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CONSTRUCTION PROTOCOL PROCEDURES 
 

Director of Physical Plant:  
1. Notify College Business Officer (in writing) at least 2 weeks in advance of any work to be done 

on campus, including dates, times, locations of work; provide name and cell phone # of project 
manager. 

  
2. Receive from College Business Officer (in writing) a list of concerns, issues, problems that need 

to be addressed/taken into account as well as a list of faculty members and departments that will 
be affected by affected by each project. 

 
3. Collect/withhold an indemnity amount from the contractor for unanticipated cleaning costs, 

repairs, and replacement of any furniture, equipment, tools, etc. lost, damaged, or destroyed as a 
result of construction. 

 
4. Direct the Project Manager to personally meet wit the College Business Officer and faculty 

involved/affected with each project and sign-off on plan of operations. 
 

5. Notify the faculty (in writing) that it is not their responsibility to clean, store, remove, replace, any 
equipment, furniture, tools, etc. 

 
College Business Officer: 

1. Notify the faculty (in Writing) of any construction projects (including dates, times, locations) that 
will take place in their area. 

 
2. Meet with the faculty to gather their concerns, issues, problems, and convey those (in writing) to 

the Vice Chancellor of General Services and the Project Manager; also convene a meeting with 
the Project Manager to convey these concerns in person. 

 
3. Notify (in writing) the appropriate Dean(s) and the VP of Instruction of any needs to find alternate 

space for storage, equipment, furniture, tools, classrooms. 
 

4. Notify (in writing) Locals 790 and 39 of the impending project and the need to remove, store, 
replace, protect, and clean as well as whatever is needed in the way of establishing alternate 
workspaces. 

 
5. Convey all of the above information to the Director of Physical Plant and the Project Manager. 

 
Project Manager: 

1. Needs to meet on campus, on site, with the affected faculty to be sure all of the college’s 
concerns have been addressed, understood, and agreed to in a written plan of operations; the 
written plan should be given to the contractor and the Vice Chancellor of General Services. 
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2.  No project should begin without a written plan that has not been signed by the VP of Instruction, 
Academic Dean, College Business Officer, Faculty/Department Chair(s), Project Manager, 
Contractor, and Director of Capital Projects. 

 


