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Reynolds School District #7 

2015 Bond Projects 
 

REQUEST FOR PROPOSALS 
PUBLIC RELATIONS/COMMUNICATIONS SERVICES  

 

January 5, 2015 
 

A. Introduction  

 

Reynolds School District invites written sealed Proposals for Public Relations/Communications 
services from interested firms.  This request for services is to support ongoing work for the 
2015 Capital Projects GO Bond that was recently passed on May 19, 2015 by Reynolds School 
District constituents. 
 
Reynolds School District serves 11,722 students in 18 schools. 
 
After a two-year facilities study, the facilities master plan was adopted in October 2014. A 
community task force then prioritized the projects. The bond measure would pay for $125 
million of the projects. The tax rate is estimated to be the same as the 2014 tax rate. 
 
The District plans to replace three of its oldest schools on their current properties. Fairview and 
Troutdale elementary schools are 88 years old and Wilkes is 101 years old. According to the 
facilities study, the high school is over student Capacity by 750 students. Proceeds from the 
bond would add classroom space, renovate science labs, and make technology and security 
improvements at all schools. 
 
Specifically, this bond measure allows the District to pay for capital construction and 
improvements to schools: 
 
• Constructing, furnishing and equipping new elementary school buildings on their present sites 

of Fairview, Troutdale and Wilkes, including demolition and related site improvements. 
• Construction, renovation, furnishing and equipping Reynolds High School including but not 

limited to new classrooms, modernization of science classrooms and labs, student common 
areas and related site improvements. 

• Improvements to all schools through renovation, construction and equipment to create safe 
and secure vestibule entry ways and related site improvements. 
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The District has established a citizen oversight committee to ensure bond proceeds are used 
only for purposes indicated. 
 
 
B. Scope of Work  

 

REQUEST FOR PROPOSAL OF PUBLIC RELATIONS/COMMUNICATIONS 

SERVICES FOR THE REYNOLDS SCHOOL DISTRICT 

 

1. INTENT 

 
The Reynolds School District invites qualified individuals/firms to submit a proposal to 
assist the  District with public relations and communications activities for the School 
District. 

 
The Board reserves the right to select one individual/ firm. The best interest of the 
Reynolds Schools shall be the determining factor. 

 
The board anticipates entering into an agreement with the selected individual/firm 
starting   February 2016, or upon mutual agreement of the District and 
firm(s)/individual(s).  
 
The expected contract term of engagement will run through December 2018. 
 
The contract is not expected to exceed $250,000. 

 
2. QUALIFICATION REQUIREMENTS 

 
Applicants who respond to this Request for Proposal ("RFP") must meet the following 
minimum requirements: 

 
 Credentials should include communications, journalism degree, or something 

equivalent such as significant experience working with public relations and/or 
communications firm. 

 Available for evening events and some weekends. 
 Must have no substantive conflict of interest in representing the school district. 
 Commitment to the Reynolds School District demonstrated by current or 

previous involvement with public schools. 
 Must be technologically literate (familiarity with digital photography and web site 

design) and able to work with district technicians. 
 
3. SCOPE OF SERVICES 

 
The school district is interested in improving the district's communication and outreach 
to the community, parents, staff, and other key stakeholders regarding Bond projects. 
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The successful Applicant will provide services including, but not limited to: 
 

Assisting the district with training, templates and oversights in executing the following 
items: 

 
 Community Newsletter monthly. 

 Press Releases, regular articles for the local papers and web sites including 

photographs of school district activities. 

 Website development and timely uploading of announcements, articles/photos of 

District events. 

 Training for stakeholder groups in verbal and written communication norms 

within the organization. 

 Assistance with administrative and teacher efforts to communicate with parents 

 Board support to enhance communication regarding Bond related topics. 

 Special projects as determined by the Superintendent and/or designee. 

 Other public relations/communications functions as determined by the Superintendent 

and/or its designee. 

 Services and tasks as outlined in Attachment A “Reynolds School District 2015 Bond 

Package Communication Plan” 

 

The selected individual/firm must deliver and meet the highest standards prevalent in the 

industry or business most closely involved in providing the Goods or Services that the 

Contracting agency is purchasing.  
 
 
C. RFP Dates and Deadlines 

 

Due to the need for immediate assistance from selected/contracted consultant and in the 

best interest of the Reynolds School District the District has established the following dates 

and deadlines for this RFP. The District believes this shorter procurement schedule (OAR 
137-047-0300.3.c) is in the public interest, and that it will not substantially affect 

competition.  

  

RFP issue date 

Bid Advertisement 

January 6, 2016 

January 6, 2016 

   

Deadline for proposer questions January 13, 2016    

RFP Addenda issuance January 14, 2016    

Proposals due at 2:00 PM 

Interviews if necessary 

January 21, 2016 

January 26, 2016 

   

Top ranked proposer identified January 26, 2015    

Notice of Intent to Award January 27, 2015    

Post Selection Review Ends February 3, 2016    

Board Approval of Contract February 10, 2016    
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Beginning of services     

The proposals will be opened on January 21, 2016 at 2:01 P.M. at the Reynolds School   

District Office, 1204 NE 201st Ave, Fairview, OR  97024 

 

 

 

 
D. RFP Terms  

 

 1. The Reynolds School District is issuing this RFP for the purpose of obtaining Proposals 

for the procurement of public relations/communication services. The Reynolds School 

District expects to enter into a contract with one public relations/communication 
services firm, using the form of professional services contract, scope of services and 

tasks as identified in Attachment A. However, the Reynolds School District does not 

guarantee that it will award any contract pursuant to this RFP. 

 
 2. There is no pre-proposal meeting scheduled for this RFP. 

 

3. If it is determined to be in the best interest of the District, a presentation will be          

  scheduled at a time convenient for both parties. If a Proposer is unable to              
  participate in an interview, the District reserves the right to remove that   Proposer  

  from consideration. 

    

4. At the Reynolds School District’s discretion, any representation made by a proposer in  
         response to this RFP, whether verbal or written, will be incorporated into any contract  

         between the Reynolds School District and the proposer. 

 

5. This RFP provides instructions for the preparation of a proposal that will address all  

         RFP requirements. This RFP is not an offer to contract. Only the execution of a                 
         written contract will obligate The Reynolds School District, in accordance with the 

    terms contained in the contract. 

  

6. Proposals that do not meet RFP requirements will be classified as “nonresponsive.”                                                              
     The Reynolds School District will disqualify all nonresponsive Proposals from further   

     evaluation. Responsive Proposals will be evaluated on the basis of the criteria listed in 

     Section F of this RFP.                                       

 
7. The Reynolds School District will not pay any costs a proposer incurs in preparing and  

         submitting its proposal or in negotiating and signing a contract, all of which will be  

         the sole responsibility of the proposer. Any due diligence conducted by a proposer is  

         at the proposer’s expense. All Proposals become the property of the  

         Reynolds School District upon delivery to the Reynolds School District. 
 

8. The Reynolds School District reserves the right to amend this RFP in any manner prior 

to award of a contract.  

 
9. The Reynolds School District reserves the right to postpone or cancel the RFP without 

liability to the Reynolds School District any time prior to executing contract if the 

Reynolds School District determines, in its sole discretion, it’s in District’s best 

interest to do so. 
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10. The Reynolds School District reserves the right to share the RFP and any Proposals     

the Reynolds School District receives with any third party of their choosing, in order    
to secure expert opinion. 

 

11. The Reynolds School District reserves the right to award multiple contracts for work   

      scope outlined in this RFP.                               
 

    12. The Reynolds School District reserves the right to reject any and all Proposals. 

 

    13. Protests to this RFP or subsequent award(s) shall comply with OAR  
         137-047-0730 and OAR 137-048-0240.  
 

 
 

E. Proposal Requirements 
 

Each proposer’s submission in response to this RFP must:  

     1.  Include one original (marked as such), three (3) copies, and one (1) PDF copy on a  

          USB flash drive; 

     2.  Include the completed and executed Proposal Certifications (Attachment C of this 

          RFP) as the first page of the original submission and each copy;  

3.  Be submitted in a sealed envelope that is plainly marked “Proposal to Provide Public 

Relations/Communications Services – Reynolds School District 2015 Capital Bond 

Projects” and bears the proposer’s name, address, telephone number, and email   

address; and  

     4.  Be delivered to the following addressee not later than 2:00 PM, January 21, 2016  

 
Reynolds School District 
RE: RFP – Public Relations/Communications 
1204 NE 201st Avenue 
Fairview, OR 97024     

 5.  Additional solicitation information: 

 

 a. Questions 

     Questions pertaining to this RFP shall be presented in writing via email to:  

 

   Bob Collins, Sr. Project Manager 

DAY CPM SERVICES (Owner Representative) 

12745 SW Beaverdam Rd. Ste. #120 

Beaverton, OR 97005  

Email: rcollins@daycpm.com   

     Questions must be received in electronic format not later than 2:00 PM, on the  

     date of the “Deadline for Proposer Questions” in Section C above. Questions will 

     be compiled and collectively addressed in writing prior to the deadline RFP  

mailto:rcollins@daycpm.com
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     Addenda stated in Section C above. 

   

b. Changes to RFP  

           The Reynolds School District reserves the right to make changes to the RFP. 

               Changes will be made only by written addendum which will be available to all 

               prospective proposers via the District’s website link below: 

               http://www.reynolds.k12.or.us/rfps 

          Prospective proposers may request or suggest any change to the RFP by  

            submitting a written request. The request shall specify the provision of the RFP  

              in question and contain an explanation for the requested change. The request  

              must be submitted per the timeline above in Section C of this RFP. 

         The evaluation team will evaluate all requests submitted but will not be   

             obligated to accept the requested change.   

          c. Amend or Withdraw Proposal  

         A proposer may amend or withdraw its proposal any time prior to the time and  

             date established for submission of Proposals.  

  

d. Public Disclosure of Proposals  

           Any information provided to the Reynolds School District pursuant to this  

               RFP is subject to public disclosure pursuant to Oregon’s public records  

               laws (ORS 192.410 to 192.505).  

          The general requirement for public disclosure is subject to a number of  

               exemptions. Each page containing information deemed by the proposer as  

               necessary to remain exempt from public disclosure after Proposals  

               have been evaluated (e.g., pages containing trade secret, economic development  

               information, etc.) and should be plainly marked. Marked pages should be placed  

               in a group separate from the remainder of the proposal.  

          The fact that a proposer marks and segregates certain information as exempt  

               from disclosure does not mean that the information is necessarily exempt. The  

               Reynolds School District will make an independent determination regarding  

               exemptions applicable to information that has been properly marked and  

               segregated. Information that has not been properly marked and segregated may  

               be disclosed in response to a public records request. When exempt information is  

               mixed with nonexempt information, the non-exempt information must be  

               disclosed. The Reynolds School District will redact pages that include both exempt  

               and nonexempt information to allow disclosure of the nonexempt information.  

Unless expressly provided otherwise in this RFP or in a separate communication,  

the Reynolds School District does not agree to withhold from public disclosure 

any information submitted in confidence by a proposer unless the information is  
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otherwise exempt under Oregon law. The Reynolds School District considers  

Proposals submitted in response to this RFP to be submitted in confidence  

only until The Reynolds School District’s evaluation is complete and the School 

Board has acted on the Notice of Intent to Award, and agrees not to disclose 

Proposals until the Reynolds School District has completed its evaluation of all 

Proposals, publicly announced the notice of intent to award and the Reynolds 

School District has issued a Notice of Intent to Award.  

 

 
    6.   Proposals must include the following information: 

 

a. The proposer’s complete name, mailing address, physical address, email address, 

voice telephone, and fax numbers (see Section 7 below);  
 

b. A description of the ownership structure of the proposer, giving specific details 

with regard to any parent or affiliates; 

 
c. The names, titles, and qualifications of the specific individuals (key persons) 

proposer intends to assign to the work, together with the roles each will play, 

their current workloads, their qualifications to do the work, and the amount of 

experience this team has working together; 
 

d.  A list of sub-consultants proposed to be used on the Project as per Section 11 

below;  

 

e A thorough description of the proposer’s experience on similar capital programs.  
 

f. A description of at least three (3) projects, similar to the work to be performed 

under this Request for Proposals, within the past ten (10) years by the key 

persons. Description to include a brief project summary, owner information 
including contact information and start date / finish date. 

 

g. Demonstration of your understanding and approach to these capital projects  and 

proposer’s special/unique benefit your firm brings to this project. 
 

h. A statement that the proposer has not discriminated and will not discriminate 

against any minority, women or emerging small business enterprise or against a 

business enterprise that is owned or controlled by or that employs a disabled 

veteran in obtaining a required subcontract. 
 

 

 

    7. If submitting a proposal with another firm, the proposal must provide the information 
requested regarding the experience of each firm and also provide the experience of 

both firms in working in association with other architectural and/or engineering 

firms. The proposer must explain if either firm will act as a sub-consultant or 

whether both firms will operate as a joint venture or partnership. If the proposers 
will conduct business as a joint venture or partnership the proposal must provide the 

information requested regarding the experience of the partnership or joint venture in 

addition to that of each member firm. Each partner or joint venture must sign the 

submittal and the contract if selected for award.  
 

    8.   Proposals must address all of the requirements of this RFP. 
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    9.   Proposers may add content in areas where the proposer feels it can offer value to     

          The Reynolds School District in an area that is not specifically requested.  
 

10.  A proposer may submit or be a member of a joint venture / partnership in more than 

one proposal. However, if a subsequently submitted proposal is intended to replace 

an earlier proposal, the proposer must clearly indicate this intention when submitting 
the subsequent proposal. In the absence of such an indication, the Reynolds School 

District may elect to accept any single proposal submitted by a proposer, or reject all 

Proposals submitted by the proposer. 

 
11. Due to the nature of the Project the Reynolds School District will be involved in the 

final selection of all sub-consultants and has ultimate discretion on whether the sub-

consultant may be a part of the proposer’s team for the Project. 

The proposer must identify the sub-consultant by specialty, and provide the following 
      information:  

o Firm name, address, phone number, website, contact person information 

including email address. 

o A list of the firm’s personnel that will be available to perform the required 

services for the Project. 
o A list of the firm’s relevant project experience. 

   

12. Each proposal must be signed by the proposer (if the proposer is an individual), by 

an authorized representative of the proposer (if the proposer is a business entity), or 
by a representative of each partner or joint venture member, if the proposer is a 

partnership or joint venture, and must include a copy of a signed original of 

Attachment C, in which the proposer certifies that it meets all minimum 

requirements of Section B of this RFP, the proposer has not colluded with any other 
proposer in the preparation of its proposal, and the proposer agrees to be bound by 

the terms and pricing of its proposal, including all attachments.  

 

 

 
 

F. Selection Criteria  

 

1. The Reynolds School District will evaluate proposals based on the following criteria:  
a. Evaluation of technical proposal - Scored; 

b. Interviews (if necessary) - Scored. 

  

 2. Proposal elements that are subject to scoring will be awarded points as follows: 
a. Evaluation of Technical Proposal (Scored): The evaluation committee will 

score all proposals as follows based on 100 points total.  

 

(i). Skills and experience, (30 pts).  
 

(ii). Similar projects completed by your firm, (20 pts).  

 

(iii). Firm’s approach and understanding of the Project (40 pts).  

 
(iv). Estimated Fees for Public Relations/Communications Services, Attachment 

B to this RFP (10 pts.) 
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b.   Interviews (Scored 50 points):  The evaluation committee will conduct 

interviews, if necessary, to reach consensus on the top proposer. 

 
c. The evaluation committee will add together the points that each committee 

member assigns and divide the total points by the total number of evaluation 

committee members to compute average score for the evaluation questions.  

 
d. The evaluation committee will add together the points that each committee 

member assigns and divide the total points by the total number of evaluation 

committee members to compute average score for the evaluation questions.  

 
 3. The evaluation committee may request additional clarification from a proposer on any 

    portion of a proposal. Proposer may not submit new information or  

    documentation, however, and a proposer may not use a clarification to rehabilitate a  

    non-responsive proposal. Proposer’s point of contact must be available during the  
    evaluation period to respond to requests for additional clarification. Proposers shall  

    submit written signed clarification(s) within 24 hours, Monday through Friday, after 

    receiving the Reynolds School District’s request. A proposer’s failure to provide 

    clarification may result in a lower score for the proposal.  

 
4. The Reynolds School District reserves the right to request references in addition to 

those provided by the proposer, to investigate any references or representatives of 

projects that the proposer worked on whether or not furnished by the proposer, and 

to investigate the past performance of any proposer. The Reynolds School District’s 
investigation of proposer Proposals may include inquiry into the proposer’s 

performance of similar services, compliance with specifications and contractual 

obligations, completion or delivery of services on schedule, proposer’s lawful payment 

of suppliers, subcontractors, and workers, and other relevant matters.  
 

 

 

5. The Reynolds School District may postpone the award or execution of the contract 

after the announcement of the apparent successful proposer in order to complete the 
Reynolds School District investigation. 

 

 

G. Minority, Women and Emerging Small Business (“MWESB”) Participation  
 

     1. As noted in Oregon Governor’s Executive Order 12-03: “Minority-owned   

     and women-owned businesses continue to be a dynamic and fast-growing sector of  

     the Oregon economy. Oregon is committed to creating an environment that supports   
     the ingenuity and industriousness of Oregon’s Minority Business Enterprise [MBE]  

     and Women Business Enterprise [WBE]. Emerging Small Business [ESB] firms are  

     also an important sector of the state’s economy.” 
 

2. If there may be opportunities for subcontractors to work on the Project, the Reynolds    

School District expects the proposer to take reasonable steps to ensure that MWESB 

certified firms are provided an equal opportunity to compete for and participate in the   
performance of any contracts or subcontracts resulting from this procurement.  

 
 
H. Additional Information 

 

SECURITY VERIFICATION “SECURITY AND BACKGROUND CHECK REQUIREMENTS”  
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Our sites will be considered an open site for the purposes of this project. This means that a 
fingerprint based criminal history verification will be conducted on all personnel employed by 
the consultant and sub-consultants on the project. This means that unsupervised contact 
between project personnel and students may occur. “Unsupervised contact” with students 
means contact that provides the person opportunity and probability for personal 
communication or touch with students when not under direct District supervision. As required 
by ORS 326.603, Consultant shall ensure that Consultant, any sub consultants, and their 
officers, employees, and agents will have no direct, unsupervised contact with students while 
on District property. Consultant shall work with District to ensure compliance with this 
requirement. Consultant authorizes District to obtain information about Consultant and its 
history and to conduct a criminal background check, including analysis of fingerprints of any 
Consultant’s or sub-consultant’s officers, employees, or agents. 
Consultant shall cause its employees and/or sub-consultants, if any, to authorize District to 
conduct these background checks. Consultant shall pay $59.00 for processing the background 
check in addition to required fingerprinting and notary services.. Consultant and sub-
consultants must supply fingerprint cards for each employee proposed to work on the project 
to the District when applying for the security check. District may deduct the cost of such fees 
from a progress or final payment to Consultant under this Contract, unless Consultant elects to 
pay such fees directly at the time of application for the security check. All consultants and their 
employees whether full time or part time working at District sites must undergo a criminal 
history verification for disqualifying convictions per ORS 342.143 As mentioned criminal history 
verification checks will be conducted at the consultant’s expense, by RSD. Prior to entry of a 
consultant’s employees onto a jobsite, the Consultant shall provide a list of its employees who 
have successfully undergone the criminal history verification check. Upon Contract execution, 
the Consultant will supply a list of projected Consultant personnel as well as Sub Consultant 
personnel. These people will be expected to attend a meeting as a group to complete 
paperwork and undergo mobile fingerprinting services. They will then receive a temporary 
badge until final approval and issuance of final badge. 
 
 
 

 

 
 
I. RFP Attachments 
 

1. Attachment A – “Reynolds School District 2015 Bond Package Communication Plan” 
 
2. Attachment B - “Offer Form – Public Relations/Communication Consultant” 

 
3. Attachment C – “Proposer Certifications” 
 
3. Attachment D to this RFP is the Professional Services Agreement (PSA) that will be 
used for any contract issued pursuant to this RFP. The PSA includes the statement of 
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work, insurance coverage requirements, and other exhibits associated with the 
Attachment.   

 
Objections to Proposed Contract:  The form of Contract that the successful Contractor 
will be expected to execute if awarded the contract is included.  The Proposer should 
include in the proposal any objections to the form or terms of the Contract.  Any 
objections shall be considered after a determination of the apparent highest ranked 
responsive, responsible bidder is made, and the terms shall be subject to negotiation.  
The Project Manager, in consultation with the District’s Counsel, shall determine if any 
proposed modifications to the form of Contract are acceptable to the District and that 
they do not present material risk to the District or increase the District’s costs.  If the 
final negotiated terms are not acceptable to the apparent highest ranked responsive, 
responsible bidder, that bidder shall be declared not to be responsive, and the next 
apparent highest ranked responsive, responsible bidder’s proposal and objections to 
form of Contract, if any, shall be considered, and so forth in order, until a responsive, 
responsible bidder agreeable to execution of a form of Contract acceptable to the 
District and to the bidder is ascertained. 
 
The Reynolds School District reserves the right to negotiate a final Contract that is in the 
best interest of the Reynolds School District. 

 
 
 

“A complete proposal will include the following materials: 
 

 A narrative proposal responding to all requirements listed in Section E.6-12 
 

 A copy of a signed and dated Attachment B, filled in and submitted by proposer with the 
proposal; 
 

 A copy of a signed and dated Attachment C, filled in and submitted by proposer with the 
proposal. 

 
 

(End of RFP – Attachments follow.)  
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2015 Bond Package 
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1. INTRODUCTION 

1.1 Purpose 

The purpose of the 2015 Reynolds Bond Communication Plan is to plan, track 
and monitor communications program throughout the bond cycle.  

This plan covers scheduled written and oral communications, responses to 
unsolicited requests for information, the frequency of the scheduled 
communications, and the responsible person(s) for providing the information. The 
Communication Plan is an integral part of the overall Project Management Plan 
and will be used to provide guidance to the 2015 Reynolds Bond Program.   

1.2 Scope 

The 2015 Reynolds Bond Program is expected to last about five years with the 
majority of program being completed in the first four years.  The communications 
plan will include internal, external and special populations to assure stakeholder 
understanding and ongoing support of the bond program. 

1.3 Document Maintenance 

This document will be reviewed and updated as needed, as the project proceeds 
through each phase of the system development life cycle.  

2 PARTICIPANTS ROLES AND RESPONSIBILITIES  

This section describes the roles and responsibilities of the key participants in the 
communication program. These include: communications department, executive 
staff, School Board, Citizens Oversight Committee and Budget Committee 
members, Building Administrators, Key Communicators/Partners, Project 
Management Staff and contracted service providers. 

2.1 Project Director 

Communications Director 

2.2 Oversight 

Superintendent 

2.3 Stakeholders Identification 

 

Name/Group Program Contact Role Comments 

 Neighbors 
(external) 

Timely 
information, 
outreach, 
opportunities to 
participate in 
feedback 

 Personal Contact, 
Mail, Face-to-Face 
Meetings , website,  
web cams,  

Directly 
Impacted 

List via Title 
Company 

Building Leader 
(onsite/Internal) 

Extensive 
involvement 

In person, email, 
web content, 

Directly 
Impacted, 

Some are new to 
roles/community 
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newsletter content, 
outreach to 
community 

liaison to 
parents, 
staff 
neighbors, 
active in 
design 
process 

RTT and Staff 
(internal) 

Informational Meetings, 
newsletters, 
content 

Share 
Content 

 

Voters (external) Funder/Decider Mail, events, social 
media, website, 
webcams 

Receive 
timely 
updates 

 

Parents 
(internal) 

Outreach, 
information, 
opportunities to 
participate 

Newsletters, signs, 
meetings 

Directly 
Impacted, 
Point of 
Pride 

 

 Business 
Leaders 
(external) 

Informational Meetings, content 
in trade 
publications, 
presentations, mail 

Opportunitie
s to 
participate, 
Share 
content 

 

Community 
(external) 

Informational, 
Celebration 

Building 
retirements/ 
Building Openings 

Information, 
community 
pride  

 

Funders Informational Mail, events, 
outreach 

Appreciation 
and 
Information 

 

Media Information 
Distribution 

Phone, press 
release, email 

Share Opportunity to 
expand into new 
beats, 
business/developme
nt in addition to 
community/education 

 

3 COMMUNICATION PROCESS 

3.1 Informal 

Informal communications consist of e-mail, conversations, or phone calls and serve to 

supplement and enhance formal communications. Due to the varied types and ad-hoc 

nature of informal communications, they are not discussed in this plan. 

3.2 Formal 

The 2015 Reynolds Bond Program will engage in various types of formal 

communication. The general types and their purpose are described below.  
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3.2.1 Oversight Committee Meetings 

1. Citizen Oversight Committee meets regularly and reports to the School Board 

Quarterly; 

2. Minutes are taken and published online. 

3. Periodic reports will be produced and distributed as needed. 

3.2.2 Status Reports 

A variety of status reports will be produced during the project. The status reports 
will be produced on regular intervals to provide stakeholders project information 
on the status and progress of the 2015 Reynolds Bonds Program. At a minimum 
the reports will contain: 

 Project status on major activities 

 Project schedule 

 Budget and cost tracking 

 Status of action items, if applicable. 

 Future or planned activities 

The intent of the status reports is to inform stakeholders of the project’s progress 
and keep them actively involved in the project. The information provided will 
contain enough detail to allow stakeholders to make informed decisions and 
maintain oversight of the project. 

3.3 External Communication 

In addition to the ongoing communications program of the district, the 2015 
Reynolds Bond Program will produce information, signage, web content, web 
cams on the construction sites, events and reports to the external stakeholders. 
The look and feel of these publications will be designed to match the 
informational materials produced in the Facility Master Plan and Bond 
Informational Campaign. 

3.3.1 News and Print Media 

Project staff is not allowed to communicate with the media unless prior approval 
or direction has been granted from the Reynolds School District Superintendent 
or designee.  

3.3.2 Public Inquiries and Public Records Requests 

A public records request should be made in writing, and in accordance with 
Reynolds School District Policy and Administrative Rules (KBA/KBA-AR). 

4 TACTICS AND STRATEGIES 

4.1 Communication Distribution 

Various methods will be used to distribute project information and communicate 
with project stakeholders. Whenever possible, to expedite the dissemination of 
information, documents will be distributed via email.  

http://policy.osba.org/reynolds/KL/index.asp
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4.2 Communication Tracking and Storage 

Print publications shall be retained by the Communications Department. Samples 
or digital copies of signs, photographs of events, screen shots of web pages, and 
video shall be kept as part of the ongoing documentation of the 2015 Reynolds 
Bond Program. Archived information from the Citizens Oversight Committee will 
be retained by the Board Secretary. 

4.3 Communication Changes (to be included as needed through the 
project life cycle) 

5 GENERAL INFORMATION 

5.1 Acronyms 

 

Acronym Description 

CFO Chief Financial Officer 

COC Citizens Oversight Committee 

COO Chief Operations Officer 

CPM Construction Project Management 

DBB Design-Bid-Build 

FF Findings of Fact 

CM/GC Construction Manager/General Contractor 

IT Information Technology 

RTT Reynolds Transformation Team 

 

 

 



 

         B-1 
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Appendix A: COMMUNICATION SCHEDULE 

 

The following chart describes the planned communications for the 2015 Reynolds Bond Program. Add additional meetings as 
appropriate and modify the frequency to meet the needs of the project. Other impromptu meetings occur as needed to resolve 
issues or problems that arise within the department and with external stakeholders.  

Definitions:  

 Weekly – One occurrence each week 
 Bi-Weekly – One occurrence every other week 
 Monthly – One occurrence each month 
 Bi-Monthly – One occurrence every other month 
 Quarterly – One occurrence every three months 
 Semi-Annually – One occurrence every six months 
 Annually – One occurrence each year  
 

Type of 
Information 

Prepared By/ 
Chaired By 

Distribution List/ 
Participants 

Purpose of Communication Frequency Transmittal Method 

Citizens Oversight 
Committee (COC) 

COC Community To articulate progress and 
outcomes of oversight monitoring. 

At least two times 
per year and as 
needed for 
milestones/ 
progress 

Mail 

Website 

Social Media 

Citizens Oversight 
Committee (COC) 

COC School Board To articulate progress and 
outcomes of oversight monitoring. 

Quarterly Board meetings 

Site Identification Communications On Site at RHS, 
Fairview, Wilkes 
and Troutdale sites 

Notice of project site/Appreciation 
for bond approval  INCLUDE 
website for updates 

As Needed Vinyl Banners/Signage 

Project Plan (By 
Major Project) 

Project Manager Project Team, Site 
Administrator 

To articulate project background, 
scope, roles/responsibilities, risk, 
deliverables, schedule, staffing, 
communication, and close-out. 

At project start-up Email 

 

Project Schedule (By 
Major Project) 

Project Manager Project Team,  Site 
Administrator 

Document and monitor key tasks, 
milestones and assigned resources 

As Needed Email 
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Type of 
Information 

Prepared By/ 
Chaired By 

Distribution List/ 
Participants 

Purpose of Communication Frequency Transmittal Method 

Design Process 
Schedule 

Project Manager Project Team,Site 
Administrator, 
Communications 
Lead 

The kick-off meeting is used to 
clarify goals and objectives, 
individual roles and responsibilities, 
interdependencies 

Once at project 
start-up 

Meeting 

Design Process 
Public Engagement 

Architect Firm Design Committee, 
Immediate 
Neighbors, Staff, 
Project Managers, 
Owners Rep and 
Architects 

Two-way communication loops 
established 

Gather input 

Choose preferred options 

2-3 meetings 
before project 
begins 

Email, mail, staff emails 

Parent email 

Use sign in/sign up to 
gather contact 
information for two way 
loops 

Neighbor Relations Project Manager 
(contracted 
service) 

Neighbors Two-way communication loops to 
alert to conditions/info re: 
construction process (paving, 
smells, noises, traffic, dust, parking, 
etc.) 

Ongoing as 
needed 
throughout 
project: Design to 
completion cycle 

 

Meetings x 2-3 (see 
Design process Public 
Engagement item above) 

Email servers, 

Website/webcams 

 

Weekly Status 
Meeting 

Project Manager Project Team, Site 
Administrator 

Discuss status, issues and 
concerns related to the Project 

Weekly Oral presentation, 
discussions 

PMO Status 
Meetings 

Project Manager Project Manager, 
Site Administrator 

Report project status, including 
significant accomplishments, 
issues, and costs. 

Distributed prior 
to the scheduled 
meeting 

Email, Meeting 

Citizens for Safe 
Reynolds School and 
District Websites 

Status Reporting Project Manager Project Team, 
Citizens Oversight 

Report project progress, 
milestones, status, risks and issues, 
etc.  

Weekly Email 

Citizens for Safe 
Reynolds School and 
District Websites 

Project Overview  Project Manager  Neighbors, 
Parents, Patrons 

Report project progress, 
milestones, status, risks and issues, 
etc. 

1-2 times per 
year to 1 time per 
month depending 
on project 
scope/need to 
provide updates 

Mail postcard, email, web 
content, social media 

Citizens for Safe 
Reynolds School and 
District Websites 
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Type of 
Information 

Prepared By/ 
Chaired By 

Distribution List/ 
Participants 

Purpose of Communication Frequency Transmittal Method 

Project Completion Project Manager Neighbors, staff, 
parents, patrons 

Update on status complete, retire 
old space, celebrate open new 
space 

Once per project 
per milestone 
(complete, retire, 
open) 

Mail, email, web, news 
releases, social media, 
web content 

Citizens for Safe 
Reynolds School and 
District Websites 

Program Status Communications 
Staff 

Patrons, Business 
Partners, Media,  

Appreciate support, maintain 
relationships, inform 

At least two times 
per year and as 
needed for 
milestones/  

progress 

Email, print publication, 
presentation, press 
releases 

Citizens for Safe 
Reynolds School and 
District Websites 

Ground Breaking Communications 
Director 

City Council, 
Chamber 
Members, 
Volunteers, Parent 
Groups, Parents, 
Neighbors, 
Partners, Media 

Milestone Conduct one at 4 
major project 
sites:  

RHS (June 2015) 

Fairview (Spring 
2016-Fall 2016) 

Wilkes (TBD) 

Troutdale (TBD) 

Mail 

Social Media 

Email 

School Newsletter 

Neighborhood Canvass 

Newspaper 

Retire School 
Celebrations 

Communications 
Director 

Alumni, Students, 
Parents City 
Council, Chamber 
Members, 
Volunteers, Parent 
Groups, Neighbors, 
Partners, Media 

Milestone Conduct one at 
each 3 
replacement 
sites: 

Fairview: (May 
2018) 

Wilkes: May 
2018) 

Troutdale (May 
2018) 

Mail 

Social Media 

Email 

School Newsletter 

Neighborhood Canvass 

Newspaper/Media Outlets 
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Type of 
Information 

Prepared By/ 
Chaired By 

Distribution List/ 
Participants 

Purpose of Communication Frequency Transmittal Method 

Grand Openings Communications 
Director 

Alumni, Students, 
Parents City 
Council, Chamber 
Members, 
Volunteers, Parent 
Groups,  
Neighbors, 
Partners, Media, 
Vendors 

Milestone Conduct one at 
each 4 major 
project sites: 

Fairview: (Fall 
2018) 

Wilkes: Fall 
2018) 

Troutdale (Fall 
2018) 

RHS (TBD) 

Mail 

Social Media 

Email 

School Newsletter 

Neighborhood Canvass 

Newspaper/Media Outlets 

 



 

 

APPENDIX B 

 

Offer Form – Public Relations/Communication Consultant 

Name of Firm:   
 

Address:   
 

l. PROPOSAL PRICING 

The Undersigned hereby proposes to furnish to Reynolds School District all materials, services, and labor 

necessary to perform all work for the District in strict accordance with the terms, conditions, and 

requirements as specified in the Request for Proposal. 

Total Proposed Price $   

Amount in words     

(Undersigned agrees to honor this price for 90 days from date of signature below.) 

The undersigned certifies and agrees: 

 

The prices in this Offer have been arrived at independently, without, for the purpose of restricting competition, any 

consultation, communication, or agreement with any other Proposer relating to (l) those prices (2) the intention to 

submit an Offer, or (3) the methods or factors used to calculate the prices Offered. 

 

The prices in this Offer have not and will not knowingly be disclosed by the Proposer, directly or indirectly, to any 

other Proposer before the closing unless otherwise authorized by  law. 

 

That no attempt has been made or will be made by the Proposer to induce any concern to submit or not to submit an 

Offer for the purpose of restricting competition. 

 

If this offer is accepted, to furnish any or all services upon which prices are offered at the price entered on this schedule, 

delivered at the designated point, within the time specified. 

 

That the person signing this offer is fully authorized to sign on behalf of the provider listed and to fully bind the 

provider listed to all provisions and clauses thereof. 

 

That the Provider will not discriminate when obtaining any required subcontractors in accordance with ORS 

279A.110(4). 

 

Pursuant to ORS 279A.120, Provider (check one) is / is not a resident bidder. 
 

If not, indicate State of residency:    
 

Respectfully submitted this day of , 2O_   
 

Proposer Acknowledges all addenda (check one) Yes No # of Addenda   
 

Signature:      
 

Name (please type or print):   
 

Title:    
 

Phone: Fax: E-Mail:   
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Attachment C 

Proposer Certifications 
 

NOTE TO PROPOSER: Each proposal must include a copy of a signed original of this 
attachment that has been signed by an authorized representative of proposer. 

Proposals that do not include a scanned signed copy of this attachment will be 

rejected as nonresponsive. 

 
Proposer represents that each of the following statements is accurate at the time the 

proposer submits its proposal. Proposer warrants that each of the following statements will 

remain accurate for a period of 120 days following submission of proposer’s proposal and, if 

proposer’s proposal is accepted, each statement will remain accurate throughout the term of 

any contract between proposer and the Reynolds School District for architectural and 
engineering services. 

 

1. The key persons named in proposer’s proposal are qualified to perform the work 

described in this RFP and in the proposal, and proposer will assign these key persons to 
perform the work if the Reynolds School District awards a contract to proposer for these 

services. 

 

2. Proposer has not colluded or consulted with any other proposer or potential proposer 
in the preparation and submission of this proposal. 

 

3. Proposer agrees to be bound by the terms and pricing of its proposal, including all 

attachments to it.  
 

4. The person signing this certification is authorized by proposer to act on behalf of and 

to make the representations in this certification on behalf of the proposer. 

 

5. Proposer does not discriminate in its employment practices with regard to race, creed, 
age, religious affiliation, sex, disability, sexual orientation or national origin, nor has 

proposer or will proposer discriminate against a subcontractor in awarding a subcontract 

because the subcontractor is a minority, women or emerging small business enterprise 

certified under ORS 200.055. 
 

6. Proposer has read and understands all instructions, specifications, and terms and 

conditions contained in the RFP and any addenda to it, and the Reynolds School District is 

not liable for any claims or subject to any defenses asserted by proposer based upon, 
resulting from, or related to, proposer's failure to comprehend all requirements of the RFP. 

 

7. If the Reynolds School District awards a contract to proposer for architectural and 

engineering services, proposer will diligently perform the contract according to its terms. 

 
8. Each of the foregoing representations is accurate and is incorporated into any contract 

between the Reynolds School District and the proposer for the delivery of the architectural 

and engineering services. 

 

 Proposer Name:          

 By:          

 Title:          

 Date:          
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REYNOLDS SCHOOL DISTRICT #7 

PERSONAL/PROFESSIONAL SERVICES AGREEMENT 
 
 

THIS AGREEMENT, entered into by and between the Reynolds School District #7 "RSD"  
and 

     

 ................................................................................................  "Contractor", and in consideration of the 
following covenants, conditions, and considerations: 
 
WITNESSETH:  
1. The contractor shall provide RSD with the following information:  
 a. Full Name 

     

 .........................................................................................................................   
 b. Mailing Address 

     

 ...............................................................................................................  
 c. Telephone Number 

     

 ...........................................................................................................   
 d. Federal Tax ID No. 

     

  .......................... or Social Security No.: 

     

 .............................   
 e. Business Designation (check one):  Individual  Sole proprietorship  Partnership  Corporation   

Other   
Payment information will be reported to the IRS under the name and taxpayer I.D. number provided above. We are 
required by the Internal Revenue Service to obtain this information in order to report income paid to you by the 
District. If the information is not provided, we will be required to withhold 31 % of all future payments made to you.  
 
1099 Withholding Exemption: If exempt from backup withholding (form 1099 reporting), check here 

     

 and 
check your qualifying reason below:  
   i. Corporation  
   ii. Tax Exempt Charity under 501(a), or IRA  
   iii. The United States or any of its agents or instrumentalities  
   iv. A state, the District of Columbia, a possession of the United States, or any of their political subdivisions  
   v. A foreign government or any of its political subdivisions  
   vi. District will deduct taxes from pay, which will occur monthly  
 f. Does contractor now have, or have had within the prior year, contracts with other persons or entities to 

perform services similar to the services being performed hereunder?  Yes  No  N/A  
 g. Does Contractor have current statutory Worker's Compensation Insurance coverage for all persons 

performing services under this contract? Yes  No  N/A   
 
2. Statement of Work: Contractor agrees to perform the following services for the District (please be specific as 

to nature and dates of performance and expected time involved) Attach an exhibit if needed. 
 

     

 .......................................................................................................................................................................  
 

     

 .......................................................................................................................................................................  
 

     

 .......................................................................................................................................................................  
 

     

 .......................................................................................................................................................................  
 

     

 .......................................................................................................................................................................  
  Use additional sheet if needed. 
3. Contract Term.   This Contract becomes effective on _______________.  Unless terminated earlier as 
provided below, this Contract shall continue through ___________. 
 
4. Contractor shall be compensated in the manner provided in either subsection (a) or (b) below, whichever is  
 completed.   
 a. The entire, agreed-upon compensation for the services to be performed under this contract is $ 

     

, to be 
paid according to the following schedule of payments 

     

 .............................................................................  
   ........................................................................................................................... Use additional sheets if needed. 
 b. If services are to be charged at a periodic rate, rate charged and period: $ 

     

 per 

     

. 
  What is the total estimated compensation $ 

     

; Additional description of pay, if applicable 

     

.  
  

     

 ..................................................................................................................................................................  
  

     

 ..................................................................................................................................................................  
  

     

 ..................................................................................................................................................................  
If it appears during the course of this contract that the actual compensation will exceed the estimated amount, the 
contractor shall notify the RSD Fiscal Department in writing. No payment in excess of the total estimated 
compensation shall be paid unless the Contractor has notified the Fiscal Office of the increase in time required to 
complete the services, and received approval of Fiscal Office to perform services up to the newly approved contract 
time.  
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Exhibits. As a condition to receiving the compensation above, the Contractor shall provide, in addition to the 

services above stated the following additional documents or reports relating to the service performed: 

(Check all that apply)  

Exhibit A: Statement of Work ; Exhibit B: Contractor's Proposal ;  Exhibit C: Insurance Requirements ;  

Other , describe       ............................................................................................................................................   

 

If RSD is required by law to withhold any monies from Contractor, e.g., PERS, such withholding shall be deducted 

from the amount of compensation due to Contractor and the balance shall be paid to Contractor. Contractor must 

submit an invoice to the RSD Chief Financial Officer as an application for payment. The invoice shall itemize 

Contractor's charges and expenses.  

 

5.  If total compensation is in excess of $5,000, as stated in Section 4a above, or the estimated charges based upon 

the rate charge and anticipated time involved as stated in Section 4b above exceed $10,000, this contract shall 

not be binding upon RSD until approved by the RSD Board of Directors.  

 If compensation is to be paid as stated in Section 4b, and it appears that the total payments under this 

Agreement shall exceed $5,000, Contractor shall notify the RSD Chief Financial Officer. The CFO shall present 

this Agreement to the RSD Board of Directors for approval of compensation in excess of $75,000. No 

compensation shall be due or payable to Contractor in excess of $75,000 (in the aggregate) unless the RSD 

Board of Directors approves this Agreement.  

 

6.  Unless Contractor is a sole proprietorship, prior to performing any labor for this Contract, Contractor shall file 

with RSD Chief Financial Officer a certificate of insurance evidencing that the persons performing services 

under this Contract are covered by the Contractor's statutory worker's compensation insurance. Contractor shall 

maintain such coverage during the term of this Contract.  

 

7.  Contractor is being employed as an independent contractor to provide the services stated in Section 2 above. 

The compensation paid to Contractor shall be for all materials, supplies, and labor required, necessary or 

convenient for Contractor to provide services to RSD. Contractor shall be responsible for, and shall indemnify 

and hold RSD harmless from any governmental assessments resulting from Contractor's services or 

compensation, including but not limited to income tax, social security, worker's compensation, or employment 

insurance. RSD shall not have the right to direct or control the manner of Contractor's performance. RSD 

expressly disclaims any acts by its employees who attempt to direct or control Contractor's manner of 

performance; Contractor shall notify RSD Chief Financial Officer should any RSD employee make an attempt 

to exercise direction or control over Contractor.  

 

8.  Contractor covenants and warrants to RSD that Contractor is an independent business, has performed such 

services for others in the past or is now performing such services for others, and is skilled and duly qualified to 

provide the services required under this Agreement.  

 

9.    This provision is required by statute. In addition to applicable federal and state laws, ORS 279B.220 requires 

that Contractor shall:  

 

a. Make payment promptly, as due, to all persons supplying to the contractor labor or material for the 

performance of the work provided for in the contract. 

b. Pay all contributions or amounts due the Industrial Accident Fund from the contractor or subcontractor 

incurred in the performance of the contract. 

c. c. Not permit any lien or claim to be filed or prosecuted against the state or a county, school district, 

municipality, municipal corporation or subdivision thereof, on account of any labor or material furnished. 

d. Pay to the Department of Revenue all sums withheld from employees under ORS 316.167. 

 

If Contractor neglects or refuses to make prompt payment of any claim for labor or services furnished to it by 

any party in connection with this Contract as such claim becomes due, RSD may pay such claim to the party 

furnishing the goods or services and subtract the payment amount from funds due or to become due the 

Contractor.  RSD’s payment of such a claim shall not relieve Contractor or Contractor’s surety, if any, from its 

obligation to any unpaid claims.  

 

10. Payment for Medical Care: This provision is required by statute. As required by ORS 279B.230 and to the extent 

any of Contractor’s employees are covered by Oregon employment laws, Contractor shall promptly, as due, 

make payment to any person, co-partnership, association, or corporation, furnishing medical, surgical and 

hospital care or other needed care and attention, incident to sickness or injury, to the employees of Contractor, of 

all sums that Contractor agrees to pay for such services and all moneys and sums that Contractor collected or 
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deducted from the wages of employees under any law, contract, or agreement for the purpose of providing or 
paying for such service. 

 
11. Non-Appropriation; Adequate Funding: RSD is prohibited from contracting for services for which it has not   

received appropriated funds. If payment for work under this Contract extends into RSD’s next fiscal year, RSD’s 
obligation to pay for such work shall be subject to approval of future Board of Education (“Board”) 
appropriations to fund this Contract. Moreover, continuation of this Contract at specified levels is specifically 
conditioned on adequate funding under the RSD’s budget adopted in June of each year. RSD reserves the right to 
adjust the level of services provided for in this Contract in accordance with funding levels adopted by the Board. 
In the event that the RSD is not adequately funded or funds are cut back, the RSD reserves the right to cancel all, 
or part of this contract. 

12.  Contractor shall indemnify, defend, and hold RSD harmless from any claims, actions, demands, losses, or costs 
(including attorney fees) arising out of or resulting from any act or omission by Contractor.  

 
13.  Contractor warrants to RSD that it/he/she has general liability insurance coverage in excess of $200,000 per 

person, $300,000 per occurrence, and $50,000 property damage, and that Contractor shall maintain such 
insurance during the term of this agreement or for such longer time as RSD may request at the time of execution 
hereof.  

 

     

 Initial if applicable. Contractor warrants to RSD that it/he/she has professional malpractice insurance 
coverage for any errors or omissions by Contractor for the type of services being performed under this 
Agreement, with limits not less than $300,000 per occurrence.  

 

     

 Initial if applicable.  Motor Vehicle Liability. If Contractor is providing services that require Contractor 
to transport RSD personnel, students, or property, then in addition to any legally required insurance coverage, 
Contractor shall maintain motor vehicle liability insurance of at least $1,000,000 for each claim, incident, or 
occurrence. 

  
 Certificate of Insurance. Upon RSD request, Contractor shall furnish to RSD a current certificate of insurance 

for each of the above coverage’s within 48 hours of RSD request. Each certificate must state the relevant 
deductible or retention level. For general liability coverage, the certificate must state that RSD, its agents, 
officers, and employees are additional insured’s with respect to Contractor’s services provided under this 
Contract. The certificate must specify an additional insured endorsement, and Contractor shall attach a copy of 
the endorsement to the certificate. If requested by RSD, Contractor shall also provide complete copies of 
insurance policies to RSD. 

 
14.  Contractor acknowledges that RSD is a public entity, and that persons or entities contracting with public entities 

are subject to certain state or federal law, rules, or regulations. To the extent any state or federal law, rule, or 
regulation is applicable to this Agreement, it is hereby incorporated by reference as if stated herein. It shall be 
Contractor's responsibility to become acquainted with the applicable laws, rules, and regulations, and 
Contractor shall indemnify and defend RSD in the event Contractor fails to comply with any applicable state or 
federal law, rule or regulation.  

 
 
15. Subcontracts and Assignment. Contractor shall not subcontract, assign, delegate, or transfer any of its duties, 

rights, or interests under this Contract without the prior written consent of RSD. RSD may withhold such 
consent for any or no reason. If RSD consents to an assignment or subcontract, then in addition to any other 
provisions of this Contract, Contractor shall require any permitted subcontractor to be bound by all the terms 
and conditions of this Contract that would otherwise bind Contractor. The parties agree that any such 
subcontracts shall be construed as matters solely between the Contractor and its subcontractor and shall have no 
binding effect on RSD. 

 
16.  Successors in Interest. This Contract shall bind and inure to the benefit of the parties, their successors, and 

approved assigns, if any. 
 
17.  No Third Party Beneficiaries. RSD and Contractor are the only parties to this Contract and are the only parties 

entitled to enforce its terms. Nothing in this Contract provides any benefit or right, directly or indirectly, to third 
parties unless they are individually identified by name in this Contract and expressly described as intended 
beneficiaries of this Contract.  

 
18.  Hours of Labor. This provision is required by statute. As required by ORS 279B.020(5), 279B.235(3), and 

279C.540(6), for Contractor’s employees subject to Oregon employment laws: 
a. Maximum Hours: Employees shall be paid at least time and a half pay for all time worked in excess of 40 
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hours in any one week and for work performed on Saturdays, Sundays, New Year's Day (Jan. 1), Memorial 
Day (last Monday in May), Independence Day (July 4), Labor Day (first Monday in September), 
Thanksgiving Day (fourth Thursday in November), and Christmas Day (December 25). 

b. Exemption: The requirements of Section 15(a) do not apply to individuals who are excluded under ORS 
653.010 to 653.261 or under 29 U.S.C. 201 to 209 from receiving overtime. 

c. Notice to Employees: Contractor must give notice in writing to its employees who perform work on this 
Contract, either at the time of hire or before commencement of work on this Contract, or by posting a notice 
in a location frequented by employees, of the number of hours per day and days per week that the employees 
may be required to work. 

 
19. Time Limitation on Claim for Overtime. This provision is required by statute. For Contractor’s employees 

subject to Oregon employment laws and as required by ORS 279C.545, any worker employed by Contractor 
shall be foreclosed from the right to collect for any overtime provided in ORS 279C.540 unless a claim for 
payment is filed with Contractor within 90 days from the completion of this Contract, providing Contractor has: 
(1) Caused a circular clearly printed in boldfaced 12-point type and containing a copy of this section to be 
posted in a prominent place alongside the door of the timekeeper’s office or in a similar place that is readily 
available and freely visible to workers employed on the work, and (2) Maintained such circular continuously 
posted from the inception to the completion of this Contract on which workers are or have been employed. 

 
20. Hazardous Materials. Contractor shall notify RSD before using any products containing hazardous materials to 

which RSD employees, students, or the general public may be exposed. Products containing hazardous 
materials are those products defined by Oregon Administrative Rules, Chapter 437. Upon RSD request, 
Contractor must immediately provide Material Safety Data Sheets to RSD for all materials subject to this 
provision. 

 
21. Errors. Contractor shall perform any and all additional work necessary to correct errors in the work required 

under this Contract without undue delays or additional cost to RSD. 
 
22. Access to Records; Contractor Financial Records. Contractor agrees that RSD and its authorized representatives 

are entitled to review all Contractor books, documents, papers, plans, and records, electronic or otherwise 
(“Records”), directly pertinent to this Contract for the purpose of making audit, examination, excerpts, and 
transcripts. Contractor shall maintain all Records, fiscal and otherwise, directly relating to this Contract in 
accordance with generally accepted accounting principles so as to document clearly Contractor's performance. 
Following final payment and termination of this Contract, Contractor shall retain and keep accessible all 
Records for a minimum of three years, or such longer period as may be required by law, or until the conclusion 
of any audit, controversy, or litigation arising out of or related to this Contract, whichever date is later. 

 
23. Ownership of Work Products. Contractor agrees that any and all goods or services provided by or developed for 

RSD are intended as “works made for hire” by Contractor for RSD. As a work made for hire, all work products 
(including intellectual property) created by the Contractor, as part of Contractor’s performance under this 
Contract shall be the exclusive property of the RSD. If any such work products contain Contractor’s intellectual 
property that is or could be protected by federal copyright, patent, or trademark laws, Contractor hereby grants 
RSD a perpetual, royalty-free, fully-paid, non-exclusive, and irrevocable license to copy, reproduce, deliver, 
publish, perform, dispose of, and use or re-use, in whole or in part, and to authorize others to do so, all such 
work products. RSD claims no right to any pre-existing work product of Contractor provided to RSD by 
Contractor in the performance of this Contract, except to copy, use, or re-use any such work product for RSD 
use only. 

 
24. Work Performed on RSD Property. Contractor shall comply with the following: 
 a. Identification: When performing work on RSD property, Contractor shall be in appropriate work attire (or 

uniform, if applicable) at all times. If Contractor does not have a specific uniform, then Contractor shall 
provide identification tags and/or any other mechanism the RSD in its sole discretion determines is required 
to easily identify Contractor. Contractor and its employees shall (i) display on their clothes the above-
mentioned identifying information and (ii) carry photo identification and present it to any RSD personnel 
upon request. If Contractor cannot produce such identification or if the identification is unacceptable to RSD, 
RSD may provide at its sole discretion, RSD-produced identification tags to Contractor, costs to be borne by 
Contractor. 

 b. Sign-in Required: As required by schools and other RSD locations, each day Contractor’s employees are 
present on RSD property, those employees must sign into the location’s main office to receive an in-school 
identification/visitors tag. Contractor’s employees must display this tag on their person at all times while on 
RSD property. 
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 c. No Smoking: All RSD properties are tobacco-free zones; Contractor is prohibited from using any tobacco 
product on RSD property. 

 d. No Drugs: All RSD properties are drug-free zones as enforced by local law enforcement. 
 e. No Weapons or Firearms: Except as provided by statute and RSD policy, all RSD properties are weapons- 

and firearms-free zones; Contractor is prohibited from possessing on its persons or in its vehicles any 
weapons or firearms while on RSD property. 

 
25. Unsupervised Contact with Students. This provision is required by statute. “Unsupervised contact” with 

students, means contact that provides the person opportunity and probability for personal communication or 
touch with students when not under direct RSD supervision. As required by ORS 326.603, Contractor shall 
ensure that Contractor, any subcontractors, and their officers, employees, and agents will have no direct, 
unsupervised contact with students while on RSD property. Contractor will work with RSD to ensure 
compliance with this requirement. If Contractor is unable to ensure through a security plan that none of its 
officers, employees, or agents or those of its subcontractors will have direct, unsupervised contact with students 
in a particular circumstance or circumstances, then Contractor shall notify RSD before beginning any work that 
could result is such contact. Contractor authorizes RSD to obtain information about Contractor and its history 
and to conduct a criminal background check, including fingerprinting, of any Contractor officers, employees, or 
agents who will have unsupervised contact with students. Contractor shall cause its employees and/or 
subcontractors, if any, to authorize RSD to conduct these background checks. Contractor shall pay all fees 
assessed by Oregon Department of Education for processing the background check. RSD may deduct the cost of 
such fees from a progress or final payment to Contractor under this Contract, unless Contractor elects to pay 
such fees directly. 

 
26. Confidentiality; FERPA Re-disclosure. Family Education Rights and Privacy Act (“FERPA”) prohibits the re-

disclosure of confidential student information. Except in very specific circumstances, Contractor shall not 
disclose to any other party without prior consent of the parent/guardian any information or records regarding 
students or their families that Contractor may learn or obtain in the course and scope of its performance of this 
Contract. Any re-disclosure of confidential student information must be in compliance with the re-disclosure 
laws of FERPA. Contractor is not to re-disclose information without prior written notification to and written 
permission of RSD.  

 
27. Security. Any disclosure or removal of any RSD matter or property by Contractor shall be cause for immediate 

termination of this Contract. Contractor shall bear sole responsibility for any liability including, but not limited 
to attorney fees, resulting from any action or suit brought against RSD because of Contractor’s willful or 
negligent release of information, documents, or property contained in or on RSD property. RSD hereby deems 
all information, documents, and property contained in or on RSD property privileged and confidential. 

 
28.  Employee Removal. At RSD’s request, Contractor shall immediately remove any Contractor employee from all 

RSD properties in cases where RSD in its sole discretion determines that removal of that employee is in RSD’s 
best interests. 

29.  Remedies. In case of Contractor breach of this Contract, RSD shall be entitled to any other available legal and 
equitable remedies. In case of RSD breach, Contractor’s remedy shall be limited to termination of the Contract 
and receipt of Contract payments to which Contractor is entitled. 

 
30.   Controlling Law; Venue. The parties agree that Oregon law will govern any dispute related to this Contract, 

and any litigation arising out of the Contract shall be conducted in courts located in Multnomah County, 
Oregon. 

 
31. Amendments; Renewal. Any amendments, consents to or waivers of the terms of this Contract must be in 

writing and signed by both parties. The parties may renew this Contract by their signed, written instrument. 
 
32. Counterparts. The parties may execute this Contract in counterparts, each of which constitutes an original and all 

of which comprise one and the same Contract. Counterparts may be delivered by electronic means. 
 
33. Entire Agreement. When signed by both parties, this Contract (and any attached exhibits) is their final and entire 

agreement. As their final and entire expression, this Contract supersedes all prior and contemporaneous oral or 
written communications between the parties, their agents, and representatives. There are no representations, 
promises, terms, conditions, or obligations other than those contained herein. 

 
34. Notices. All notices or demands of any kind required or desired to be given by RSD or Contractor must be in 

writing and shall be deemed delivered upon depositing the notice or demand in the United States mail, certified 
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or registered, postage prepaid, addressed to the respective party at the addresses herein. 
 
35.  This contract may be terminated by either party with a 30-day written notice.  The RSD can immediately 

terminate the Agreement if the Contractor and/or any of the Contractor’s employees or agents endanger the 
health or safety of RSD students or employees. 

 
 
 
IN WITNESS WHEREOF, the parties do execute this Agreement, and except as provided above, the undersigned 
warrant to the other that they are executing this agreement pursuant to authority.  
 
 
 
 
 
 Reynolds School District #7  Contractor 
 
   
___________________________________________   ___________________________________  
Rachel Hopper   Contractor Signature 
Chief Operating Officer   __________________________________   
   Printed Name   
    
 
   ___________________________________   
  Title 
 
 
___________________________________________   ___________________________________   
Date Signed   Date Signed    
 
 
 
 
   Certificate of Insurance Provided 
 
 
 
 
 
 
 
 
 

Review required for final authorization 
 
 
....................................................................................   .....................................................................  
Program Director  Date Signed 
 
.....................................................................................   .....................................................................   
Site Manager  Date Signed 
  
 

 Account Code for applicable charges  .................................................   
    

 Board approval required if estimated charges exceed $75,000 
   
  Board Approval Date .......................   
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