

DOUGLAS COUNTY SCHOOL DISTRICT  |  BUSINESS SERVICES / FACILITIES
Maintenance Vendor Procedure
Simplified staff guide for approving vendor work and site access
	Purpose: This Procedure serves to provide a consistent, documented method for authorizing vendor work on DCSD property while protecting students, staff, facilities, and public funds. This Procedure is for internal staff guidance only and should not be used as a component of an agreement with a Vendor.



	Owner
	Chief Financial Officer / Business Services

	Operations lead
	Facilities Manager

	Applies to
	All DCSD schools, departments, employees, and maintenance vendors

	Effective date
	[DATE]


The Rule
	No contract, no work, no site access. A quote, invoice, email, service ticket, certificate of insurance, or prior relationship does not authorize a vendor to begin work. Only the documented emergency process below may be used as an exception.


Definitions and When This Agreement Applies
	Maintenance
	Work on an existing DCSD building, site, system, or item of equipment that keeps it operating, prevents deterioration, or restores it to its existing function. Maintenance does not materially change the facility’s use, capacity, layout, design, or level of service.

	Examples
	Preventive service; inspection and testing; filter, belt, battery, hardware, fixture, or component replacement; troubleshooting; pest control; grounds service; minor patching; and like-for-like repair of existing equipment or finishes.

	Repair / improvement
	Work that replaces, reconstructs, renovates, alters, expands, upgrades, or materially improves a facility or system. Calling work “maintenance” does not control its legal classification.

	Estimated annual amount
	The reasonably expected total DCSD spend for the same contract or service requirement during a 12-month period, including all sites, work orders, renewals, and related purchases. Work may not be divided to avoid a threshold.


Applicability Rules
Use this short-form agreement before any outside Vendor performs Maintenance on DCSD property, regardless of dollar amount, unless Business Services approves another DCSD contract form.
The agreement is best suited to routine or recurring Maintenance performed through individual work orders that state the site, scope, schedule, price, safeguards, and funding.
If the estimated annual amount is more than $50,000, Business Services must confirm the solicitation required by NRS Chapter 332 before the agreement is executed. If it is more than $100,000, formal advertising is generally required unless a statutory exception applies. These statutory amounts must be reverified when the procedure is adopted or revised.
Before using this agreement for repair, replacement, renovation, alteration, reconstruction, demolition, remediation, or improvement, Business Services must determine whether NRS Chapter 338 public-works requirements apply. That determination is based on the scope—not the project title or dollar amount alone.
Do not use this short-form agreement without additional Business Services, Risk, and legal review for new construction; major system replacement or upgrade; structural work; hazardous-material abatement; professional architectural or engineering services; technology or security work involving sensitive data or system access; multi-year commitments; or unusually high-risk work.
DCSD purchasing, signature-authority, Board-approval, grant, and emergency requirements continue to apply. This agreement does not create an exception to any threshold or approval rule.
Who Does What
	Facilities Manager
	Defines the work, selects or recommends the vendor, prepares the work order, coordinates the school site, monitors completion, and manages emergencies.

	Business Services
	Confirms the purchasing method, funding, agreement, insurance, license, signature authority, purchase order, and official contract file.

	Site administrator
	Coordinates access and timing, confirms check-in, and reports concerns. A site administrator may not hire a vendor, expand the work, or approve added cost unless separately authorized.

	Accounts Payable
	Pays only when the agreement, work order, purchase order, invoice, and completion approval agree.

	Vendor
	Follows the agreement, work order, safety rules, access restrictions, and documentation requirements.


Before the Vendor Arrives
1. Facilities documents the scope, site, schedule, estimated price, funding, risks, and whether the need is recurring or one-time.
2. Business Services determines the required purchasing and contracting method, including whether the work may be a Nevada public work.
3. DCSD verifies the Vendor’s legal name, required license, insurance, and approved subcontractors.
4. Authorized parties sign the agreement and work order. Business Services issues any required purchase order.
5. Facilities sends the school an access notice identifying the Vendor, dates, work area, DCSD contact, utility impacts, and student safeguards.
Required Pre-Work Check
☐ Scope and funding documented
☐ Purchasing/public-works determination completed
☐ Agreement signed by authorized parties
☐ License and insurance current
☐ Work order and purchase order issued
☐ Site notified and access controls established
☐ Hazards, permits, shutdowns, and student separation addressed
At the School Site
The site admits only a Vendor confirmed by Facilities or shown on an approved access notice.
Vendor personnel check in and out, show identification, wear the required badge, and remain in authorized areas.
Vendor personnel may not be alone with students. Screening, fingerprinting, escort, or supervision must be determined before access.
Hazardous, noisy, dusty, disruptive, or utility-interruption work should occur outside student occupancy whenever reasonably possible.
The site administrator may stop work for an immediate safety or security concern and must notify Facilities. The site may not negotiate scope or price.
Changes to the Work
The Vendor must stop and obtain written approval before changing the scope, price, schedule, materials, or subcontractors. Staff must not direct extra work with the expectation that paperwork will be completed later.
Emergency Work
An emergency is an unforeseen condition requiring immediate action to protect life, safety, property, security, critical utilities, or continued school operations. Poor planning or convenience is not an emergency. Authorization is limited to the minimum work needed to stabilize the condition.
6. The Facilities Manager or written designee documents the emergency and selects an approved Vendor whenever practical.
7. Facilities confirms available license and insurance information, establishes a limited scope and not-to-exceed amount, and applies feasible student and site safeguards.
8. By the next business day, Facilities completes the emergency record, work order, purchase order, photographs, and any required agreement or ratification documents.
Stop Work and Report Immediately
Stop work, protect people and property, and notify Facilities and the site administrator immediately if there is an injury, spill, property damage, security event, utility strike, suspected asbestos or lead disturbance, student exposure, or unexpected hazardous condition. Call emergency services when necessary. The Vendor must submit a written incident report within 24 hours unless directed sooner.
Completion and Payment
9. Facilities verifies that the authorized work is complete and identifies any deficiencies.
10. The Vendor provides the invoice and required warranties, permits, inspection approvals, photographs, manuals, test results, or other closeout documents.
11. DCSD recovers keys and badges and confirms that utilities, alarms, doors, finishes, housekeeping, and security are restored.
12. Accounts Payable matches the agreement, work order, purchase order, invoice, approved changes, and completion approval before payment.
If Work Occurred Without Authorization
Do not backdate or recreate approval documents. The responsible department submits an Unauthorized Vendor Work Report explaining who requested the work, why controls failed, the amount, benefit received, available funding, and corrective action. The CFO and legal counsel determine whether payment, ratification, Board action, or another resolution is lawful and appropriate.
Emergency Authorization Record
	Date/time and site
	

	Emergency and immediate risk
	

	Vendor / contact
	

	DCSD authorizer
	

	Stabilization scope
	

	Not-to-exceed / funding
	

	License/insurance checked
	☐ Yes  ☐ No — explain:

	Student/site safeguards
	

	Next-business-day follow-up
	Work order / PO / other: ____________________


Unauthorized Vendor Work Report
	Vendor / site / date
	

	Work / amount
	

	Who requested or allowed it
	

	Why approval did not occur
	

	Agreement / insurance / license
	

	Benefit received / condition
	

	Funding proposed
	

	Corrective action / owner
	

	CFO disposition
	


Administrative note: Insurance limits, indemnification, screening, purchasing thresholds, and public-works determinations must be confirmed against current DCSD policy, insurer requirements, and Nevada law before adoption.
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DCSD • Working Draft • Counsel and risk-management review recommended before adoption
