided by specialty Consultants See Exhibit A

§ 4.1.1.30 Other Supplemental Services See Exhibit A

§ 4.1.2 Description of Supplemental Services
§ 4.1.2.1 A description of each Supplemental Service identified in Section 4.1.1 as the Architect’s responsibility is
provided below.
(Describe in detail the Architect’s Supplemental Services identified in Section 4.1.1 or, if set forth in an exhibit,
identify the exhibit. The AIA publishes a number of Standard Form of Architect’s Services documents that can be
included as an exhibit to describe the Architect’s Supplemental Services.)

See Exhibit A, Architects proposal and description of work.

§ 4.1.2.2 A description of each Supplemental Service identified in Section 4.1.1 as the Owner’s responsibility is
provided below.
(Describe in detail the Owner’s Supplemental Services identified in Section 4.1.1 or, if set forth in an exhibit, identify
the exhibit.)

See Exhibit A, Architects proposal and description of work.

§ 4.1.3 If the Owner identified a Sustainable Objective in Article 1, the Architect shall provide, as a Supplemental
Service, the Sustainability Services required in AIA Document E204™–2017, Sustainable Projects Exhibit, attached
to this Agreement. The Owner shall compensate the Architect as provided in Section 11.2.

§ 4.2 Architect’s Additional Services
The Architect may provide Additional Services after execution of this Agreement without invalidating the Agreement.
Except for services required due to the fault of the Architect, any Additional Services provided in accordance with this
Section 4.2 shall entitle the Architect to compensation pursuant to Section 11.3 and an appropriate adjustment in the
Architect’s schedule.

§ 4.2.1 Upon recognizing the need to perform the following Additional Services, the Architect shall notify the Owner
with reasonable promptness and explain the facts and circumstances giving rise to the need. The Architect shall not
proceed to provide the following Additional Services until the Architect receives the Owner’s written authorization:
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.1 Services necessitated by a change in the Initial Information, previous instructions or approvals given by 
the Owner, or a material change in the Project including size, quality, complexity, the Owner’s 
schedule or budget for Cost of the Work, or procurement or delivery method;

.2 Services necessitated by the enactment or revision of codes, laws, or regulations, including changing or 
editing previously prepared Instruments of Service;

.3 Changing or editing previously prepared Instruments of Service necessitated by official interpretations 
of applicable codes, laws or regulations that are either (a) contrary to specific interpretations by the 
applicable authorities having jurisdiction made prior to the issuance of the building permit, or (b) 
contrary to requirements of the Instruments of Service when those Instruments of Service were 
prepared in accordance with the applicable standard of care;

.4 Services necessitated by decisions of the Owner not rendered in a timely manner or any other failure of 
performance on the part of the Owner or the Owner’s consultants or contractors;

.5 Preparing digital models or other design documentation for transmission to the Owner’s consultants 
and contractors, or to other Owner-authorized recipients;

.6 Preparation of design and documentation for alternate bid or proposal requests proposed by the Owner;

.7 Preparation for, and attendance at, a public presentation, meeting or hearing;

.8 Preparation for, and attendance at, a dispute resolution proceeding or legal proceeding, except where 
the Architect is party thereto;

.9 Evaluation of the qualifications of entities providing bids or proposals;

.10 Consultation concerning replacement of Work resulting from fire or other cause during construction; 
or,

.11 Assistance to the Initial Decision Maker, if other than the Architect.

§ 4.2.2 To avoid delay in the Construction Phase, the Architect shall provide the following Additional Services, notify
the Owner with reasonable promptness, and explain the facts and circumstances giving rise to the need. If, upon
receipt of the Architect’s notice, the Owner determines that all or parts of the services are not required, the Owner shall
give prompt written notice to the Architect of the Owner’s determination. The Owner shall compensate the Architect
for the services provided prior to the Architect’s receipt of the Owner’s notice.

.1 Reviewing a Contractor’s submittal out of sequence from the submittal schedule approved by the 
Architect;

.2 Responding to the Contractor’s requests for information that are not prepared in accordance with the 
Contract Documents or where such information is available to the Contractor from a careful study and 
comparison of the Contract Documents, field conditions, other Owner-provided information, 
Contractor-prepared coordination drawings, or prior Project correspondence or documentation;

.3 Preparing Change Orders and Construction Change Directives that require evaluation of Contractor’s 
proposals and supporting data, or the preparation or revision of Instruments of Service;

.4 Evaluating an extensive number of Claims as the Initial Decision Maker; or,

.5 Evaluating substitutions proposed by the Owner or Contractor and making subsequent revisions to 
Instruments of Service resulting therefrom.

§ 4.2.3 The Architect shall provide Construction Phase Services exceeding the limits set forth below as Additional
Services. When the limits below are reached, the Architect shall notify the Owner:

.1 Two ( 2 ) reviews of each Shop Drawing, Product Data item, sample and similar submittals of the 
Contractor

.2 Forty ( 40 ) visits to the site by the Architect during construction. Bi-monthly per the DMS Fee Curve. 
80 Site visits if Owner accepts proposes price for weekly site observations.

.3 One( 1 ) inspections for any portion of the Work to determine whether such portion of the Work is 
substantially complete in accordance with the requirements of the Contract Documents

.4 One ( 1 ) inspections for any portion of the Work to determine final completion.

§ 4.2.4 Except for services required under Section 3.6.6.5 and those services that do not exceed the limits set forth in
Section 4.2.3, Construction Phase Services provided more than 60 days after (1) the date of Substantial Completion of
the Work or (2) the initial date of Substantial Completion identified in the agreement between the Owner and
Contractor, whichever is earlier, shall be compensated as Additional Services to the extent the Architect incurs
additional cost in providing those Construction Phase Services.
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§ 4.2.5 If the services covered by this Agreement have not been completed within Twenty Six ( 26 ) months of the date
of the Notice to Proceed subsequent to Legislative funding approval, through no fault of the Architect, extension of the
Architect’s services beyond that time shall be compensated as Additional Services.

ARTICLE 5   OWNER’S RESPONSIBILITIES
§ 5.1 Unless otherwise provided for under this Agreement, the Owner shall provide information in a timely manner
regarding requirements for and limitations on the Project, including a written program, which shall set forth the
Owner’s objectives; schedule; constraints and criteria, including space requirements and relationships; flexibility;
expandability; special equipment; systems; and site requirements.

§ 5.2 The Owner shall establish the Owner’s budget for the Project, including (1) the budget for the Cost of the Work
as defined in Section 6.1; (2) the Owner’s other costs; and, (3) reasonable contingencies related to all of these costs.
The Owner shall update the Owner’s budget for the Project as necessary throughout the duration of the Project until
final completion. If the Owner significantly increases or decreases the Owner’s budget for the Cost of the Work, the
Owner shall notify the Architect. The Owner and the Architect shall thereafter agree to a corresponding change in the
Project’s scope and quality.

§ 5.3 The Owner shall identify a representative authorized to act on the Owner’s behalf with respect to the Project. The
Owner shall render decisions and approve the Architect’s submittals in a timely manner in order to avoid unreasonable
delay in the orderly and sequential progress of the Architect’s services.

§ 5.4 The Owner shall furnish surveys to describe physical characteristics, legal limitations and utility locations for the
site of the Project, and a written legal description of the site. The surveys and legal information shall include, as
applicable, grades and lines of streets, alleys, pavements and adjoining property and structures; designated wetlands;
adjacent drainage; rights-of-way, restrictions, easements, encroachments, zoning, deed restrictions, boundaries and
contours of the site; locations, dimensions, and other necessary data with respect to existing buildings, other
improvements and trees; and information concerning available utility services and lines, both public and private,
above and below grade, including inverts and depths. All the information on the survey shall be referenced to a Project
benchmark.

§ 5.5 The Owner shall furnish services of geotechnical engineers, which may include test borings, test pits,
determinations of soil bearing values, percolation tests, evaluations of hazardous materials, seismic evaluation, ground
corrosion tests and resistivity tests, including necessary operations for anticipating subsoil conditions, with written
reports and appropriate recommendations.

§ 5.6 The Owner shall provide the Supplemental Services designated as the Owner’s responsibility in Section 4.1.1.

§ 5.7 If the Owner identified a Sustainable Objective in Article 1, the Owner shall fulfill its responsibilities as required
in AIA Document E204™–2017, Sustainable Projects Exhibit, attached to this Agreement.

§ 5.8 The Owner shall coordinate the services of its own consultants with those services provided by the Architect.
Upon the Architect’s request, the Owner shall furnish copies of the scope of services in the contracts between the
Owner and the Owner’s consultants. The Owner shall furnish the services of consultants other than those designated as
the responsibility of the Architect in this Agreement, or authorize the Architect to furnish them as an Additional
Service, when the Architect requests such services and demonstrates that they are reasonably required by the scope of
the Project. The Owner shall require that its consultants and contractors maintain insurance, including professional
liability insurance, as appropriate to the services or work provided.

§ 5.9 The Owner shall furnish tests, inspections and reports required by law or the Contract Documents, such as
structural, mechanical, and chemical tests, tests for air and water pollution, and tests for hazardous materials.

§ 5.10 The Owner shall furnish all legal, insurance and accounting services, including auditing services, that may be
reasonably necessary at any time for the Project to meet the Owner’s needs and interests.

§ 5.11 The Owner shall provide prompt written notice to the Architect if the Owner becomes aware of any fault or
defect in the Project, including errors, omissions or inconsistencies in the Architect’s Instruments of Service.
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§ 5.12 The Owner shall include the Architect in all communications with the Contractor that relate to or affect the
Architect’s services or professional responsibilities. The Owner shall promptly notify the Architect of the substance of
any direct communications between the Owner and the Contractor otherwise relating to the Project. Communications
by and with the Architect’s consultants shall be through the Architect.

§ 5.13 Before executing the Contract for Construction, the Owner shall coordinate the Architect’s duties and
responsibilities set forth in the Contract for Construction with the Architect’s services set forth in this Agreement. The
Owner shall provide the Architect a copy of the executed agreement between the Owner and Contractor, including the
General Conditions of the Contract for Construction.

§ 5.14 The Owner shall provide the Architect access to the Project site prior to commencement of the Work and shall
obligate the Contractor to provide the Architect access to the Work wherever it is in preparation or progress.

§ 5.15 Within 15 days after receipt of a written request from the Architect, the Owner shall furnish the requested
information as necessary and relevant for the Architect to evaluate, give notice of, or enforce lien rights.

ARTICLE 6   COST OF THE WORK
§ 6.1 For purposes of this Agreement, the Cost of the Work shall be the total cost to the Owner to construct all
elements of the Project designed or specified by the Architect and shall include contractors’ general conditions costs,
overhead and profit. The Cost of the Work also includes the reasonable value of labor, materials, and equipment,
donated to, or otherwise furnished by, the Owner. The Cost of the Work does not include the compensation of the
Architect; the costs of the land, rights-of-way, financing, or contingencies for changes in the Work; or other costs that
are the responsibility of the Owner.

§ 6.2 The Owner’s budget for the Cost of the Work is provided in Initial Information, and shall be adjusted throughout
the Project as required under Sections 5.2, 6.4 and 6.5. Evaluations of the Owner’s budget for the Cost of the Work,
and the preliminary estimate of the Cost of the Work and updated estimates of the Cost of the Work, are to be provided
by the Construction Manager. The Architect shall be allowed to depend on the accuracy of the Construction
Manager’s estimates during preparation and completion of the construction documents. If the lowest bona fide bids or
negotiated proposals exceed the Owner’s budget, and modifications to the construction documents are required to
bring the project into alignment with the budget, the Architect shall be allowed to bill for the such changes as
additional services pursuant to Section 11.3.

§ 6.5 If at any time the Construction Manager’s estimate of the Cost of the Work exceeds the Owner’s budget for the
Cost of the Work, the Architect shall make appropriate recommendations to the Owner to adjust the Project’s size,
quality, or budget for the Cost of the Work, and the Owner shall cooperate with the Architect in making such
adjustments.

§ 6.6 If the Owner’s budget for the Cost of the Work at the conclusion of the Construction Documents Phase Services
is exceeded by the lowest bona fide bid or negotiated proposal, the Owner shall

.1 give written approval of an increase in the budget for the Cost of the Work;

.2 authorize rebidding or renegotiating of the Project within a reasonable time;

.3 terminate in accordance with Section 9.5;

.4 in consultation with the Architect, revise the Project program, scope, or quality as required to reduce 
the Cost of the Work; or,

.5 implement any other mutually acceptable alternative.

§ 6.7 If the Owner chooses to proceed under Section 6.6.4, the Architect shall modify the Construction Documents as
necessary to comply with the Owner’s budget for the Cost of the Work at the conclusion of the Construction
Documents Phase Services, or the budget as adjusted under Section 6.6.1. If the Owner requires the Architect to
modify the Construction Documents because the lowest bona fide bid or negotiated proposal exceeds the Owner’s
budget for the Cost of the Work the Owner shall compensate the Architect for the modifications as an Additional
Service pursuant to Section 11.3.
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ARTICLE 7   COPYRIGHTS AND LICENSES
§ 7.1 The Architect and the Owner warrant that in transmitting Instruments of Service, or any other information, the
transmitting party is the copyright owner of such information or has permission from the copyright owner to transmit
such information for its use on the Project.

§ 7.2 The Architect and the Architect’s consultants shall be deemed the authors and owners of their respective
Instruments of Service, including the Drawings and Specifications, and shall retain all common law, statutory and
other reserved rights, including copyrights. Submission or distribution of Instruments of Service to meet official
regulatory requirements or for similar purposes in connection with the Project is not to be construed as publication in
derogation of the reserved rights of the Architect and the Architect’s consultants.

§ 7.3 The Architect grants to the Owner a nonexclusive license to use the Architect’s Instruments of Service solely and
exclusively for purposes of constructing, using, maintaining, altering and adding to the Project, provided that the
Owner substantially performs its obligations under this Agreement, including prompt payment of all sums due
pursuant to Article 9 and Article 11. The Architect shall obtain similar nonexclusive licenses from the Architect’s
consultants consistent with this Agreement. The license granted under this section permits the Owner to authorize the
Contractor, Subcontractors, Sub-subcontractors, and suppliers, as well as the Owner’s consultants and separate
contractors, to reproduce applicable portions of the Instruments of Service, subject to any protocols established
pursuant to Section 1.3, solely and exclusively for use in performing services or construction for the Project. If the
Architect rightfully terminates this Agreement for cause as provided in Section 9.4, the license granted in this Section
7.3 shall terminate.

§ 7.3.1 In the event the Owner uses the Instruments of Service without retaining the authors of the Instruments of
Service, the Owner releases the Architect and Architect’s consultant(s) from all claims and causes of action arising
from such uses. The Owner, to the extent permitted by law, further agrees to indemnify and hold harmless the
Architect and its consultants from all costs and expenses, including the cost of defense, related to claims and causes of
action asserted by any third person or entity to the extent such costs and expenses arise from the Owner’s use of the
Instruments of Service under this Section 7.3.1. The terms of this Section 7.3.1 shall not apply if the Owner rightfully
terminates this Agreement for cause under Section 9.4.

§ 7.4 Except for the licenses granted in this Article 7, no other license or right shall be deemed granted or implied
under this Agreement. The Owner shall not assign, delegate, sublicense, pledge or otherwise transfer any license
granted herein to another party without the prior written agreement of the Architect. Any unauthorized use of the
Instruments of Service shall be at the Owner’s sole risk and without liability to the Architect and the Architect’s
consultants.

§ 7.5 Except as otherwise stated in Section 7.3, the provisions of this Article 7 shall survive the termination of this
Agreement.

ARTICLE 8   CLAIMS AND DISPUTES
§ 8.1 General
§ 8.1.1 The Owner and Architect shall commence all claims and causes of action against the other and arising out of or
related to this Agreement, whether in contract, tort, or otherwise, in accordance with the requirements of the binding
dispute resolution method selected in this Agreement and within the period specified by applicable law, but in any case
not more than 10 years after the date of Substantial Completion of the Work. The Owner and Architect waive all
claims and causes of action not commenced in accordance with this Section 8.1.1.

§ 8.1.2 To the extent damages are covered by property insurance, the Owner and Architect waive all rights against
each other and against the contractors, consultants, agents, and employees of the other for damages, except such rights
as they may have to the proceeds of such insurance as set forth in AIA Document A201–2017, General Conditions of
the Contract for Construction. The Owner or the Architect, as appropriate, shall require of the contractors, consultants,
agents, and employees of any of them, similar waivers in favor of the other parties enumerated herein.

§ 8.1.3 The Architect and Owner waive consequential damages for claims, disputes, or other matters in question,
arising out of or relating to this Agreement. This mutual waiver is applicable, without limitation, to all consequential
damages due to either party’s termination of this Agreement, except as specifically provided in Section 9.7.
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§ 8.2 Mediation
§ 8.2.1 Any claim, dispute or other matter in question arising out of or related to this Agreement shall be subject to
mediation as a condition precedent to binding dispute resolution. If such matter relates to or is the subject of a lien
arising out of the Architect’s services, the Architect may proceed in accordance with applicable law to comply with the
lien notice or filing deadlines prior to resolution of the matter by mediation or by binding dispute resolution.

§ 8.2.2 The Owner and Architect shall endeavor to resolve claims, disputes and other matters in question between
them by mediation, which, unless the parties mutually agree otherwise, shall be administered by the American
Arbitration Association in accordance with its Construction Industry Mediation Procedures in effect on the date of this
Agreement. A request for mediation shall be made in writing, delivered to the other party to this Agreement, and filed
with the person or entity administering the mediation. The request may be made concurrently with the filing of a
complaint or other appropriate demand for binding dispute resolution but, in such event, mediation shall proceed in
advance of binding dispute resolution proceedings, which shall be stayed pending mediation for a period of 60 days
from the date of filing, unless stayed for a longer period by agreement of the parties or court order. If an arbitration
proceeding is stayed pursuant to this section, the parties may nonetheless proceed to the selection of the arbitrator(s)
and agree upon a schedule for later proceedings.

§ 8.2.3 The parties shall share the mediator’s fee and any filing fees equally. The mediation shall be held in the place
where the Project is located, unless another location is mutually agreed upon. Agreements reached in mediation shall
be enforceable as settlement agreements in any court having jurisdiction thereof.

§ 8.2.4 If the parties do not resolve a dispute through mediation pursuant to this Section 8.2, the method of binding
dispute resolution shall be the following:
(Check the appropriate box.)

[X] Litigation in a court of competent jurisdiction

If the Owner and Architect do not select a method of binding dispute resolution, or do not subsequently agree in 
writing to a binding dispute resolution method other than litigation, the dispute will be resolved in a court of competent 
jurisdiction.

§ 8.4 The provisions of this Article 8 shall survive the termination of this Agreement.

ARTICLE 9   TERMINATION OR SUSPENSION

§ 9.1 If the Owner fails to make payments to the Architect in accordance with this Agreement, such failure shall be
considered substantial nonperformance and cause for termination or, at the Architect’s option, cause for suspension of
performance of services under this Agreement. If the Architect elects to suspend services, the Architect shall give
seven days’ written notice to the Owner before suspending services. In the event of a suspension of services, the
Architect shall have no liability to the Owner for delay or damage caused the Owner because of such suspension of
services. Before resuming services, the Owner shall pay the Architect all sums due prior to suspension and any
expenses incurred in the interruption and resumption of the Architect’s services. The Architect’s fees for the
remaining services and the time schedules shall be equitably adjusted.

§ 9.2 If the Owner suspends the Project, the Architect shall be compensated for services performed prior to notice of
such suspension. When the Project is resumed, the Architect shall be compensated for expenses incurred in the
interruption and resumption of the Architect’s services. The Architect’s fees for the remaining services and the time
schedules shall be equitably adjusted.

§ 9.3 If the Owner suspends the Project for more than 90 cumulative days for reasons other than the fault of the
Architect, the Architect may terminate this Agreement by giving not less than seven days’ written notice.
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§ 9.4 Either party may terminate this Agreement upon not less than seven days’ written notice should the other party
fail substantially to perform in accordance with the terms of this Agreement through no fault of the party initiating the
termination.

§ 9.5 The Owner may terminate this Agreement upon not less than seven days’ written notice to the Architect for the
Owner’s convenience and without cause.

§ 9.6 If the Owner terminates this Agreement for its convenience pursuant to Section 9.5, or the Architect terminates
this Agreement pursuant to Section 9.3, the Owner shall compensate the Architect for services performed prior to
termination, Reimbursable Expenses incurred, and costs attributable to termination, including the costs attributable to
the Architect’s termination of consultant agreements.

§ 9.7 In addition to any amounts paid under Section 9.6, if the Owner terminates this Agreement for its convenience
pursuant to Section 9.5, or the Architect terminates this Agreement pursuant to Section 9.3, the Owner shall pay to the
Architect the following fees:
(Set forth below the amount of any termination or licensing fee, or the method for determining any termination or
licensing fee.)

.1 Termination Fee:

N.A.

.2 Licensing Fee if the Owner intends to continue using the Architect’s Instruments of Service:

N.A.

§ 9.8 Except as otherwise expressly provided herein, this Agreement shall terminate one year from the date of
Substantial Completion.

§ 9.9 The Owner’s rights to use the Architect’s Instruments of Service in the event of a termination of this Agreement
are set forth in Article 7 and Section 9.7.

ARTICLE 10   MISCELLANEOUS PROVISIONS
§ 10.1 This Agreement shall be governed by the law of the place where the Project is located, excluding that
jurisdiction’s choice of law rules. If the parties have selected arbitration as the method of binding dispute resolution, the
Federal Arbitration Act shall govern Section 8.3.

§ 10.2 Terms in this Agreement shall have the same meaning as those in AIA Document A201–2017, General
Conditions of the Contract for Construction.

§ 10.3 The Owner and Architect, respectively, bind themselves, their agents, successors, assigns, and legal
representatives to this Agreement. Neither the Owner nor the Architect shall assign this Agreement without the written
consent of the other, except that the Owner may assign this Agreement to a lender providing financing for the Project
if the lender agrees to assume the Owner’s rights and obligations under this Agreement, including any payments due to
the Architect by the Owner prior to the assignment.

§ 10.4 If the Owner requests the Architect to execute certificates, the proposed language of such certificates shall be
submitted to the Architect for review at least 14 days prior to the requested dates of execution. If the Owner requests
the Architect to execute consents reasonably required to facilitate assignment to a lender, the Architect shall execute
all such consents that are consistent with this Agreement, provided the proposed consent is submitted to the Architect
for review at least 14 days prior to execution. The Architect shall not be required to execute certificates or consents
that would require knowledge, services, or responsibilities beyond the scope of this Agreement.

§ 10.5 Nothing contained in this Agreement shall create a contractual relationship with, or a cause of action in favor
of, a third party against either the Owner or Architect.
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§ 10.6 Unless otherwise required in this Agreement, the Architect shall have no responsibility for the discovery,
presence, handling, removal or disposal of, or exposure of persons to, hazardous materials or toxic substances in any
form at the Project site.

§ 10.7 The Architect shall have the right to include photographic or artistic representations of the design of the Project
among the Architect’s promotional and professional materials. The Architect shall be given reasonable access to the
completed Project to make such representations. However, the Architect’s materials shall not include the Owner’s
confidential or proprietary information if the Owner has previously advised the Architect in writing of the specific
information considered by the Owner to be confidential or proprietary. The Owner shall provide professional credit for
the Architect in the Owner’s promotional materials for the Project. This Section 10.7 shall survive the termination of
this Agreement unless the Owner terminates this Agreement for cause pursuant to Section 9.4.

§ 10.8 If the Architect or Owner receives information specifically designated as "confidential" or "business
proprietary," the receiving party shall keep such information strictly confidential and shall not disclose it to any other
person except as set forth in Section 10.8.1. This Section 10.8 shall survive the termination of this Agreement.

§ 10.8.1 The receiving party may disclose "confidential" or "business proprietary" information after 7 days’ notice to
the other party, when required by law, arbitrator’s order, or court order, including a subpoena or other form of
compulsory legal process issued by a court or governmental entity, or to the extent such information is reasonably
necessary for the receiving party to defend itself in any dispute. The receiving party may also disclose such
information to its employees, consultants, or contractors in order to perform services or work solely and exclusively
for the Project, provided those employees, consultants and contractors are subject to the restrictions on the disclosure
and use of such information as set forth in this Section 10.8.

§ 10.9 The invalidity of any provision of the Agreement shall not invalidate the Agreement or its remaining
provisions. If it is determined that any provision of the Agreement violates any law, or is otherwise invalid or
unenforceable, then that provision shall be revised to the extent necessary to make that provision legal and
enforceable. In such case the Agreement shall be construed, to the fullest extent permitted by law, to give effect to the
parties’ intentions and purposes in executing the Agreement.

ARTICLE 11   COMPENSATION
§ 11.1 For the Architect’s Basic Services described under Article 3, the Owner shall compensate the Architect as
follows:

.1 Stipulated Sum
(Insert amount)

.2 Percentage Basis
(Insert percentage value)

 (A percentage of the Owner’s budget for the Cost of the Work, as calculated in accordance with the 
Florida Department of Management Services Fee Guidelines. See Exhibit A.

.3 Other
(Describe the method of compensation)

§ 11.2 For the Architect’s Supplemental Services designated in Section 4.1.1 and for any Sustainability Services
required pursuant to Section 4.1.3, the Owner shall compensate the Architect as follows:
(Insert amount of, or basis for, compensation. If necessary, list specific services to which particular methods of
compensation apply.)

See Exhibit A, Architects proposal and description of work.
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§ 11.3 For Additional Services that may arise during the course of the Project, including those under Section 4.2, the
Owner shall compensate the Architect as follows:
(Insert amount of, or basis for, compensation.)

Cost plus 20%

§ 11.4 Compensation for Supplemental and Additional Services of the Architect’s consultants when not included in
Section 11.2 or 11.3, shall be the amount invoiced to the Architect plus ten percent ( 10%), or as follows:
(Insert amount of, or basis for computing, Architect’s consultants’ compensation for Supplemental or Additional
Services.)

§ 11.5 When compensation for Basic Services is based on a stipulated sum or a percentage basis, the proportion of
compensation for each phase of services shall be as follows:

Schematic Design Phase Fifteen percent  ( 15 %)
Design Development Phase Twenty percent  ( 20 %)
Construction Documents 
Phase

Thirty-Five percent  ( 35 %)

Procurement Phase Five percent  ( 5  %)
Construction Phase Twenty-Five percent  ( 25 %)

Total Basic Compensation one hundred percent  ( 100 %)

§ 11.6 When compensation identified in Section 11.1 is on a percentage basis, progress payments for each phase of
Basic Services shall be calculated by multiplying the percentages identified in this Article by the Owner’s most recent
budget for the Cost of the Work. Compensation paid in previous progress payments shall not be adjusted based on
subsequent updates to the Owner’s budget for the Cost of the Work.

§ 11.6.1 When compensation is on a percentage basis and any portions of the Project are deleted or otherwise not
constructed, compensation for those portions of the Project shall be payable to the extent services are performed on
those portions. The Architect shall be entitled to compensation in accordance with this Agreement for all services
performed whether or not the Construction Phase is commenced.

§ 11.7 The hourly billing rates for services of the Architect and the Architect’s consultants are set forth below. The
rates shall be adjusted in accordance with the Architect’s and Architect’s consultants’ normal review practices.
(If applicable, attach an exhibit of hourly billing rates or insert them below.)

See Exhibit C, Architects Hourly Billing Rates

Employee or Category Rate ($0.00)
See Exhibit C, Architects Hourly Billing Rates

§ 11.8 Compensation for Reimbursable Expenses
§ 11.8.1 Reimbursable Expenses are in addition to compensation for Basic, Supplemental, and Additional Services
and include expenses incurred by the Architect and the Architect’s consultants directly related to the Project, as
follows:

.1 Transportation and authorized out-of-town travel and subsistence;

.2 Project web sites, and extranets;

.3 Permitting and other fees required by authorities having jurisdiction over the Project;

.4 Printing, reproductions, plots, and standard form documents;

.5 Postage, handling, and delivery;

.6 Expense of overtime work requiring higher than regular rates, if authorized in advance by the Owner;
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.7 Renderings, physical models, mock-ups, professional photography, and presentation materials 
requested by the Owner or required for the Project;

.8 If required by the Owner, and with the Owner’s prior written approval, the Architect’s consultants’ 
expenses of professional liability insurance dedicated exclusively to this Project, or the expense of 
additional insurance coverage or limits in excess of that normally maintained by the Architect’s 
consultants;

.9 All taxes levied on reimbursable expenses;

.10 Site office expenses;

.11 Registration fees and any other fees charged by the Certifying Authority or by other entities as 
necessary to achieve the Sustainable Objective; and,

.12 Other similar Project-related expenditures.

§ 11.8.2 For Reimbursable Expenses the compensation shall be the expenses incurred by the Architect and the
Architect’s consultants plus ten percent ( 10 %) of the expenses incurred.

§ 11.9 Architect’s Insurance. If the types and limits of coverage required in Section 2.5 are in addition to the types and
limits the Architect normally maintains, the Owner shall pay the Architect for the additional costs incurred by the
Architect for the additional coverages as set forth below:
(Insert the additional coverages the Architect is required to obtain in order to satisfy the requirements set forth in
Section 2.5, and for which the Owner shall reimburse the Architect.)

N.A.

§ 11.10 Payments to the Architect
§ 11.10.1 Initial Payments
§ 11.10.1.1 An initial payment of Zero Dollars and Zero cents ($ 0.00 ) shall be made upon execution of this
Agreement and is the minimum payment under this Agreement. It shall be credited to the Owner’s account in the final
invoice.

§ 11.10.1.2 If a Sustainability Certification is part of the Sustainable Objective, an initial payment to the Architect of
($    ) shall be made upon execution of this Agreement for registration fees and other fees payable to the Certifying
Authority and necessary to achieve the Sustainability Certification. The Architect’s payments to the Certifying
Authority shall be credited to the Owner’s account at the time the expense is incurred.

§ 11.10.2 Progress Payments
§ 11.10.2.1 Unless otherwise agreed, payments for services shall be made monthly in proportion to services
performed. Payments are due and payable upon presentation of the Architect’s invoice. Amounts unpaid thirty ( 30 )
days after the invoice date shall bear interest at the rate entered below, or in the absence thereof at the legal rate
prevailing from time to time at the principal place of business of the Architect.
(Insert rate of monthly or annual interest agreed upon.)

Seven % per annum

§ 11.10.2.2 The Owner shall not withhold amounts from the Architect’s compensation to impose a penalty or
liquidated damages on the Architect, or to offset sums requested by or paid to contractors for the cost of changes in the
Work, unless the Architect agrees or has been found liable for the amounts in a binding dispute resolution proceeding.

§ 11.10.2.3 Records of Reimbursable Expenses, expenses pertaining to Supplemental and Additional Services, and
services performed on the basis of hourly rates shall be available to the Owner at mutually convenient times.

ARTICLE 12   SPECIAL TERMS AND CONDITIONS
Special terms and conditions that modify this Agreement are as follows:
(Include other terms and conditions applicable to this Agreement.)
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produced by AIA software at 12:53:37 ET on 03/09/2022 under Order No.2114275611 which expires on 01/14/2023, is not for resale, is licensed for one-time use 
only, and may only be used in accordance with the AIA Contract Documents® Terms of Service. To report copyright violations, e-mail copyright@aia.org.
User Notes: (1799512400)

22

ARTICLE 13   SCOPE OF THE AGREEMENT
§ 13.1 This Agreement represents the entire and integrated agreement between the Owner and the Architect and
supersedes all prior negotiations, representations or agreements, either written or oral. This Agreement may be
amended only by written instrument signed by both the Owner and Architect.

§ 13.2 This Agreement is comprised of the following documents identified below:

.1 AIA Document B101™–2017, Standard Form Agreement Between Owner and Architect 

.2 Exhibits:
(Check the appropriate box for any exhibits incorporated into this Agreement.)

[X ] Other Exhibits incorporated into this Agreement:
(Clearly identify any other exhibits incorporated into this Agreement, including any exhibits 
and scopes of services identified as exhibits in Section 4.1.2.)

Exhibit A:    Architects Proposal Letter
Exhibit B:    ACORD Insurance Certificates
Exhibit C :   Architects Hourly Billing Rates

.4 Other documents:
(List other documents, if any, forming part of the Agreement.)

This Agreement entered into as of the day and year first written above.

OWNER (Signature)

Mr. Leroy McMillan, Chairman
Gadsden County School Board
Gadsden County Public Schools

ARCHITECT (Signature)

Jack Deyatte Baker, AIA, FCP (AR96312) 
President
DAG Architects, Inc.

(Printed name and title) (Printed name, title, and license number, if required)

(Printed name and title)

SUPERINTENDENT (Signature)

Mr. Elijah Key, Superintendent 
Gadsden County School Board 
Gadsden County Public Schools
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    EXHIBIT A 

March 2, 2022     (Revised 11.14.22)

Mr. Bill Hunter 
Director of Facilities 
Gadsden County Public Schools 35 
Martin Luther King Jr. Blvd Quincy, 
FL  32351 

Re: New Gadsden K8 School  
Proposal for Professional Architectural Services 

Dear Bill, 

The DAG Architectural team is excited to have been selected to provide professional services for 
your new K8 School and we are very appreciative of this opportunity.  The School District of 
Gadsden County is an important client for the DAG team, and it is our goal to provide 
exceptional design and customer service as we embark on this new relationship.  

One service we will be providing through the design of this facility as part of our Basic Services is 
design review and compliance with the nationally recognized Crime Prevention through 
Environmental Design (CPTED) precepts as well as the Florida Safe Schools.  As designated 
Florida CPTED Practitioners, we will pay close attention during the design of the project to 
ensure that our nation’s most valuable resource, our children, are housed in a safe facility. 

Consultants: 
The following consultants will be under direct contract with us: 

• Associated Architects Fitzgerald Collaborative 

• Civil Engineer: Kimley-Horn Engineering 

• Structural Engineer: Pennoni Associates 

• Mechanical Engineer: David Watford Engineering 

• Electrical Engineer: HG Consulting Engineers 

• Technology & Security Consultant: To Be Determined 

• Landscape Architect: Kimley-Horn Engineering 

• Acoustical & AV Consultant: Chuck Walthal Associates 

• Food Service Design: To  Be Determined 
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Project Scope: 
Our understanding is that the work will consist of the master planning, programming, design, 
construction documentation and construction administration for a new K8 school to be on the 
existing James A. Shanks Middle School site at 1400 King Street in Quincy Florida. We further 
understand that the campus will remain in operation during construction activities to build the 
new buildings and amenities. 

We are also aware that the project will be funded by the Florida Special Facilities Account with 
its attendant submittal and legislative approval requirements. We are intimately familiar with 
the Special Facilities funding process and feel obligated to mention a few salient issues that will 
affect the submittal, design, and construction process: 

• Several items that in the past have been included in calculating the student station cost
have been removed.  We need to make sure that this has been addressed in your Plant
Survey.

• The submittal requirements for review by DOE and the Special Facilities Committee only
require Phase I documents for submittal now. However, you have indicated that you
would like to complete the design and construction documentation package if budget
allows.

A. Programming and Building Information:
1. DOE Facilities and Planning will provide a Facilities Planning List for the project. 

Based on our experience this program may need to be modified to meet Gadsden 
County Public Schools requirements and to reduce the total amount of square 
footage for budget control reasons. Modifications to the DOE Program for the 
project will be performed in collaboration with School Board personnel, other 
stakeholders, and applicable Florida Department of Education SREF requirements. 
The school is to accommodate approximately 1,646 student stations which we 
anticipate will require approximately 250,000 gross square feet. The school is also to 
be designed as an Enhanced Hurricane Shelter Area (EHPA). It is anticipated that due 
to the site conditions that a two-story building configuration will be required. We 
understand that we are to proceed upon the assumption that the existing swimming 
pool will remain in its present location.

B. Site Information
1. The Project Site is in Gadsden County, Florida within the City of Quincy. The property 

borders King Street to the south and has a significant grade fall from the existing 
campus plateau to the north and northwest. It is bounded to the north by Fletcher 
Road and a few residential homes. Areas to the east and west contain residential 
homes. The areas immediately to the north and northwest are heavily forested. No 
information is available currently regarding water table or geotechnical subsurface 
information.
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C. Building Design Information
1. Method of construction delivery will be by Construction Manager at Risk.
2. Design and Construction will comply with all applicable federal, state, and local

building codes and ordinances including, but not necessarily limited to, the
following:

i. The Florida Building Codes 6th Edition
ii. The Florida Fire Prevention Code 6th Edition

iii. NFPA 70 Electrical Code
iv. Florida State Requirements for Educational Facilities

3. Conventional building materials will be used for the construction of the project.
Materials will be selected considering the Owner’s budget, life cycle cost analysis,
energy efficiency and aesthetics as prioritized by the Owner.

4. The Project is to be designed as an Enhanced Hurricane Protection Area (EHPA).
5. As required by State Statute the building will be designed to comply with the basic

requirements of the Green Globes sustainable architecture model with no
registration or certification.

6. It is anticipated that the desired building geometry would minimize the potential for
interaction between the elementary and middle school students.

7. The Administration Wing, Cafetorium and Media Centers will be shared by all grade
levels so they will need be so designed to keep separate the different age groups as
much as practical.

8. The existing Gym is to remain and be renovated with a new entry addition to the
south side. A new mini gym for elementary students will be included in the design.

9. All Elementary and Intermediate Classrooms K-5 will have unisex toilets at each
classroom. Middle School toilets will have group toilets for each gender.

10. PE and sports fields are to be provided as follows:
i. One practice football field that can also accommodate soccer and lacrosse if

desired.
ii. Fenced kindergarten play area

D. Owner’s Preliminary Budget
1. Owner’s building budget for new construction as set by DOE is $60,094,901

including site development and site improvement costs. For remodeling and
renovations to the existing Gym DOE has included $5,615,882.

2. The budgeted amounts are to cover the Architectural and Engineering fees and
Additional Services, Furniture, Fixtures and Equipment, Construction Costs and
Owner’s Contingency Fund.

E. Preliminary Schedule
1. The project must be Board approved NLT July 1, 2022 for submittal to DOE

Special Facilities Committee for consideration.
2. Prior to that the Phase I plans must be approved by DOE Facilities. They require

one month to review the Phase I documents which would mean the latest date
to submit to them would be July 1, 2022.
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3. Assuming the project receives legislative approval the first-year funds will not 
be encumbered until July 1, 2023. Working from this date and allowing 5 
months for completion of the construction documents, one month for bidding 
and negotiations and 18 months for construction would result in a substantial 
completion date of July 1, 2025. If the District decides to move ahead to 
complete the construction documents earlier, then the substantial completion 
date could be approximately 5 months sooner. This assumes that the entire 
funding amounts will be available the first year. Obviously, this proposed 
schedule would have to receive the approval of the Construction Manager. 

4. If the project is not approved the first year, then the timeline would shift one 
year from the above dates for each year unfunded. 

 
F. Architect’s Fee Determination 

We propose to perform Basic Architectural Services based on the State of Florida DMS fee 
curve as follows: 
 
New Construction: $46,910,647 @ DMS Curve “D” 5.84% = $2,740,257 
Gym Remodeling:  $5,615,882 @ DMS Curve “C” 8.11% =    $   455,185 
Total Basic Services Fee Amount               $3,195,442 
 
The Architects fee amount shall be adjusted based on the Guaranteed Maximum Proposal 
tendered by the Construction Manager and approved by the School Board. 

 
The following Supplemental Services are proposed and required for the project: 

   
1. Program Review and Adjustments: $10,000.00 

Programming review and potential revisions to the DOE Facilities List will be 
performed by the DAG Architectural Team in collaboration with Gadsden 
County Public Schools administrators, facilities personnel, instructional 
personnel, and other stakeholders designated by the School District.  

 
2. Site Master Planning: $30,000.00 

This work will be performed by the DAG Architectural team. A significant 
amount of design attention will need to be required to deal with the significant 
elevation differences across the existing site and developing a phasing plan for 
the campus build out and demolition of the existing buildings. 

 
Other supplemental or additional services allowed by the DMS Fee Guide that most likely will be 
required for the project are as follows. These fees will be in addition to the Basic Services listed 
above: 

 

• Architectural Interior Design 

• Architects weekly site observations in lieu of bi-monthly 

• Civil Engineering Design 

• Life Cycle Cost Analysis required by the Florida Energy Code & SREF 
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• Florida Energy Efficiency Compliance Forms required by the Florida Energy Code

• Electrical Site Utility Infrastructure Improvements if required

• Site Lighting Design

• Technology and Data design

• Security, secure entry, access control and security camera design per State Statute

• Light harvesting modeling as required by the Florida Energy Code

• Lightning Protection

• Landscape & Irrigation Design

• Sustainable Design per State Statute

• Renderings/Models of the project

• Food Service Design

• Acoustical & Audio-visual design

• 11-month warranty walk through by AE team – no charge

• Mechanical & Electrical commissioning – By Owner

• Site Environmental Assessments – By Owner

• Threshold Inspections – By Owner

• Surveying, Topographical and site improvements – By Owner

• Geotechnical investigations – By Owner

• Construction Testing – By Owner

• Test and balancing HVAC systems – By Owner

• Toxic or Hazardous Materials Investigations/Abatement – By Owner

• Detailed Cost Estimates – By Construction Manager

We look forward to getting fully started on this project and working with the Facilities Planning 
Office to make this a benchmark school for the District. Thank you again for your trust and 
confidence in the DAG Architectural Team.   

Please don’t hesitate to contact us if you have any questions at 850.217.1769. 

Best regards, 

Jack Deyatte Baker AIA, FCP  
DAG Architects, Inc.      
President     

Cc: Roger Godwin, AIA, LEED AP 
Charles Clary, AIA 
Tom Miller, AIA Project Manager 
Gail Ennis, Finance Manager 
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INSR ADDL SUBR
LTR INSR WVD

DATE (MM/DD/YYYY)

PRODUCER CONTACT
NAME:

FAXPHONE
(A/C, No):(A/C, No, Ext):

E-MAIL
ADDRESS:

INSURER A :

INSURED INSURER B :

INSURER C :

INSURER D :

INSURER E :

INSURER F :

POLICY NUMBER
POLICY EFF POLICY EXP

TYPE OF INSURANCE LIMITS(MM/DD/YYYY) (MM/DD/YYYY)

COMMERCIAL GENERAL LIABILITY

AUTOMOBILE LIABILITY

UMBRELLA LIAB

EXCESS LIAB

WORKERS COMPENSATION
AND EMPLOYERS' LIABILITY

DESCRIPTION OF OPERATIONS / LOCATIONS / VEHICLES (ACORD 101, Additional Remarks Schedule, may be attached if more space is required)

AUTHORIZED REPRESENTATIVE

INSURER(S) AFFORDING COVERAGE NAIC #

Y / N

N / A
(Mandatory in NH)

ANY PROPRIETOR/PARTNER/EXECUTIVE
OFFICER/MEMBER EXCLUDED?

EACH OCCURRENCE $
DAMAGE TO RENTED

$PREMISES (Ea occurrence)CLAIMS-MADE OCCUR

MED EXP (Any one person) $

PERSONAL & ADV INJURY $

GENERAL AGGREGATE $GEN'L AGGREGATE LIMIT APPLIES PER:

PRODUCTS - COMP/OP AGG $

$

PRO-

OTHER:

LOCJECT

COMBINED SINGLE LIMIT
$(Ea accident)

BODILY INJURY (Per person) $ANY AUTO
OWNED SCHEDULED BODILY INJURY (Per accident) $AUTOS ONLY AUTOS

AUTOS ONLY
HIRED PROPERTY DAMAGE $

AUTOS ONLY (Per accident)

$

OCCUR EACH OCCURRENCE $

CLAIMS-MADE AGGREGATE $

DED RETENTION $ $
PER OTH-
STATUTE ER

E.L. EACH ACCIDENT $

E.L. DISEASE - EA EMPLOYEE $
If yes, describe under

E.L. DISEASE - POLICY LIMIT $DESCRIPTION OF OPERATIONS below

POLICY

NON-OWNED

SHOULD ANY OF THE ABOVE DESCRIBED POLICIES BE CANCELLED BEFORE
THE    EXPIRATION   DATE    THEREOF,    NOTICE   WILL   BE   DELIVERED   IN
ACCORDANCE   WITH   THE   POLICY   PROVISIONS.

THIS  IS  TO  CERTIFY  THAT  THE  POLICIES  OF  INSURANCE  LISTED  BELOW  HAVE BEEN ISSUED  TO THE  INSURED  NAMED ABOVE  FOR THE  POLICY PERIOD
INDICATED.   NOTWITHSTANDING  ANY   REQUIREMENT,  TERM  OR  CONDITION OF  ANY  CONTRACT OR  OTHER  DOCUMENT  WITH  RESPECT  TO  WHICH  THIS
CERTIFICATE  MAY  BE  ISSUED  OR  MAY  PERTAIN,   THE  INSURANCE  AFFORDED  BY  THE  POLICIES  DESCRIBED  HEREIN  IS  SUBJECT  TO  ALL  THE  TERMS,
EXCLUSIONS  AND  CONDITIONS  OF  SUCH  POLICIES.   LIMITS  SHOWN  MAY  HAVE  BEEN  REDUCED  BY  PAID  CLAIMS.

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND CONFERS NO RIGHTS UPON THE CERTIFICATE HOLDER. THIS
CERTIFICATE DOES NOT AFFIRMATIVELY OR NEGATIVELY AMEND, EXTEND OR ALTER THE COVERAGE AFFORDED BY THE POLICIES
BELOW. THIS CERTIFICATE OF INSURANCE DOES NOT CONSTITUTE A CONTRACT BETWEEN THE ISSUING INSURER(S), AUTHORIZED
REPRESENTATIVE OR PRODUCER, AND THE CERTIFICATE HOLDER.

IMPORTANT: If the certificate holder is an ADDITIONAL INSURED, the policy(ies) must have ADDITIONAL INSURED provisions or be endorsed.
If SUBROGATION IS WAIVED, subject to the terms and conditions of the policy, certain policies may require an endorsement. A statement on
this certificate does not confer any rights to the certificate holder in lieu of such endorsement(s).

COVERAGES CERTIFICATE NUMBER: REVISION NUMBER:

CERTIFICATE HOLDER CANCELLATION

© 1988-2015 ACORD CORPORATION. All rights reserved.

The ACORD name and logo are registered marks of ACORDACORD 25 (2016/03)

ACORDTM CERTIFICATE OF LIABILITY INSURANCE 09/07/2021

USI Insurance Services, LLC
2502 N Rocky Point Drive
Suite 400
Tampa, FL  33607

813 321-7500

DAG Architects, Inc.
1223 Airport Road
Destin, FL  32541

A X
X

X X 6800J802994 05/11/2021 05/11/2022 1,000,000
1,000,000
10,000
1,000,000
2,000,000
2,000,000

E

X X

X X BA7R792480 05/11/2021 05/11/2022 1,000,000

B X X

X 10,000

X X CUP9254Y601 05/11/2021 05/11/2022 5,000,000
5,000,000

C X UB9M967508 05/11/2021 05/11/2022 X
1,000,000

1,000,000
1,000,000

D

F

Professional
Liability
Cyber Liability

USF00794221

ESJ0228569198

03/31/2021

02/19/2021

03/31/2022

02/19/2022

$5,000,000 per claim
$5,000,000 annl aggr.
$1,000,000 per claim

Professional Liability coverage is written on a claims-made basis.

For proposal purposes

1 of 1
#S33219948/M33219894

DAGARCClient#: 1049223

MRLEW
1 of 1

#S33219948/M33219894


25623
25674
19038
22829
25658
1122

Phoenix Insurance Company

Travelers Property Cas. Co. of America

Travelers Casualty and Surety Company

Interstate Fire & Casualty Company

Travelers Indemnity Company

Certain Underwriters at Lloyds 

Exhibit 'B'
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DAG Hourly Billing Rates 

Principal $200 per hour 
Associate Principal $150 per hour 
Senior Architect $135 per hour 
Project Manager  $125 per hour 
Project Architect  $125 per hour 
Interior Designer  $125 per hour 
Senior Architectural Staff    $100 per hour 
Senior Interior Design Associate $100 per hour 
Architectural Staff  $  75 per hour 
Interior Design Associate $  75 per hour 
Administrative Staff $  50 per hour 

Exhibit 'C'
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Document G802™ – 2017
Amendment to the Professional Services Agreement

AIA Document G802™ – 2017. Copyright © 2000, 2007 and 2017 by  The American Institute of Architects. All rights reserved. The “American Institute of 
Architects,” “AIA,” the AIA Logo, and “AIA Contract Documents” are registered trademarks and may not be used without permission. This document was 
produced by AIA software at 11:57:19 ET on 07/15/2022 under Order No.2114275611 which expires on 01/14/2023, is not for resale, is licensed for one-time use 
only, and may only be used in accordance with the AIA Contract Documents® Terms of Service. To report copyright violations, e-mail copyright@aia.org.
User Notes:  (3B9ADA4C)

1

PROJECT: (name and address) AGREEMENT INFORMATION: AMENDMENT INFORMATION:
Gadsden County K8 School Date: 03.03.22 Amendment Number: 001
1400 W. King Street
Quincy, FL 32351

Date: 07.14.22

OWNER: (name and address) ARCHITECT: (name and address)
Gadsden County District Schools DAG Architects, Inc
35 Martin Luther King Blvd.
Quincy, FL  32351

1223 Airport Road 
Destin, FL  32541

The Owner and Architect amend the Agreement as follows: 
Supplementary services related to Special Facilities Deferment resolution.

The Architect’s compensation and schedule shall be adjusted as follows: 

Compensation Adjustment: 
Twenty Nine Thousand Eight Hundred Thirty-Seven Dollars and 50 cents ($29,837.50)

Schedule Adjustment: 
None

SIGNATURES:
DAG Architects, Inc Gadsden County School District
ARCHITECT (Firm name) OWNER (Firm name)

SIGNATURE SIGNATURE
Jack Deyatte Baker, President Leroy McMillan, Chairman 
PRINTED NAME AND TITLE PRINTED NAME AND TITLE
07.14.22
DATE DATE

Gadsden County School District
OWNER (Firm name)

SIGNATURE
Elijah Key, Superintendant 
PRINTED NAME AND TITLE

DATE
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Document G802™ – 2017
Amendment to the Professional Services Agreement

AIA Document G802™ – 2017. Copyright © 2000, 2007 and 2017 by  The American Institute of Architects. All rights reserved. The “American Institute of 
Architects,” “AIA,” the AIA Logo, and “AIA Contract Documents” are registered trademarks and may not be used without permission. This document was 
produced by AIA software at 16:51:36 ET on 10/04/2022 under Order No.2114275611 which expires on 01/14/2023, is not for resale, is licensed for one-time use 
only, and may only be used in accordance with the AIA Contract Documents® Terms of Service. To report copyright violations, e-mail copyright@aia.org.
User Notes:  (3B9ADA42)

1

PROJECT: (name and address) AGREEMENT INFORMATION: AMENDMENT INFORMATION:
Gadsden County K8 School Date: 03.03.22 Amendment Number: 002
1400 W. King Street
Quincy, FL 32351

Date: 09.22.22

OWNER: (name and address) ARCHITECT: (name and address)
Gadsden County District Schools DAG Architects, Inc
35 Martin Luther King Blvd.
Quincy, FL  32351

1223 Airport Road 
Destin, FL  32541

The Owner and Architect amend the Agreement as follows: 
Add Services for various activities as set forth in the Contract and Proposal Letter.

The Architect’s compensation and schedule shall be adjusted as follows: 

Compensation Adjustment: 
Four Hundred Eighty Six Thousand Two Hundred Seventy Seven Dollars ($486,277.00)

Schedule Adjustment: 
None

SIGNATURES:
DAG Architects, Inc Gadsden County School District
ARCHITECT (Firm name) OWNER (Firm name)

SIGNATURE SIGNATURE
Jack Deyatte Baker, President Leroy McMillan, Chairman 
PRINTED NAME AND TITLE PRINTED NAME AND TITLE
09.22.22
DATE DATE

Gadsden County School District
OWNER (Firm name)

SIGNATURE
Elijah Key, Superintendent
PRINTED NAME AND TITLE

DATE
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SUMMARY SHEET 

RECOMMENDATION TO SUPERINTENDENT FOR SCHOOL BOARD AGENDA 

AGENDA ITEM NO. ------

DATE OF SCHOOL BOARD MEETING: -------=N'-'-o"-v'---'-e=m=b=er'-=2=2'-'--, =-20=-=2=2 _____ _ 

TITLE OF AGENDA ITEM: Request to Advertise Notice of Intent to Amend/Adopt 

Policies 

DIVISION: 

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

PURPOSE AND SUMMARY OF ITEM: 

This is to request approval to advertise a Notice of Intent to Adopt Policies for the effective 

operation of the Gadsden County School District consistent with requirements of Florida Statutes 

and Federal Regulations. 

3.14 
3.40 
3.68 
4.21 
4.22 

4.30 
4.43 
5.14 
5.53 
5.341 

5.711 
6.29 
7.361 

FUND SOURCE: NIA 

AMOUNT: NIA 

PREPARED BY: Dr. Sylvia R. Jackson 

POSITION: Assistant Superintendent for Support Services 

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: ---------

  10b
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THE SCHOOL BOARD OF GADSDEN COUNTY, FLORIDA 
NOTICE OF INTENT TO AMEND/ADOPT POLICIES 

DATE OF THIS NOTICE: November 22, 2022 

The School Board of Gadsden County, Florida hereby gives notice of its intent to amend/adopt Gadsden County 
School Board Policies. 

PURPOSE AND EFFECT: The purpose and effect of this policy amendment is to establish rules that govern 
processes while conducting business on behalf of the Board. 

RULEMAKING AUTHORITY: Subsection 1001.41(2), Florida Statutes 

LAWS IMPLEMENTED: 1000.21, 1001.41 , 1001.42, 1001.43, 1001.51 , 1002.20, 1002.31 , 1002.38, F.S. 

SUMMARY OF THE ESTIMATED ECONOMIC IMPACT: NONE 

FACTS AND CIRCUMSTANCES JUSTIFYING RULE: It is necessary to amend/adopt School Board Policies 
for the effective operation of the Gadsden County School District consistent with requirements of Florida Statutes 
and Federal Regulations. 

A PUBLIC HEARING WILL BE HELD DURING THE BOARD MEETING SCHEDULED FOR 6:00 P.M. 
ON: Tuesday, January 24, 2023 

PLACE: Max D. Walker School Administration Building 
35 Martin Luther King, Jr., Blvd. 
Quincy, Florida 32351 

IF A PERSON DESIRES TO APPEAL ANY DECISION MADE BY THE SCHOOL BOARD WlTH RESPECT 
TO ANY MA TIER CONSIDERED AT ANY SUCH HEARING, HE/SHE WlLL NEED A RECORD OF THE 
PROCEEDINGS, AND FOR SUCH PURPOSE HE/SHE MAY NEED TO ENSURE THAT A VERBA TIM 
RECORD OF THE PROCEEDINGS IS MADE, WHICH RECORD INCLUDES THE TESTIMONY AND 
EVIDENCE UPON WHICH THE APPEAL IS TO BE BASED. 

NAME OF THE PERSON ORIGINATING THIS RULE: 

NAME OF THE PERSON WHO APPROVED THIS RULE: 

DATE OF SUCH APPROVAL: November 22, 2022 

Dr. Sylvia R. Jackson 
Assistant Superintendent 

for Support Services 

Elijah Key 
Superintendent of Schools 

A COPY OF THE POLICIES PROPOSED FOR ADOPTION MAY BE EXAMINED DURING BUSINESS 
HOURS AT THE MAX D. WALKER SCHOOL ADMINISTRATION BUILDING, 35 MARTIN LUTHER KING, 
JR. BLVD. , QUINCY, FLORIDA 32351. 

Notice of Intent to Adopt Policies 
butlerj 

Elijah Key, Superintendent of Schools 
For Gadsden County, Florida, and Secretary and 
Chief Executive Officer of the School Board of 
Gadsden County, Florida. 
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CHAPTER 3.00 - SCHOOL ADMINISTRATION 

SUICIDE PREVENTION 
3.14+ 

I. The School Board is committed to protecting the health, safety and welfare of its students 
and school community. The Board recognizes that suicide is one of the leading causes of 
death for Florida's youth. It is critical for families and community members to 
communicate with and provide information to school staff to identify students at risk of 
suicide. 

II . The Board directs all school district staff members to be alert to a student who exhibits 
warning signs of self-harm or who threatens or attempts suicide. Any such warning signs 
or the report of such warning signs from another student or staff member shall be taken 
with the utmost seriousness and reported immediately to the Principal or designee. 

III. The Superintendent shall develop pi:.ocedures to ensure that this policy is carried out in 
each of the District schools. The Superintendent will prepare and disseminate guidelines 
to assist school district staff members in recognizing the warning signs of a student who 
may be contemplating suicide, to respond to a threat or attempted suicide. The 
Superintendent will develop an intervention plan for in-school suicide attempts, out of 
school suicide attempts and an appropriate re-entry process, including a re-entry meeting 
to discuss the development of a safety plan and additional interventions or supports. 

IV. Professional development training in youth suicide prevention opportunities shall be 
provided to student personnel services staff, administration and instructional staff. A two 
(2) hour continuing education program of youth suicide awareness and prevention 
training, utilizing training materials from the list approved by the Florida Department of 
Education (FLDOE) is also available for all district staff in all job categories as well as 
other adults on campus who regularly interact with students or are in a position to 
recognize the risk factors and warning signs of suicide. Instruction about how to identify 
appropriate mental health services and how to refer youth and their families to those 
services should be included in the program. If all instructional personnel at a District 
school participate in the two (2) hour training the school will be considered a "Suicide 
Prevention Certified School". 

V. Florida Statute 1003.42 required instruction of 5 hours of mental health instruction for 
grades 6-12 will be implemented annually through developmentally appropriate 
instruction and skill building and will address, at a minimum, the following topics: (1) 
Recognition of signs and symptoms of mental health disorders; (b) Prevention of mental 
health disorders; ( c) Mental health awareness and assistance; ( d) How to reduce the 
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stigma around mental health disorders; ( e) Awareness of resources, including local school 
and community resources: (f) The process for accessing treatment; (g) Strategies to 
develop health coping techniques; (h) Strategies to support a peer, friend, or family 
member with a mental health disorder; (i) Prevention of suicide; and G) Prevention of the 
abuse of and addiction to alcohol, nicotine, and drugs. 

VI. The Principal shall immediately contact the parent(s) of the student exhibiting warning 
signs of suicide to inform the parent(s) the student will be referred to a school-based 
mental health services provider to perform either the C-SSRS or SAFE-T suicide risk 
assessment prior to determining whether the student requires an involuntary examination 
(Baker Act) . 

STATUTORY AUTHORITY: 

LA W(S) IMPLEMENTED: 

STATE BOARD OF EDUCATION RULE(S): 

HISTORY: 
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CHAPTER 3.00 - SCHOOL ADMINISTRATION 

SAFE AND SECURE SCHOOLS 
3.40+ 

I. Introduction 
The Gadsden County District School Board has as its first obligation to provide a safe, 
secure and orderly learning environment in all sch0ols and at all sponsored activities for 
students, school personnel, and other persons. 

II. Orderly Environment 
An orderly environment can only be achieved by developing procedures to control 
students, personnel, and other persons on school property and atttmding School Board or 
school sponsored events or activities. All procedures shall reflect the following policy 
prov1s10ns : 

A. 

B. 

C. 

D. 

© EFEC 
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No person other than. a student and employee of a school site shall be on a school 
campus during school hours unless they are in compliance with Policy 9.60, 
Visitors. 

A student who is suspended or exyelled is not ih good standing and is not 
permitted on the school campus, school ground,s, or at a school sponsored activity. 

Any person on a school campus or school grounds not in accordance with this 
policy is hereby declared to be a trespasser and shall be asked to leave 
immediately by any staff member. Each principal shall keep a log of such 
incidents. which shall provide the name of the person asked to leave and other 
pertinent information. If said person shall again be seen upon the school campus 
or school grounds, any staff member shall immediately notify the principal or 
appropriate local law enforcement officials without further warning. 

ndividuals who enter School Board property, activity, or School Board meeting 
without a legitimate reason and create a disturbance or refuse to leave the 
property or activity when asked by the Board chairperson, 
Superintendent/designee, principal or person in charge are subj ect to criminal 
penalty as provided in Florida Statutes. The person in charge shall contact 
appropriate law enforcement officials in cases of disruptive activity or refusal to 
leave the school property or activity and take appropriate actions to have the 
offender punished as prescribed by law. The Superintendent shall be notified of 
any such action at schools or school activities. 
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E. No person except law enforcement and security officers may have in his/her 
possession any weapon, illegal substance, or dangerous substance while on school 
property or at school events. 

III. The following emergency response agency(ies) will notify the District in the event of an 
emergency: 
Erner enc 

Gadsden County Sheriff's Office 

Gretna Police Department 

Chattahoochee Police Department 

Havana Police Department 

Quincy Fire Department 

Midway Police Department 

Gadsden County Emergency 
Mana ement 

Address T,ele hone 
I 21 E. Jefferson St. 850-62.7-7111 
Quincy, FL 32351 

339 E. Jefferson St. 850-627-9233 
Quincy, FL 32351 

I 20 Beech Ave. 850-856-5257 
Gretna, FL 32332 

32 Jefferson St. 850-663-4383 
Chattahoocl\ee, FL 32324 

121 7th A venue. E 850~39-2800 
Havana, FL 32333 

20 ~. Stewart Street 850-87 5-73 15 
Quincy,.FL 32351 

50 M.L. King Blvd 850-875-8825 
Midway, FL 32343 850-574-3057 

9 E. Jefferson St 850-875-8650 
Quincy, _FL 32353 

IV. Safety, Security and - Emergency Plans 

T e of Erner enc 
Public Safety/First Responder 

Public Safety/First Responder 

Public Safety/First Responder 

Public Safety/First Responder 

Public Safety/First Responder 

Emergency Medical 
Res onse/Fire Prevention 
Public Safety/First Responder 

Emergency Operations 
Weather related disaster 

A. The Superintendent sliall develop a School Safety and Security Plan with input 
from representative of the local law enforcement agencies, the local Fire 
Marshall(s), representative(s) from emergency medical services; building 
administrators, rep esentative(s) from the local emergency management agency, 
School Resource Officer(s) and/or representative(s) of the Gadsden County 
Health Department. 

B. As required by state law, the Superintendent shall require the use of the Safe 
School Assessment Survey based on the School Safety and Security Best 
Practices Indicators created by FL DOE Safe School Assessment Tool (FSSAT) 
to conduct a self-assessment of the District's current safety and security practices. 

C. Upon completion of these self-assessments, the Superintendent shall convene a 
safety and security review meeting for the purpose of (a) reviewing the current 
School Safety and Security Plan and the results of the self-assessment; (b) 
identifying necessary modifications to the plan; ( c) identifying additional 
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necessary training for staff and students; and ( d) discussing any other related 
matters deemed necessary by the meeting participants. 

D. The Superintendent shall present the findings of the safety and security review 
meeting to the Board for review and approval appropriate school safety, 
emergency management and preparedness plans. The Superintendent shall make 
any necessary recommendations to the Board that identify strategies and activities 
that the Board should incorporate into the School Safety and Security Plan and/or 
implement in order to improve school safety and security. The School Safety and 
Security Plan is, however, confidential and is not subject to review or release as a 
public record. 

E. The Superintendent shall report the self-assessment results and any action taken 
by the Board to review the School Safety and Security Plan to the Commissioner 
of Education within thirty (30) days after the Hoard meeting. 

F. Emergency managemen and preparedness plans shall include notification 
procedures for weapon use- and hostage situations, hazardous materials and toxic 
chemical spills, weathe emergencies, and exposure resulting from a manmade 
emergency. 

G. Emer,genc.y management and preparedness procedures for active shooter 
situations shall engage the participation of the district school safety specialist, 
threat assessment team members, faculty , staff and students for each school and 
be conducted 0y the law enforcement agency or agencies designated as first 
responders to the school ' s campus. 

H. Each school shall develop and maintain an up-to-date plan based upon the 
uniform guidelines and including the provisions of Florida law, State Board of 
Education rules, and other applicable regulations. 

I. Copies of school plans shall be provided county and city law enforcement 
agencies, fue departments, and emergency preparedness officials. 

V. Threat Assessment 

A. The primary purpose of a threat assessment is to minimize the risk of targeted 
violence at school. The Board's threat assessment process is designed to be 
consistent with the process set forth in the joint U.S . Secret Service and U.S . 
Department of Education publication. Threat Assessment in Schools: a Guide to 
Managing Threatening Situations and to creating Safe School Climates for 
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identifying, assessing, and managing students who may pose a threat. The goal of 
the threat assessment process is to take appropriate preventative or corrective 
measures to maintain a safe school environment, protect and support potential 
victims, and provide assistance, as appropriate, to the student being assessed. The 
threat assessment process is centered upon an analysis of the facts and evidence of 
behavior in a given situation. The appraisal of risk in a threat assessment focuses 
on actions, communications, and specific circumstances that might suggest that an 
individual intends to cause physical harm and is engaged in planning or preparing 
for that event. 

B. The Board authorizes the Superintendent to create building-level, trained threat 
assessment teams. Each team shall be heaaed by the principal and shall include a 
person with expertise in counseling (school/J?sychological), instructional 
personnel, and law enforcement (school resource officer) and provide guidance to 
students, faculty, and staff regarding recognition of threatening or aberrant 
behavior that may represent a threat to the community, school, or self. 

1. The threat assessment team will be responsible for the assessment of 
individuals whose behavior may pose a threat to the safety of school staff 
and/or students and coordinating resources and interventions for the 
individual. 

2. 

3. 

4. 

Upon a preliminary determination that a student poses a threat of 
violence or physical harm to him/herself or others, the threat assessment 
team may obtain criminal history record information. The team must 
immediately report its determination to the Superintendent who must 
immediately attempt to notify the student's parent or legal guardian. The 
team wi11 coordinate resources and interventions to engage behavioral 
and or mental health crisis resources when mental health or substance 
abuse crisis is suspected. 

The threat assessment team must plan for the implementation and 
monitoring of appropriate interventions to manage or mitigate the 
student's risk for engaging in violence and increasing the likelihood of 
positive outcomes. 

Upon the student' s transfer to a different school, the threat assessment 
team must verify that any intervention services provided to the student 
remain in place until the threat assessment team of the receiving school 
independently determines the need for intervention services. 

VI. Safety - Procedures 
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A. School alarms shall be monitored on a weekly basis and malfunctions shall be 
reported for immediate repair. 

B. A safety program shall be established consistent with the prov1s10ns of this 
Policy. 

C. Emergency evacuation drills (fire, hurrican , tornado, active shooter/hostage 
situation, other natural disaster, and school bus) shall be held in compliance with 
state requirements and formulated in consultation with the appropriate public 
safety agencies. Each principal, site administrator or transportation official is 
responsible for 

1. Developing and posting emergency evacuation routes-.and procedures; 

2. Assigning and training all staff members in specified responsibilities to 
ensure prompt, safe and orderly evacuation; 

3. Identifying and reporting hazardous areas requiring corrective measures; 
and 

4. Preparing and submitting a written report of each emergency evacuation 
drill to the District office. 

D. In the event of an emergency, the Superintendent is authorized to dismiss early or 
close any or all schools. Except that t}ie principal may dismiss the school when 
the Superintendent or designee cannot be contacted and an extreme emergency 
exists endangering the health, safety, or welfare of students. Any such actions 
shall be reported immediately to the Superintendent or designee along with a 
statement describing the reasons for the action. Such report shall be submitted to 
the School Board at the next regular meeting unless a special meeting is held 
relating to the emergency. 

VII. Safety - Violence Prevention 

A. The Superintendent shall develop a violence prevention plan for use by each 
school that establishes policies and procedures for the prevention of violence on 
school grounds; including assessment of and intervention with individuals whose 
behavior poses a threat to the safety of the school community. 

B. Training in identification of potentially violent behaviors and the procedures to be 
implemented shall be provided to personnel of the schools. 
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VIII. Security 

A. The Superintendent shall establish and implement a Domestic Security Plan 
consistent with the requirements of the National Incident Management System 
(NIMS). 

B. The Superintendent shall develop and implement guidelines and procedures for 
reviewing each school ' s security provisions. 

C. Designate an administrator as the school safety specialist for the District. 

D. A review of each school's security provisions shall be conducted annually by the 
principal with a written report submitted to the Superintendent or designee for 
submission to the Board for review. 

E. Each school 's emergency plan shall include security prov1s10ns including 
emergency lockdown procedures. In the event of an emergency necessitating a 
lockdown, any employee is authorized to activate a code red lockdown. 

F. Establishing policies and procedures for the prevention of violence on school 
ground's; including assessment of and intervention with individuals whose 
behavior poses a threat to the safety of the school community, adhering to 
background screening procedures for all staff, volunteers and mentors. 

G. Security trailers maybe located on school property. 

H. All perimeter gates and classroom doors must be locked/secured during the school 
day when students are present on campus. 

IX. Mental Health 

A. The School Board shall identify a mental health coordinator for the District. The 
mental health coordinator shall serve as the primary contact for the district's 
coordination, communication, and implementation of student mental health 
policies, procedures, responsibilities, and reporting. 

B. The mental health coordinator shall be responsible for: 
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3. facilitating the implementation of school district mental health policies 
relating to the respective duties and responsibilities of the school 
district, the superintendent, and school principals; 

4. coordinating the staffing and training of threat assessment teams with 
the school safety specialist, and facilitating referrals, to mental health 
services, as appropriate for students and their families; 

5 . coordinating with the school safety s , cialist, the training and resources 
for students and school district staff elating to youth mental health 
awareness and assistance; and / 

6. annually review of the district's policie and procedures related to 
student mental health for compliance with state l w and alignment with 
current best practices and making recommenciattons, as needed, for 
amending said policies and procedur~s to the superintendent and the 
district school board. 

STATUTORY AUTHORITY: 1001.41, 1001.42, F.S. 

316.614, 1001.43, 1001.51, 
'1'006.062, 1006.07, 1006.145, 

1006:'1493, 1006.21, 1013.13, F.S. 

LA W(S) IMPLEMENTED: 

STATE BOARD OFE DUCATION RULE(S): 6A-1.0403, 6A-3.0171 
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CHAPTER 3.00 - SCHOOL ADMINISTRATION 

BACKGROUND SCREENING FOR CONTRACTORS 
3.68+ 

I. Contractual personnel who are permitted access on school grounds when students are 
present, who have direct contact with students or w o.have access to or control of school 
funds must meet level two (2) screening requii;ements as described in Florida Statutes. 
Contractual personnel shall include any vendoi;, individual or entity under contract with a 
school or the School Board. Each vendor, individual contractor or employee of a 
contractor as described in this section must provide verification that he/she has met the 
level two (2) screening requirements prior to accessing a school campus and provide 
evidence of compliance with Florida Statute Section 448.095 (evidence may consist of, 
but is not limited to, providing notice of Contractor' -Verify numoer ) . ., 

II . An employee or contractor of an employer who offers a high school student intemship(s) 
must meet level 2 background screening requirements if he/she has direct, unsupervised 
access to the student intem(s). 

III. The District shall issue a state iden,tification badge that is valid for five (5) years to a 
contractor Who meets leveJ 2 screening requi ements. Tlie recipient of the badge shall be 
responsible for paying a fee established by the Department of Education. The badge shall 
bear the _picture of the contractm and must be visible at all times the contractor is on 
school grounds. 

IV. Tlie District shall recognize the uniform statewide identification badge that has been 
issued by another school district. 

V. A noninstructional contractor who has been convicted of any disqualifying offense, as 
defined in Florida Statutes, shall not have access to school grounds when students are 
present, unless the contractor has received a full pardon or has had his or her civil rights 
restored. A non-instructional contractor in violation of this rule commits a felony of the 
third degree, punishabJe as provided ins. 775.082 ors. 775.083. 

VI. Contractual personnel must also meet the level two (2) screening requirements every five 
(5) years following entry into a contract. If the fingerprints of an individual under 
contract with the School Board have not been retained by the Florida Department of Law 
Enforcement, the individual must submit a complete set of fingerprints to the District. 
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VII. Each person under contract as described in sections I. and II. must agree to inform the 
party with whom he/she is under contract within forty-eight ( 48) hours if convicted of 
any disqualifying offense while under contract. The individual shall also be responsible 
for returning the badge within forty-eight (48) hours to the district that issued the badge. 
If it is found that a person under contract does not meet the level two (2) requirements, 
the individual shall be immediately suspended from working in a contractual position and 
shall remain suspended until final resolution of any appeals. A person who is working 
with an intern will not be allowed to continue in an unsuJ?ervised situation. 

VIII. The following noninstructional contractors shall be exempt from level 2 screening: 

A. A contractor who is under direct, line of sight supervision of a District employee 
or contractor who has met level. 2 screening requirement ; 

B. A contractor who is required by law to undergo level 2 screening for licensure, 
certification, employment, or other p ose and provides appropriate 
documentation; 

C. A law enforcement officer w o is assigned or dispatched to school grounds; 

D. An employee or medical director 0£ a licensed ambulance provider who 1s 
providing services; 

E. A contractor at a site where students are not permitted and a six ( 6) foot chain link 
fence separates the work"'site from the remainder of the school grounds; or 

F. A contractor who provides pickup or aelivery services that involve brief visits to 
school grounds when students are present. 

IX. A noninstructional contractor, as described in section VIII., who is exempt from level 2 
screening shall be subject to a search of the registry of sexual offenders and sexual 
predators maintained by the Florida Department of Law Enforcement and the National 
Sex Offender Public Registry maintained by the U.S . Department of Justice. The District 
shall conduct the registry search without charge to the contractor. If a contractor is 
identified as a sexual predator or offender and not allowed on school grounds, the District 
shall notify the vendor, individual or entity under contract within three (3) business days. 

X. The Superintendent shall develop procedures to implement this policy. 
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STATUTORY AUTHORITY: 

LA W(S) IMPLEMENTED: 

HISTORY: 
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CHAPTER 4.00 - CURRICULUM AND INSTRUCTION 

INSTRUCTIONAL MATERIALS SELECTION 
4.21 

All classroom instructional materials, used in the Gadsden County School District including 
State-adopted single source textbooks, instructional aids, and other supplementary materials, for 
the first time shall undergo an evaluation. This evaluation shall determine the suitability of the 
materials for information being taught in the classroom · relationship to State standards, 
curriculum frameworks, and district programs, as well as wit state and district performance 
standards. 

I. Evaluation of Instructional Materials. The Superintendent slfall establish a District 
Review Committee and develop procedures for the review and evaluation of instructional 
materials. The District Review Committee will include content area teao ers, one or more 
parents of children at content grade level and district personnel. Meetings of the District 
review committee convened for the purpose of ranking, eliminating, or selecting 
instructional materials for recommendati n to the School Board must be noticed and open 
to the public in accordance with s. 286.011 F.S. The staff involved in this process shall 
recommend to the Superintendent the instructional materials that address the goals and 
objectives for adopted courses of study and the ~ourse descriptions established by State 
Board Rule as weU as the state and district performance standards for submission to the 
Board for adoption. The instructional materials shall be from the State-adopted 
instructional materials list if there has been a State adoption or from publishers and other 
res urces if there has no been a State adoption. 

II. Adoption of Instructional Materials. Toe following procedures for the adoption of 
instructional materials apply onlx to those instructional materials that serve as the major 
content tool and basis for instruction for each student in the core subject areas of 
mathematics, language arts, social studies, science, reading, and literature: 

©EMCS 

A. Prior to final adoption, student editions of the recommended instructional 
materials will be made accessible for review online for at least twenty (20) 
calendar days before consideration by the School Board. 

B. Public notice of the materials being considered for adoption shall specifically list 
the materials and how they can be accessed. 

C. The School Board shall conduct an open noticed public hearing to receive 
comment on recommended materials prior to adoption. 
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D. The School Board shall conduct an open, noticed public meeting to approve an 
annual instructional materials plan to identify any instructional materials that will 
be purchased. The public meeting will take place on a different date after the 
public hearing. 

E. The School Board shall receive comment at the public hearing and meeting as 
prescribed by policy. 

F. The School Board must select, approve, ad pt, or purchase all materials as a 
separate line item on the action agenda. 

G. The following procedures shall apply to all obj~ctions to instructional materials 
adopted by the School Board. 

1. 

2. 

3. 

4. 

The parent or a resident oftQ.e County, as defined by lorida Statutes, may 
contest the district school bo,ard' s adoption of a specific instructional 
material by filing a written objection using the form that is available in 
each school office, the Superintendenfs office, or on the District website. 

The form must be signed by the parent o resident of the county, include 
the required contact i ormatio , and state the objection to the 
instructional material based on the criteria stated in Florida Statutes s. 
1006.31 (2) or 1006.40(3)(d). 

The wr,itten objection must be filed within thirty (30) calendar days of the 
adoption of the ma erial. complainant who does not complete and 
return the fonn wi · the required time shall receive no consideration. 
The statement shall include the following information: 

a. Author, compiler, or editor; 
b. Publisher; 
c. Title; 
d. Reason for objection; 
e. Page number of each item challenged; and 
f. Signature, address and telephone number of person making the 

complaint. 

Within thirty (30) days after the initial thirty-day period has expired, the 
School Board shall conduct at least one public hearing before an unbiased 
and qualified hearing officer on all petitions timely received during the 
thirty-day time period. The petitioner(s) shall be notified in writing of the 
date and time of the hearing at least seven (7) days prior to the hearing. 
The hearing must provide sufficient procedural protections to allow each 
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pet1t1oner an adequate and fair opportunity to be heard and present 
evidence to the hearing officer. 

5. The contested material shall be made available to the public online at least 
seven (7) days before the hearing. 

6. The decision of the School Board, after convening a hearing, shall be final 
and not subject to further review or petition. 

H. The Superintendent shall annually submit to the Commissioner of Education a 
report identifying each material the Distric received an objection to pursuant to s. 
1006.40(3)(d) and the specific objeetions raised; the material that was removed or 
discontinued as a result of an objection; and the grade level and course for which 
the removed or discontinued aterial was used. 

III. Evaluation and Adoption of Other Classroom Instructional Aids and Materials. The 
following procedures will be followed in the evaluation, selection, and use of additional 
instructional aids for classroom use that have not been adopted by the State Board of 
Education, and approved for use: 

©EMCS 

A. When teachers, groups of teachers, or academic dewrrtments determine that the 
need exists for ew or additional c1assroom instructional aids, they shall review 
available \,terns and seek input and assistance, when appropriate, from parents, 
students, and other lay member of the community, and determine which 
instructional aid or aids best meet instructional needs. 

B. After making this determination they shall prepare a written rationale for each 
instructional aid, which includes, but is not limited to, the following: 

1. The class(es) or age group(s) that the instructional aid is appropriate. 
2. How the use of the instructional aid will meet the curriculum objective(s). 
3. The way(s) in which the instructional aid will be used to meet the 

curriculum objective(s). 
4. Problems, if any, of style, tone, content or theme inherent in the 

instructional aid, and the way(s) in which these problems will be 
addressed during the instructional process. 

5. Other appropriate instructional aids available for individual students to use 
in place of the one selected. 

6. Where applicable, supporting professional materials which were used in 
selecting the instructional aid. 
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C. The rationale shall be submitted to the principal. The principal shall review the 
rationale to determine whether it demonstrates that the instructional aid is 
consistent with the district goals and with the school and course objectives. 
Within ten (10) working days, the principal shall recommend, in writing, the 
approval or the rejection of the instructional aid, or shall return the rationale to the 
teacher for revision. If the instructional aid is recommended for rejection or 
returned for revision, the principal shall state the reasons in writing. Upon 
resubmission of a revised rationale by the teacher, the principal shall make a 
decision for recommendation or rejection w'thin ten working days. The principal 
shall submit the recommendation to the Supe ·ntendent or the Superintendent's 
designee. If the instructional aid is rejected irector of Curriculum and the 
Superintendent, the teacher shall have ten (10) working days from the date of 
rejection to file a written request for review by the Sc ool Board. 

D. The Superintendent shall submit a written list of any ins c · nal aids that have 
been submitted by teachers and rejected by a pnncipal, by t e U.Perintendent or 
the Superintendent' s designee, and not appealed by the teacher. The list shall 
state the reasons for the rejection of each ins · ctional aid. 

E. The rejection at any level, of the use of an in ctional aid shall be for that 
academic year onl . Any 'instructional aid previousiy rejected, at any level may 
be resubmitted in any subsequent year. 

F. Materials approved shall be deemed appropriate for use at the grade level 
requested and may be used at higher levels throughout the district providing that 
the curriculum sequence is maintaine . 

A parent, as defined by Florida Statutes, may object to his/her child' s use of a 
specific instructional matetial or an adult student may object to the use of a 
sp cific material in his/her instructional program. The parent or adult student 
may request a conference with the principal or principal' s designee to discuss the 
use of th material. 

H. The complainant will be provided with the District's policies and procedures for 
the selection of instructional materials. The principal or designee will explain the 
use of the material in the instructional program and answer questions from the 
individual. 

I. If the issue is not resolved at the conference, the complainant will be provided 
with the form to file a written objection and an explanation of the process that will 
be followed. 
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J. Within ten ( 10) working days of such filing, parents of other students in the 
class(es) involved or potentially affected in that school shall be notified in writing 
by the principal that a challenge has been initiated. 

K. School-level Instructional Appeals Committee. The Appeals Committee shall 
consist of two teachers selected by the Superintendent from that particular school, 
two teachers selected by the principal from that particular school and three (3) 
citizens selected by the School Board who resid m the particular school zone to 
evaluate the challenged materials and to make ecommendations of any changes. 
The principal shall notify the Superintenden or the Superintendent's designee 
when a committee is convened. 

L. Challenged materials shall be 'read and re-evaluate by the committee, 
considering the specific objections ra· sed. The committee shall report its decision 
within fifteen (15) working days. The committee recommen tions shall address 
whether the challenged material is consistent with the selection criteria outlined 
herein. The Committee shall have no authority to determine curriculum. Within 
ten (10) working days of rece·ving the recommendations of the Committee, the 
principal shall make a dee· sion whether to retail\. the material or remove the 
material. The principal shall e into account the CO)lllllittee' s recommendations 
when m · ng hi /hex: decision. 

M. The com lainant shall be informed in writing concerning the principal ' s decision. 

1. I the pri cipal determines the challenged material be retained, the 
com lain t hall be notified in writing within five (5) working days. The 
Complainant' shall be given a copy of the decision of the Committee' s 
decision and a copy of the procedures for filing an appeal. 

2. If the principal determines that the challenged material be removed, then 
the complainant, the teacher(s), the students in the class, and the parents of 
the students in the class where the complaint was initiated, shall be 
notified in writing within five (5) working days of the decision at the same 
time the decision will be referred to the District' s Instructional Material 
Review Committee. 

N. District-Level Appeals. An appeal of a principal ' s determination to retain 
challenged materials must be filed with the principal within five (5) working days 
of notification of that determination and shall include a specific statement of the 
complainant's grounds for disagreement with the principal's determination. 
Copies of the appeal shall be furnished to the teacher(s) and the parents of the 
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students in the class where the complaint was initiated within five working days 
of the filing of the appeal. 

0 . A committee shall be appointed by the Superintendent to review the appeal. The 
Superintendent shall designate the appropriate district level staff member as being 
responsible for the organization of this review committee according to School 
Board policies. The committee' s recommendations shall be submitted to the 
Superintendent within fifteen (15) working days. committee member shall not 
be selected from the school where the chall~nged materials originated. The 
district level committee will include: 

1. District Level Staff Member. One staff member from the level or special 
area where the material has been challenged. 

2. Three Principals. One principal shall be appointed from each level 
(elementary, middle, anci high school). However, only the principal from 
the same level as the scho l at which the challenge originates shall serve 
on the revie panel for the particular aterial. 

3. Grade Level Instructional Staff M ember. One instructional staff member 
who is a depa ent head, grade le el chair or team leader from the same 
level (elementary, micldle, or high chool) at which the challenge 
or ",ginates. 

4. ee Teachers. Three teachers from the same level at which the challenge 
o · ginates shall be appoin d by name. 

5. Four Parents. One shall be a parent of an elementary school student, one 
shal be a patent of a middl_e school student and two shall be the parents of 
high school students. 

P. The committee' s review shall b treated objectively, unemotionally, and in a 
businesslike manner and shall be conducted in the best interest of the students, 
the school, and the community. Efforts shall be made to meet with citizens who 
register concerns to consider their objections. 

Q. The cornplainapt shall be informed, in writing, in fifteen ( 15) working days after 
the committee' s ecommendation is received by the Superintendent. 

R. A School Board appeal may be requested by the complainant when the school and 
district-level appeals do not satisfactorily resolve the concerns. The School Board 
shall review recommendations from the school and district-level committees and 
shall render the final decision on the complainant's concern. 
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S. The decision to remove challenged material from use shall, unless otherwise 
determined by the School Board, be effective at the grade level at which the 
material is in use and all lower grades. 

T. Classroom Libraries. Materials in this category presently in the classroom which 
have been approved for classroom use shall remain available for continuing use 
by students. Materials acquired to replace or duplicate books or other materials 
which have already been approved may be made a ailable for student use without 
resubmission of their titles to the school's di center. When new materials are 
added to the classroom library, a list of . aid new materials shall be submitted to 
the school ' s media center. Teachers shall applx e selection criteria set forth in 
Policy #4.22 - Education Media Materials Selection. 

It is the constitutional duty and responsibility of the Gadsden County 8cllool Board to adopt and 
provide adequate instructional materials to all studeats of the District, whether the materials are 
selected from the Florida Department of Education (FDOE) approved materials list or through a 
local selection program. 

The selection and adoption of instructional materials shall be conducted as specified in the 
District's "Jnstn;1etiem1l },lateri€lls Procedures Alamx€ll. , .i_ 

STATUTORY AUTHORITY: 

LA W(S) )MPLEMENTED: 

HISTORY: 
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CHAPTER 4.00 - CURRICULUM AND INSTRUCTION 

EDUCATIONAL MEDIA MATERIALS SELECTION 
4.22 

I. Objectives of Selection - The primary objective of the school's educational media center 
is to implement, enrich, and support the educational program of the school. The center 
shall provide a wide range of materials on all levels of difficulty, with diversity of appeal, 
and the representation of different points of view. ~e School Board asserts that the 
responsibility of the media center is to provide: 

A. Instructional and supplemental materials that will enrich and support the 
curriculum, taking into consideration the varied interest , a ilities, and maturity 
levels of the students being served. 

B. Materials that will stimulate growth in ac al knowledge, literary appreciation, 
aesthetic values, and ethical standards. 

C. A background of information enabling '8tudents o make intelligent judgments in 
their daflylife. 

D. Materials on opposing sides of controversial issues in order that students may 
develop, under guidance, the practice of critical analysis of all media. 

E, Materials r~resentative of the many religious, ethnic, and cultural groups and 
their contributions fo the heritage and culture of America and the world. 

F. A comprehensive collectiuo appropriate for the users of the media center placing 
principle above personal opinion and reason above prejudice in the selection of 
materials of the highest quality. 

G. All technology software and equipment should be vetted through the media and 
technology department prior to purchase to ensure compatibility with system 
standards and infrastructure. 

11. Legal Responsibility for Selection. The School Board is legally responsible for all 
matters relating to the operation of the Gadsden County Schools. The responsibility for 
the selection of educational materials, regardless of whether the book is purchased, 
donated, or otherwise made available to students is delegated to the media specialist. 
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School principals are responsible for overseeing compliance with school district 
procedures for selecting school library media center materials. 

Ill. Parental Responsibility. Parents shall have the right to review materials in the media 
center and request that it be noted in the Student' s library record that the student not be 
allowed to check out certain material. 

IV. Criteria for Selection of Media Materials 

A. The standards to determine the propriety 0£ tHe educational materials shall be 
pursuant to Florida Statutes. 

©EMCS 

B. First consideration shall be given to the needs of the individual school based on 
knowledge of the curriculum, of the existing collection,. and of the needs of 
children and youth. Requests from users of the collection, (i.e., administrators, 
faculty, parents, and students) shall be 'given high priority. 

C. Materials shall be considered on the basis of accuracy of content, overall purpose, 
timeliness, importance o the subject matter quality of the writing/production, 
readability and popular appeal, authoritativeness,. comprehensiveness of material, 
reputation o the publisher/producer~ reputation and significance of the 
author/artist/com.poser/producer, format and price. 

D. In determining the suitability and value of the material included in the collection, 
consideration of the following elements must be given: 

1. 

2. 

3. 

4. 

5. 

Religion. Factual, unbiased material which represents all major religions 

Ideologies. Factual information on any ideology or philosophy that exerts 
a strong force in society 

Sex Education. Factual information, appropriate for the age group or 
related to the school curriculum 

Sex. Pornographic, sensational, or titillating materials shall not be 
included 

Profanity. The fact that limited profanity appears in material shall not 
automatically disqualify a selection. However, care shall be taken to 
exclude materials using profanity in a lewd or detrimental manner and not 
in context with the material 
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6. Science. Factual information about medical and scientific knowledge, 
without any biased selection of facts. 

E. Gifts of media or money shall be accepted with the understanding that their use or 
disposition shall be determined by those persons having the responsibility for 
acquisitions, according to the same selection criteria and procedures as purchased 
materials. 

V. Procedures for Selection 

A. In selecting materials made available to stud(!nts through the district library media 
center, the school media specialist shall. 

©EMCS 

1 . Consult with reputable, iased, professional£ recognized reviewing 
periodicals and school ommunity stakeholders (including, media staff, 
curriculum consultants, faculfy,.,pare~_}t and community members). 

2. Require that book selections meet the criteria set forth ins. 1006.40(3)(d). 
F.S. 

3. Library media center collections will: 

a. be Qased on reader int~rest, 
b. support state academic standards and aligned curriculum 
c. support the academic needs of students and faculty 

4. When consiqering materials to be purchased, the media specialist shall 
follow these procedures: 

a. Purchase materials which are outstanding and frequently used; 
b. Periodically replace periodically worn or missing basic items; 
c. Withdraw out-of-date or unnecessary items from the collection or 

i:terns required to be removed pursuant to subparagraph 2; and 
rep1aced by new and age appropriate materials, 

a. Purchase materials in many types of format: digital, e-books, 
electronically, soft or hard bound. 

e. Examine sets of materials and materials acquired by subscription 
and purchase only material to fill a definite need. 

B. District elementary schools must publish on their school website, a list of all 
materials maintained in the school library media center or required as a part of a 
school or grade-level reading list. 
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VI. Challenged Materials. Library materials deemed by some persons to be objectionable 
may be considered by others to have sound educational value. Any concerned parent, 
Gadsden County resident or employee of the district may request reconsideration of 
school library media. When a complaint is made, the following procedure shall be 
followed: 

A. The library media specialist shall discuss e matter informally with the 
complainant explaining the selection procedures for library media materials. If 
the complainant accepts the explanation gi en by the media specialist, the 
reconsideration process concludes. 

©EMCS 

B. If the explanation fails to reso1ve,, the objection, the yrincipal will ask the 
complainant initiating the challenge to file, within two weeks, a formal written 
objection by completing a "Reque f or Reco ·sideration of Library Media" form 
which must reflect that the complain baS,t a the material in fu:11. Failure to do 
so results in the conc1usio.n of the recons~tleratlon process. 

C. Upon receipt of the complete'd form "Reque t or Reconsideration of Library 
Media," the _principal shall forward copi~s to e ppropriate personnel on the 
Schoo -leveJ 'Review Committee (a committee o teachers, educational media 
specialists and parent~ of the scho-61). 

D. The challenged -i:emain available for circulation during the 
reconsideratio pr cess OR the challenged materials shall not be removed 
immediatelY,· however, such materia s shall not be available for student use 
pending a final decision. 

E. The challenged. materials shall be read and re-evaluated by the committee, 
considering the specific objections raised. The committee shall report its decision 
within fifteen ( 15) working days. 

F. The Complainant shall be informed m writing concemmg the school-level 
committee' s decision. 

G. District Review Committee. If the Complainant disagrees with the decision 
rendered by the school-level committee, an Appeal may be filed with the District. 

H. The Superintendent or the Superintendent's designee shall appoint a District 
Review Committee with the following composition: 
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1. One representative of the Public Library Board; 
2. One representative of the general public at large; and 
3. One representative of a school parent organization. 
4. One principal from the level at which the complaint originated (K-5, 6-8, 

or 9-12). 
5. Three school-level instructional staff members including the following: 

a. One media specialist from the level at which the complaint 
originated; 

b. One media specialist from,an0ther level; and 
c. One classroom teacher ft0 tJie evel at which the complaint 

originated. 
6. Two district-level instructional staff members incl'1.Iding the following: 

a. One district-level instructional staff member fr m the level where 
the material is in question; and 

b. The Supervisor of Technology and Instructional Media Services. 

I. The Review Committee, in carrying out its assigned function, shall: 

1. ecl,d, vje or listen to the matei ·al in ·ts entirety; 
2. Cfieck genera,l acceptance 0 the material by reading reviews and 

consulting recommended lists; 
3. Detennine the 'extent to wblcb the material supports the curriculum; 
4. Comp1ete the "Cheoklist for Reconsideration of Library Media," judging 

the material for its strength and value as a whole and not in part; and 
5. Forward, within fifteen (15) working days, a written recommendation to 

the Superintendent. 

J. The Superintendent' s designee will inform the complainant and the school' s 
media specialist of the committee' s decision to retain or withdraw the challenged 
material as recommended by the District Review Committee. 

K. If the complai ant or the media specialist is dissatisfied with the District Review 
Committee ' s decision, a written appeal may be filed with the Superintendent. 
Failure of the complainant to file a written appeal within 30 days of the District 
Review Committee' s decision will result in a conclusion of the reconsideration 
process and the decision of the District Review Committee shall be final. 
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I. 
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L. The Superintendent shall, within 30 days of receipt of the appeal, send the 
complainant and the school media specialist a written decision. An appeal to the 
School Board of the Superintendent' s decision must be filed within 10 days after 
the Superintendent' s decision. 

M. The School Board shall consider the decision of the District Review Committee 
and the Superintendent and any other appropriate documentation (i.e. meeting 
summaries, material reviews, etc.). The decision of the School Board regarding 
appropriateness of a particular Library Media material item will be considered 
final. 

N. Library Media materials in question, can only be removed from circulation and/or 
used in the school district through the procedures of this policy. 

Objectives of Selection The pri!nary obj ectii, c of '5chool ' s educational media center 
is to implement, enrich, and sqpport the educational p~ gram of the school. The center 
shall provide a 1.vide range of materials on all levels &- difficulty, with diversity of appeal, 
and the representation of different points of vjew. The School Board asserts that the 
responsibility of the media center is to provicle: 

A ii.. 

B. 

C. 

D. 

E. 

F. 

Materials that will enrich and support the curriculum, taking into consideration 
the varied interest abilities; and maturity levels of the students served. 

aesthetic ..,,alues, and ethical standards. 

A background of information enabling students to make intelligent judgments in 
their daily life. 

Materials representative of the many religious, ethnic, and cultural groups and 
their contributions to the American heritage. 

A comprehensive collection appropriate for the users of the media center which 
places principle above personal opinion and reason above prejudice in the 
selection of materials of the highest quality. 

Criteria for Selection of Educational Materials 
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The standards t? determine the propriety of the educational materials shall be 
pursuant to Flonda Statutes. 

First consideration shall be given to the needs of the indi, •idual h l b d 
kno"'ledge f th • 1 • sc oo ase on :w oe cumcu um, of the existing collection, and of the needs of 
children and youth. Requests from users of the collection (i.e., administrators 
faculty, parents, and students) shall be given high priority. ' 

~1ate~ials s~all be considered on the basis of aecuracy of content, overall purpose 
tlmeh~e~s, importance of the subject matter, quality of the writing/production' 
readabi_hty and popular appeal, authoritatp;ern:,ss, comprehensiveness of material ' 
reputa~10~ ~f the publisher/producer, reputation and significance of th~ 
autho&art1Strcomposer/producer, etc.; and, format and price. 

;.ifts ~f_media or money shall b ted 1.vith the ooderstanding that their use or 
isp~s~t~on shall b~ determined s having the responsibility for 

acqmsitlons, accordmg to the su ria and proced h d materials. 4:lfes as pure ase 

(1) 

(a) 

(b) 

=ahst shall evalnate the eKisting collection and shall consult 

2) 

Reputable, llfteiased, professionally prepared selection aids 
~uch . as_ those published by the American Library 
1 ... ssociatHm ana other reputable publishing companies 
generally accepted by the educational media profession. 

Media st~ff, curriculum consultants, faculty, students, and 
commooity representative. 

Me~ia commi~ee _appointed by the principal to serve in an 
advisory capacity m the selection of materials . 

In specific areas, the media specialist shall follow these 
procedures: 

1) :::~ase materials 1.vhich are outstanding and frequently 

2) Replace periodically ·.vom or missing basic items; 
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3) 

4) 

Withdraw out of date or unnecessary items from the 
collection; and, 

E>camine sets of materials and materials acquired by 
subscription and purchase only material to fill a definite 
need-: 

G. All technology software and equipment should be vetted through the media and 
technology department prior to purchase 1o ensure compatibility with system 
standards and infrastructure. 

STATUTORY AUTHORITY: 

LAWS IMPLEMENTED: 

HISTORY: 
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CHAPTER 4.00 CURRICULUM AND INSTRUCTION 

CW .... LLENGED 1\MTERIALS 

I. 
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4.30*~ 

!hel following proc_edures ~hall be followed when the appropriateness of District adopted 
cs or matenals is quest10ned: 

B. 

C. 

D. 

E. 

S~ho?l community citizens may register their concerns with the Superintendent or 
prmcipal of the school where material is being challenged. 

vmtten °~ ecti~n must b~ filed '+\'½thin thirty (3 0) calendar days of the adoption of 
the mat~nal. . 1 .. complamm:it who does not complete and return the form within 
~h~

1 
re~mr~d time s~all receive no consideration. The statement shall include the 

o owmg mformation: 

1. 

2. 

3. 

4. 

5. 

6. 

Author, compiler, or editor; 

Publisher; 

Reason for objection; 

Page number of each item ~hallenged; and 

SignatU:Fe; address and telephone number of person(s) making the 
complaint. 

J a ere mitia t irty day period has e>cpired the S h 1 Withia t:hiFty (30) a~'s ft th · · · 1 h. 
B~ard shall_ conduc! at least one public hearing on all petitions receiv;d duri: ;:e 
thi~'. day time ,pen?d. The petitioner(s) shall be notified in writing of the gdate 
and time of the hearmg at least seven (7) days prior to the hearing. 

The contested material shall be made available to the public 1 · 4 l 
(7) days before the hearing. on me a east seven 

Th: decision of the S_chool Board, after convening a hearing shall be final and not 
su~ ect to further review or petition. ' 

Gadsden 4.30* 
Adopted I 0/22/2019 
Deleted 00/00/0000 

Page 1 of 4 

Page 140 of 162



II. 
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The ~llowing procedures shall be followed for other objections to instructional 
matenals: 

A. 

B. 

C. 

D. 

E. 

A p~ent~ as de~ned by Florida Statutes, may object to his/her child's use of a 
spec~fic mstructlonal material or an adult student may object to th f 
s fi t · l · h · ~ e use o a 
pe~i c mEPena m1S/her . instructi~nal pro~. The parent or adult student 

ma; request a c?nference 1.vith the pnncigal or principal ' s designee to discuss th 
use of the matenal. e 

The com~lainan~ ,.vill b~ provided vt'ith the District's policies and procedures for 
the select10n of i~str~ct10nal materials. The principal or designee ,.,.,ill explain the 
~s:. o_~ th~ matenal m the instructional program and answer questions from the 
m ivi ua. 

~~- the issue is not resolY_ed at t~e conferenee, the complainant will be provided 
b:t;:~

0

e,.!;n to file a Vffittea o~ection and an e)cplanation of the process that will 

These procedures shall be followed for school level appeals : 

1. 

2. 

3. 

4. 

A . 
1 .. c_ommittee of teachers, educational media specialists and other 
qualified pe,rso~el shall be appointed by the principal to 'evaluate the 
ch_all~ed mate~s and to mak~ recommendations of any changes. The 
prmci~al sh~t notify the Supenntendent and the instructional materials 
coordmator hen a committee is convened. 

Chall~ged materials sh~ll not be removed immediately; however, such 
matena1s shall not be available for student use pending a final decision. 

Challenged materials shall be read and re e· raluated by th · 
cons·d · th •fi . ~ e committee 

:i:erm~ ~e speci c o~ections raised. The committee shall report it~ 
dems10n withm fifteen (15) 1.vorking da;'s. 

The complain_ant shall be informed in vffiting concerning the committee, s 
recommendations . 

r~~s: , ~r~~edures shall be_ appro~riate for district level appeals and shall be 
0 h 0 "~e when the complamant disagrees with the decision rendered from the 

sc oo level appeal. 
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1. 

2. 
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A committee shall _be appointed by the Superintendent to review the 
appea~. The Sup~nntendent shall designate the instructional materials 
coord1?ator as be~ng responsible for the organization of this revie,v 
committee a~cordmg to School Board policies. The committee' s 
recomme~dat10ns shall be submitted to the Superintendent within fiftee 
(15) workmg days. A committee member shall not be selected from th: 
school 1.vhere the challenged materials originated. 

a. The following shall serve as a re"ie"' committee ~ l r TI ~ ~r e ementary 
schools: 

(1) The chairperson of a School Advisory Council or designee; 

(2) Element4 media specialist; 

(3) Elementary pMcipal; 

, .. curncu um supervisor; (4) A · l 

(5) Three (3) instructional staff members at the elementary 
level; and 

(6) Two (2) parents, :<as defined by Florida Statutes of 
elementary age students. ' 

The follovr...ng shall serve as a re"iem committee ~ d , ~~ ~r secon ary 
schools: 

u c a1rperson of a School Advisory Council or designee; (1) A h · 

(2) Secondary media specialist; 

(3) Secondary principal; 

(4) A curriculum supervisor; 

(5) Three (3) instructional staff members at the secondary 
level ; and 

(6) Two (2) parents of secondary age students. 

The committee' s review shall be treated objecfr ,ely unemotionall , d · b . n , ' :r, an m 
ausmess He manner and shall be conducted in the best interest of the 
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F. 

3. 

st~den_t~, the school, and the commooity. Efforts shall be mad t t 
m1th Cltl'l:ens h . e O mee « w o register concerns to consider their objections. 

Th~ complainant shall b_e informed, in 'Writing, in fifteen (15) working 
da) s . after the committee's recommendation is received by the 
8upenntendent. 

~ 8~hool Board appeal ma)' be requested by the complainant when the school and 
d1stnct l~vel appeals do not satisfactorily resolv:e die concerns. The 8cho l B d 
shall re"Ie'" re d · ff 

O 

oar h 
11

~ «commen -~wnsom the sooool, and district level committees and 
s a render the final dec1s10n on the complainam:' s concern. 

LA.~'(8) IMPLEMENTED: , 1001.41, 1001.43, 1006.28, F.8. 
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CHAPTER 4.00 - CURRICULUM AND INSTRUCTION 

FIELD AND OTHER DISTRICT-SPONSORED TRIPS 
4.43+ 

I. The School Board recognizes that field trips, when used for teaching and learning integral 
to the curriculum, are an educationally sound and important ingredient in the instructional 
program of the schools. Properly planned and exeeute 1eld trips should: 

A. supplement and enrich classroom procedures by roviding learning experiences in 
an environment outside the schools; 

B. arouse new interests among students; 

C. help students relate school experience to the reality of the world outside of 
school; 

D. bring the resources of the community - natural, artistic, industrial, commercial, 
governmental, educational - within the student's learning experience; 

E. afford students the 0pportunity to study real things and real processes in their 
actual environment. 

For purposes of this policy, a fie d trip shall be defined as any planned journey by one or more 
students away from District premises, which is an integral part of a course of study and is under 
the direct supervision and control of an instructional staff member or any advisor as designated 
by the Superintendent. 

Other District-sponsored trips shall be defined as any planned, student-travel activity which is 
approved as part of the District's total educational program and is under the direct supervision 
and control of an instructional staff member or any advisor as designated by the Superintendent. 

School personnel shall not accept any form of compensation from vendors that might influence 
their recommendation on the eventual selection of a location for, or a vendor that will provide 
transportation to, a field or other District-sponsored trip. Furthermore, school personnel shall not 
accept any compensation from a vendor after a decision has been made regarding the location 
for, or a vendor that will provide transportation to, a field or other District-sponsored trip. In 
addition, school personnel who recommended the location for, or a vendor that will provide 
transportation to, a field or other District-sponsored trip shall not enter into a contractual 
arrangement whereby an individual staff member receives compensation in any form from the 
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vendor that operates the venue for, or provides the transportation to, a field or other District
sponsored trip for services rendered. 

Such compensation includes, but is not limited to, cash, checks, stocks, or any other form of 
securities, and gifts such as televisions, microwave ovens, computers, discount certificates, travel 
vouchers, tickets, passes, and other such things of value. In the event that a school staff member 
receives such compensation, albeit unsolicited, from a vendor, the staff member shall notify 
the Fiscal Officer, in writing, thats/he received such compensation and shall thereafter promptly 
transmit said compensation to the Fiscal Officer at his/her earliest opportunity. 

The Superintendent shall approve all field trips 'Yithin the State of Florida. The Board shall 
approve all field trips out of State or out of the country. 

The Board does not endorse, support, or assume liability in any way for any staff member, 
volunteer, or parent of the District who takes students on trips not approved by the 
Superintendent. No staff member may solicit students of is District for such trips within the 
facilities or on the school grounds of the District without permission from the Superintendent. 
Permission to solicit neither grants nor implies approval of the trip. Such approval must be 
obtained in accordance with the District's administrative procedures for Extended Trips. 

II . The Superintendent shall prepare administrative procedures for the operation of both field 
and other District-sponsored trips. 

A. the safety and well-being of students; 
B. ,parental permission is sought and obtained before any student leaves the District 

ona trip; 
C. each trip is prope l planned, and if a field trip, is integrated with the curriculum, 

evaluated, and followea up by appropriate activities which enhance its usefulness; 
D. the effective ess of field trip activities is judged in terms of demonstrated learning 

outcomes; 
E. each trip is properly monitored; 
F. student behavior while on all field trips complies with the Student Code of 

Conduct and on all other trips complies with an approved code of conduct for the 
trip; 

G. a copy of each student's Emergency Medical Authorization Form is in the 
possession of the staff member in charge; 

H. provisions have been made for the administration of medication to those students 
for whom medications are administered routinely while at school; 

I. provisions have been made at the trip destination and in transportation, if and 
when required to accommodate students and/or chaperones with disabilities. 

©NEOLA 2006 
©NEFEC 
©GCPS 
Adopted I 0/22/2019 
Revised 00/00/0000 

Page 2 of3 

Gadsden 4.43+ 

Page 145 of 162



An instructional staff member shall not change a planned itinerary while the trip is in progress, 
except where the health, safety, or welfare of the students in his/her charge is imperiled. 

In any instance in which the itinerary of a trip is altered, the instructional staff member in charge 
shall notify the school administrator immediately. 

III. Extracurricular Field Trips 

A. A trip which is not directly related to the in,structional program but which is 
related to a school-sponsored or coruiected activity shall be considered an 
extracurricular trip. 

B. The Superintendent shall develop procedures to be followed relating to 
extracurricular field trips. 

IV. Parental Notification and Permission 
The parent, as defined by Florida Statutes, shall be notified prior to any field trip. Such 
notice shall state the nature of the field trip; specific Jocation and type of establishment to 
be visited; the date of the trip; the time of departure and the time of return to the school; 
mode of transportation; method of student supervi · oo consistent with Florida Statutes; 
and if it is an overnight trip, whether room assignment,s for lodging are not separated by 
biological sex a birth. Any studentmaking a trip shall prese t a note from his/her parent 
giving permissio for im/her to make the ·p. 
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CHAPTER 5.00- STUDENTS 

HOMELESS STUDENTS 
5.14* 

I. Homeless children who live within the county shall be admitted to school in the District, 
shall have access to the same free public education including preschool as provided to 
other students, shall be given the opportunity to meet local and state academic 
achievement standards, and shall be included in state and District assessments and 
accountability systems. The District shall rov1de access for homeless children and 
youth to academic and extracurricular activitie . 

II. Definitions 

A. Homeless Child 

©EMCS 

One who lacks a fixecl, regular and adequate nighttime resid nee and includes 
children and youth wlib 

1. Are sharing the housingi,of other persons due to loss of housing, economic 
hardship or a simi ar reason; 

2. Afe living ~ motels, hoteij, trailer parks, or camping grounds due to the 
lack of alternative adequ~te accommodations; 

Are living in et1'ler:gency or tt:ansitional shelters or, abandoned in hospitals 

Ha ime residence that is a · · lace not 
desig rily used as a regular sleeping accommodation for 
human beings; 
Have a primary nighttime residence that is 

a. 

b. 

C. 

A supervised shelter designed to provide temporary living 
accommodations; 

An institution providing temporary residence for persons who are 
to be institutionali2ed; or 

A public or private place not designed or normally used as a 
regular sleeping accommodation for human beings; 
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5. Are living in cars, parks, public spaces, abandoned buildings, substandard 
housing, bus or train stations, or similar settings; or 

6. Are migratory children who qualify as homeless because the children are 
living in circumstances described in II.A. I. through II.A.5. 

B. Unaccompanied Youth - A homeless child or youth A student who is not in the 
physical custody of a parent or guardian. 

C. Certified Homeless Youth - A minor, homeless child or youth, including an 
unaccompanied youth, who has been certified as homeless or unaccompanied by a 
school district homeless liaison, the director of an,_ emergency shelter program 
funded by the U. S. Department of Housing and Urban Development or designee, 
or the director of a runaway or homeless youth basic center or transitional living 
program funded by the U. S. Department of Health and Human Services or 
designee, a licensed clinical social 'n'Orker, or a circuit court. 

D. School of Origin - llie school that the student attended when permanently housed 
or the school where tlie child or youth was last enrolled, including preschool. 

E. Enroll and Enrollment - Attending school and participating fully in school 
activities. 

F. Immediate - Withoutdelay. 

G. Parent - Parent or guardian of a student. 

H . Liaison - The staff person designated by the District as the person responsible for 
carrying out the duties assigned to the liaison by the McKinney-Vento Homeless 
Assistance Act. 

I. Designated receiving school includes the next level school, elementary from 
prekindergarten, middle from elementary, high from middle, that a homeless 
child or youth, whose homelessness continues into the next school year, may 
attend when that next level school is the district designated school for those 
students in the homeless student' s school of origin 

J. Eligible School: the school of origin, the school zoned for the address where the 
student is temporarily residing, or another school which students residing in that 
attendance zone are eligible to attend 

III. The District shall identify homeless students as defined by federal and state law. If the 
District' s liaison for homeless children and youth determines that the mmor 1s an 
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IV. 

unaccompanied homeless youth, the liaison shall issue to the youth a certificate 
documenting his/her status as required by law. 
The District shall seek to remove barriers to the enrollment and retention of homeless 
children and youth, even if they cannot produce records or otherwise meet enrollments 
requirements, including previous academic; immunizations or other health records; birth 
certificate; proof of residency; guardianship; and other required documentation and 
enrollment requirements including uniform or dress code requirements, outstanding fees, 
fines, or absences [s. 722(g)(l)(I)J 

The District shall ensure the immediate enrollment of homeless students, even if the 
students missed an application or enrollment de aJin during any period of homelessness. 
The District shall seek to remove barriers to the enrol~ eilt and retention of homeless 
children and youth. 

The District shall ensme the immediate emollment of homeless students. 

A. The District shall assist homeless children to provide documentation to meet state 
and local requirements for entry into school. 

B. A homeless child shall be given a J hirty (3©) s hool day exemption to provide 
proof of age, certification of a school-entry h alth examination, proof of 
immunization and other documentation required for enrollment. 

C. The District shall provide appropriate credit or full or partial coursework 
satisfactorily completed by homeless children and youth while attending a prior 
school [s. 722(g)(4J(F)(ii)] 

V. Each homeless st dent shall be provided the services that are available for all other 
s clents including transportation, school nutrition programs, before and after school 
programs, and education services for which the child meets the eligibility criteria such as 
exceptional education, gifted e ucation, career vocational and technical programs, 
preschool programs, Title I, and limited English proficiency programs. 

VI. Homeless students shall be given meaningful opportunities to succeed in school. 
Students experiencing homelessness will have access to all available academic and 
extracurricular activities for which they meet relevant eligibility criteria. Homeless youth 
will receive counseling to prepare and improve their readiness for postsecondary 
education. 

VII . Homeless students may continue their education in the school of origin for the duration of 
homelessness or in any case in which a family becomes homeless between academic 
years or during an academic year. 
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VIII. Homeless students shall be allowed to remain in the school of origin to the e)(ten-t 
feasible, unless this is contrary to the wishes of the parents. Keeping homeless students 
in the school of origin is presumed to be in their best interest, except when doing so is 
contrary to the request of the student' s parent or guardian, or (in the case of an 
unaccompanied youth) the youth. When considering placement in a school other than the 
child' s or youth' s school of origin, the district will consider student-centered factors to 
determine a placement that is in the student' s best interest. The eligible school selected 
shall immediately enroll the homeless child or youth, even if the child or youth missed an 
application or enrollment deadline during any period fhomelessness. 

IX. Homeless students may continue their educatio 1h tlie school of origin for the duration of 
homelessness or in any case in which a family 'becomes homeless between academic 
years or during an academic year. Homele.ss students who 'hecome permanently housed 
during the academic year, may remain af thefr school of origin for the remainder of the 
academic year and continue to receive alLMcKinney-Vento Act benefits . 

'<: 

X. Homeless students and/or parents shall have the ti ht to dispute school assignment if 
placement is other than /the school of o · · he District sha11 ensure that 
unaccompanied youth and the or guard meless students are notified of 
the right to remain in the sch · gin and ute process shall be provided 
with a written explanation of a lselection or enrollment made 
by the school or the aistrict \nd in a manner and form 
understandable to the parents, g youth, of the right to remain 
in the school o · · · ' shall be r istrict' s 
homeless liais resolutio ess as ex ossible. 
In Th stude o1led in their school of origin or shall be 
immediately_ e gibl~ school in which enrollment is sought, either the 
school zonecf :fi here the students are residin or another school which 
students residing iu t t attendance zone are eligible to attend, pending final resolution of 
the dispute including all ava]able appeals. In the case of unaccompanied youth, the 
liaison shall ensure immediate enrollment in the eligible school, pending resolution of the 
dispute. 

XI. If requested by the parent of a homeless child or by the liaison on behalf of an 
unaccompanied youth, the District shall be responsible for providing transportation to and 
from the school of origin throughout the duration of homelessness. The District shall 
share the responsibility for transportation if a homeless student begins living in another 
district in a homeless status and continues to attend the school of origin. 

XII. Homeless students shall not be stigmatized, segregated, or separated in any educational 
program on the basis of their homeless status. 
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XIII. The district shall coordinate district programs and collaborate with other school 
districts, community service providers and organizations, including local social services 
and other community agencies to provide support to homeless students and their 
families, other school districts regarding homeless student-related transportation, 
transfer of school records, and other inter-district activities, as needed; housing 
authorities, and ESE. 

The District shall follow the requirements of the McKinney-Vento Homeless Assistance 
Act and Florida Statutes. 

STATUTORY AUTHORITY: 1001.41, 1001.42, 1003.21, F.S. 

LA W(S) IMPLEMENTED: 382.002, 743; 6J, 1000.21, 1001.43, 
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CHAPTER 5.00 - STUDENTS 

SCHOOL HEALTH SERVICES 
5.53+ 

I. The School Board shall collaborate with the County Health Department and the District 
school health advisory committee to develop and implement a health services plan. This 
plan shall be contained in the Health Services Manual. 

II. The plan shall include, but not be limited to, provisions fo-t all aspects required by law. 

III . At the beginning of each school year, the principal shall inform the parent(s) as defined 
by Florida Statutes, in ,vriting, that students will receive spec~d health services as 
provided in the health services plan. A student shall be exempt from any of these 
services when his/her parent(s) requests an eJfemption in \Vfiting. When invasive 
screening is one (1) of the specified services, written consent of the student' s parent(s) 
shall be obtained prior to any such screening. At th beginning of each school year, the 
principal shall inform the parents) as defined by Florida Statutes, in writing, of each 
healthcare service offered at their student's- school and that the parent has the option to 
withhold consent o decline any specific service- as provided in the health services plan. 
A health care practitioner 11\ay not solicit or arran (!; to provide health care services or 
prescribe medicinal drugS" to a minor child without first obtaining written parental 
consent. When invasive screening is one (1) of the specified services, written consent of 
the student's parent(s) s all be-0btained prior to any such screening. 

IV. P ·or to the District administering a student well-being questionnaire or health screening 
form to a student in grades K-3 the District will provide the questionnaire or health 
screening form to the parent and obtain the parent(s) permission. 

STATUTORY AUTHORITY: 
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CHAPTER 5.00 - STUDENTS 

USE OF TIME OUT, SECLUSION AND PHYSICAL RESTRAINT 
FOR STUDENTS WITH DISABILITIES 

5.341*+ 

I. The District shall implement behavioral management inte entions for disruptive students 
to prevent and reduce significant disruptive behavior and to provide for the physical safety 
and security of students and staff when students pose a hreat to themselves and/or others. 
The focus shall be on the use of the least rest ·ctive'but effective intervention(s) for each 
student. 

II. Time Out 

Time out is a procedure in which access to reinfoJ?eement is remove -or reduced for a 
designated time. 

A. Non-exclusion time out · s th east restrictiv:e form of time out. The student is 
allowed to observe the classroom activit}' but not participate. 

B. Exclusion time o t excludes the stude t froil} pa.J1icipation in and observation of 
classroom. activities,. 'The student I mains in tlie classroom but cannot observe or 
participate in ongoing activities. 

111. Physical Restraint 

A. 

B. 

C. 

©NEFEC 
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School personnel may not use mechanical restraint unless they have been trained 
by qualified personnel d only when all positive behavior interventions and 
supports have been exhaus ed. School resource officers, school safety officers, 
school guardians 011 school security guards may use mechanical restraints in the 
exercise of their powers and duties to restrict students. 

Manual physicdl restraint is the use of physical restraint techniques that involve 
physical force to restrict free movement of all or part of a student's body. It is a 
method to prevent a student from harming himself/herself or others. 

Physical restraint should only be used in an emergency situation when an immediate 
and significant threat to the student or others exists and must be discontinued as 
soon as the threat posed by the dangerous behavior has dissipated. 
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D. Physical restraint techniques may not be used to inflict pain to induce compliance. 

IV. Documentation and Reporting 

All instances of time out, seclusion and restraint shall be documented and reported as 
required by Florida Statute. 

V. Notice, Monitoring and Analysis 

A. At the beginning of each school year the di trict shall post its policies and 
procedures on positive behavior interverttio.ns an 
district. 

B. The use of manual physical i:;e~traint or seclusion s al be monitored at the 
classroom, school and District le els. 

C. The use and effectiveness of the behaviqr interventions, shall e analyzed and 
monitored by the Dist~ct. 

VI. Prohibitions 

School personnel shall not 

A. Use a mechanical restr--aint or a manual physical restraint that restricts a student's 
breathiqg or 

Close, loc or physiog.I y block a student in a room that is unlit or that does not meet 
the rules of the State Fire ~arshall for a seclusion time out room. 

VII. Training 

A. 

B. 

C. 

©NEFEC 
PAEC 
©GCPS 

shall pJovide initial training for designated personnel in the use of time 
out, seclusion and physical restraint. 

Refresher training shall be conducted annually. 

Personnel who have been trained in manual restraint techniques in positions outside 
of the School District shall receive training in District methods. 
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VI 11. Procedures 

The Superintendent shall develop procedures to implement this policy and related statutes. 
Procedures shall include but not be limited to the following: 

A. Incident reporting; 

B. Data collection; 

C. Monitoring and analysis; 

D. Plan for reducing the use ofrestraiJ;itand seclusion; 

E. Identification of staff to be trained,; and 

F. Training components. 
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CHAPTER 5.00 - STUDENTS 

PARENTAL ACCESS TO INFORMATION 
5.711+ 

I. The Board shall incorporate into the Board approved Student Services Plan, rules and 
procedures required by Every Student Succeed Act (E SA) relating to student privacy, 
parental access to information and administration of physical examinations to minors. 

II. The Superintendent shall develop procedures © ensure tliat this policy is carried out in 
each of the district schools. 

III. Parents/Guardians of each student shall be notified at a minimum,, at least annually at the 
beginning of the year, the rules and proc du.res relat~ to this poliey. Parents/guardians 
shall be notified within a reasonable period of ti~ of1 any substantive change made to 
this policy. ; / 

IV. The District understands a student's physical, beha ·oral, and emotional well-being are 
integral components of student acliievement. Pursuant to FJ,,orida Statute 1014.01 et seq., 
parents have the"rigb.f to access and review 1 s >hooJ record$, including medical records, 
pertaining to tlfoj min'O child. Pm;.e t shal1 be otitied of any change in student's 
services or monhoring related to the stuaent's menta, emotional, or physical health or 
well-being, unless 

a. prohibited by aw~ or 

b. if the parent ·,s the subject of an investigation of a crime committed against the 
minor child ~d a law enforcement agency or official requests that the information 
not be release; o 

c. a reasonably Pl1.\dent person would believe that disclosure would result in abuse, 
abandonment, or neglect. 
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CHAPTER 6.00 - HUMAN RESOURCES 

REPORT OF MISCONDUCT 
6.29* 

The School District of Gadsden County shall adhere to all requirements related to employee 
misconduct that affects the health, safety or welfare of a student: 

I. Mandatory Reporting of Misconduct 

A. :;is: :::::r :!::~== rz:rta:~i: ~:=::~~e:::::n:;c~ 
student. Failure of an emplciyee to report such miscooduct shall result in 
disciplinary action. It is the duty of all em loye s to report to the Superintendent 
alleged misconduct by aey School Boar emp oyee that affects the health, safety 
or welfare of a student that' would be violatiim of s. 800.101, or that would be a 
disqualifying offense under s. 012.315, or any allegation of sexual misconduct 
with a student. Failure of an employee to report uch misconduct shall result in 
disciplinary oti0n. Further, emp oyee::.who kno ·ngly or willfully fails to do 
so, or who knowingly or ~ijfully prevent,s ano her person from doing so, 
commits a misdemeanor of th,e firs degree. An employee who knowingly or 
willfull c rces or threatens another person with the intent to alter his or her 
testimony or written report regarding a violation of s. 800.101 commits a 
misdemeanor of the first degree. 

B. Educational support employees, instructional personnel and school administrators 
shall repo alleged misconduct of other educational support employees, 
instructional personnel or school administrators who engage in or solicit sexual, 
romantic, or lewd conduct with a student. 

C. If the prohibite co duct occurs while employed by the district, the School Board 
and Superintendent must report the employees or personnel and the disqualifying 
circumstances to the department of education for inclusion on the disqualification 
list maintained by the department pursuant to section 1001.10(4)(b), F.S. 

II. Investigation 

The Superintendent shall immediately investigate any allegation of misconduct by an 
employee that affects the health, safety or welfare of a student regardless of whether the 
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person resigned or was terminated before the conclusion of the investigation. The 
Superintendent shall notify the department of the result of the investigation and whether 
the misconduct warranted termination, regardless of whether the person resigned or was 
terminated before the conclusion of the investigation. 

A. 

B. 

C. 

D. 

An employee who is alleged to have committed such misconduct shall be 
reassigned to a position not requiring direct contact with students pending the 
outcome of the investigation. 

Information related to the alleged misco due\ s all be considered confidential 
until the investigation is concluded w·rn a finding to proceed or not to proceed 
with disciplinary action or charges and the subjeci, o the complaint has been 
notified of the finding. 

The Superintendent shall report alleged misconduct to the Department of 
Education as required by Florida StattJtes. The Superintendent shall report 
alleged misconduct ~f e ucational support employees, instructional personnel or 
school administrator who engage in oonduct that would be considered 
disqualifying pursuant to Section 1012.315, Florida Statutes or any allegation of 
sexual misconduct with a student. Failure to report such conduct to the 
Department or Law Enforcement forfeits the Superintendent' s salary for up to one 
year. 

istrict ~llall notify the parents of a student affected by an educator's 
violation of ttn district's Standard of Ethical Conduct. This notice must be 
provided to the parent withiQ thirty (30) days of knowledge of the incident and 
inform t e parent of: 

1. The nature of the misconduct, 

2. If the District reported the misconduct to the department in accordance 
with Section 1012. 796, Florida Statutes, 

3. Tlie -sanctions imposed against the employee, if any, and 

4. The support the school district will make available to the student m 
response to the employee's misconduct. 

III . Legally Sufficient Complaint 
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The Superintendent shall file any legally sufficient complaint with the Department of 
Education within thirty (30) days after the date the District became aware of the subject 
matter of the complaint. A complaint is considered to be legally sufficient if it contains 
ultimate facts that show that an instructional or administrative employee has committed a 
violation as provided in 1012.795, F.S., and defined by State Board of Education rule. 

IV. Resignation or Retirement in Lieu of Termination 

If the Superintendent determines that misconduct by an educational support employee, 
instructional staff member or an administrat01 who h0Jds a certificate issued by the 
Florida Department of Education affects the health, safety, or welfare of a student and the 
misconduct warrants termination, the stp.ff member may resig11 or be terminated and the 
Superintendent shall report the misconouct to the Department of Education as required. 

V. Employment Reference 

The Board, Superintendent, or any other representative of the School District shall not 
enter into a confidentiality agreement regarding terminated or dismissed educational 
support employees, instructional personnel or school administrators, based in whole or in 
part on misconduct that affects the health, safety, or welfare of a student. The Board, 
Superintendent, or any other representative of the School District shall not enter into a 
confidentiality agreement with educational support employees, instructional personnel or 
school administrators who resign in lieu of termination, based in whole or in part on 
misconduct, that affects the health, safety, or welfare of a student. The Board, 
Superintendent, or any other representative of the School District may not provide an 
employment reference or discuss the performance of an employee with a prospective 
employer in an educational setting without disclosing the person' s misconduct that 
affected the health, safety or welfare of a student. Any part of an agreement or contract 
that has the purpose or effect of concealing misconduct by educational support, 
instructional personnel or school administrators which affects the health, safety, or 
welfare of a student is void and contrary to public policy, and may not be enforced. 

VI. Notification 

The policies and procedures for reporting alleged misconduct by employees that affects 
the health, safety or welfare of a student shall be posted in a prominent place at each 
school and on each school's website. The notice shall include the name of the person to 
whom the report is made and the consequences for misconduct. 

VII. Protection from Liability 
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A. Any individual who reports in good faith any act of child abuse, abandonment or 
neglect to the Department of Children and Family Services or any law 
enforcement agency shall be immune from any civil or criminal liability that 
might result from such action. 

B. An employer who discloses information about a current or former employee to a 
prospective employer, at the employee's request or at the prospective employer's 
request, shall be immune from civil liability for such disclosure as provided by 
Florida Statute. 

VIII. False or Incorrect Report 

The Superintendent, a Board member or any District official shall not sign and/or 
transmit any report regarding employee misconduct to a state official that he/she knows 
to be false or incorrect. An individual who kri wingly makes a false or incorrect report 
shall be subject to disciplinazy action as prescribed by Florida Statute. 

STATUTORY AUTHORITY: 

LA W(S) IMPLEMENTED: 

1001.41, 1001.42, F.S. 

39.203., llv.313, lt:).071, 768.095, 1001.42, 1006.061, 
1012.01, 1012.22, 1012.27, 1012.795, 1012.796, F.S. 

STATE BOARD OF EDUCATlON RULE(S): 6A-10.081 

HISTORY: 
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CHAPTER 7 - BUSINESS SERVICES 

CORPORATE CARD PROCRA1\4 
CORPORATE CREDIT CARD PROGRAM 

7.361+ 

The Gadsden County School Board through a Corporate Card Program authorizes select 
employees to purchase goods or services related to business. travel 'tvithin given guidelines vmile 
conducting business on behalf of the Board. This policy and related procedures apply to all 
employees participating in the corporate card program. 

I. 

II. 

Any eligible Board employee may receive a corporate card if the employee is expected to 
incur school board business related expenses. 

Use of the corporate card vfill, be routinely monitored. Any v1illful misuse of the 
corporate card or violation of program policies and procedures may result in the 
cancellation of the card and charge privileges as well as disciplinary action up to and 
including termination of employment. 

The School Board recognizes the value of a corporate credit as an efficient method of payment 
and record keeping for certain expenses. 

The Board" therefore, authorizes the use of Distriot corporate credit cards. The authorization, 
handling~ and use of corporate cards has been established to provide a convenient and efficient 
means to purchase goods and services from vendors and for business travel on behalf of the 
district. Corporate cards, however, shall not be used in order to circumvent the general 
purchasing procedures established by State law and Board policy. The Board affirms that 
corporate credit cards shall only be used in connection with Board-approved or district-related 
activities and that only those types of expenses that are for the benefit of the District and serve a 
valid and proper public purpose shall be paid for by credit card. Under no circumstances shall 
corporate credit cards be used for personal purchases or the purchase of alcoholic beverages 
regardless of whether the purchase of such beverages is made in connection with a meal. 

The Superintendent shall specify those authorized to use corporate credit cards, the types of 
expenses that can be paid by corporate credit cards, and the proper supervision of the use of 
corporate credit cards. Inappropriate or illegal use of the corporate credit card and/or failure to 
strictly comply with the limitations and requirements set forth in administrative procedures may 
result in a loss of corporate credit card privileges, disciplinary action, up to and including 
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termination, personal responsibility for any and all inappropriate charges, including finance 
charges and interest assessed in connection with the purchase, and/or possible referral to law 
enforcement authorities for prosecution. 

STATUTORY AUTHORITY 

LAWS IMPLEMENTED 

HISTORY 
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