






 

Community Projects: Metal Department 
 

Introduction 
The following guidelines and requirements were developed to assist you in your effort to provide a needed 
item or structure for your school, and to ensure the successful planning and execution of your project. We 
welcome your interest in our schools and hope that this information will be helpful to you. The Complex 
Project Manager can provide technical assistance and M&O installation pricing in coordination with the Area 
Craft Departments, Technical Services Department, OEHS, Asbestos Technical Unit and A/E Technical 
Services.  All projects are treated as unique and will be analyzed on a scope specific basis. 
 
Metal Projects 
The Complex Project Manager can provide technical assistance and M&O installation pricing in coordination 
with the Area Metal Department for projects such as fencing and gates fabricated from chain link fence or 
wrought iron fence, ductwork for air conditioning, playground equipment, playground matting, handball 
walls, and shade structures.  All projects are treated as unique and will be analyzed on a scope specific basis. 
 
Initial Concept Phase 
Scope Definition  
Define the scope of the project including all project requirements.  For example, if you plan to install 
a Shade Structure you need to determine the size of the structure and installation location with 
regards to the path of pedestrian traffic travel. This project will require Division of State and 
Architect approval; additional funds will be needed for Division of State and Architect requirements 
such as handicapped parking space(s), signage and drinking fountains.   
 
Budget/Funding Source 
Develop a budget and identify the source of funding for your proposed project.   
 
Schedule 
Determine the start and completion dates for your project.  Note any dates during your project 
duration that may impact your project schedule (i.e., graduation, open house, sports game, etc.).  
Dates that are pupil and staff free may be utilized when your project requires the shut down of 
utilities. 
 
Obtain Site Administrator Approval and District Technical Support 
All community initiated projects must first be approved by the Site Administrator.  Contact your Site 
Administrator to discuss the scope, budget and funding of your proposed project.  Once you have obtained 
the Site Administrator’s approval, he/she will set up a meeting with the Complex Project Manager.  The 
Complex Project Manager will perform an on-site visit to evaluate the project and provide project specific 
information and technical advice.   
 
Establish Committees/Community Design Leader 
A  Community Design Leader should be designated soon after the Site Administrator approves the 
proposed project.  The Complex Project Manager will provide coordination between the Site 
Administrator, the parent or community group and the Community Design Leader.  Along with the 
Site Administrator, this point person will ensure adherence to all requirements, codes, and 
regulations.  The Complex Project Manager will provide guidance and oversight through a process of 
coordination with the Community Design Leader.  Specific project committees (fundraising, safety, 
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Site Administrator 
Print Name ______                                   __________Title_______                                                ______  
Complex Project Manager (CPM) ___________             ______________ (Phone) ______________ 
Community Design Leader _____________________________________ (Phone) ______________ 
 Job start meeting Location _______________________Date_____________Time_____ 
Contact for providing material is _____                                 ___________ (Phone) ______________ 
Contact to provide labor is ________                                 _____________ (Phone) ______________ 
INSPECTION # 1,2,3,4 and 5 to be made by Gardening/Tree Dept Senior or Supervisor 
Gardening / Tree Dept to provide ____________________________________________________ 
____________________________________________________________________________________
_______________________________                        ________                                _________________    
 

Community /Contractor/Other to provide   _______                                        __________ 
________________________________                                               ___                _________________    
________________________________                                                                                                 ___                 
 
REQUIRED ATU approval form (Request Environmental Assessment (Phase1) and Abatement   
Design (Phase 2) from ATU) must be attached     
 REQUIRED OEHS approval for all chemicals, products, and MSDS sheets on site.  
 REQUIRED material approval (i.e., Paint, plant materials and pipe schedule) 
Using CONTRACTOR       NO  YES     
 
             If   YES, attach the following (if applicable) 
 
             Safety pre-qualified – as required in accordance to http://www.laschools.org/contractor/cc/pq/ 
  Licensed – as required in accordance to http://www.cslb.ca.gov/services/GClass.asp 
  Insurance – as required in accordance to http://www.laschools.org/pp_toc-8.5 
  Bonded –Performance Bond for Contracts $15,000.00 or more. 
 
 Project inspector name ______                           _________Title                                                          __   
 START                                        COMPLETION__________________        
 Purpose of new PROJECT________                                                       _________________________                                                                                                                                                   
___________________                                                                                                       _____________                                                
 SITE ADMINISTRATOR PRE-CONSTRUCTION APPROVAL Print name ______    __    ____ 
 
Title_______                                         ______ Signature ______     _                     ________Date ______ 
 
  CPM PRE-CONSTRUCTION APPROVAL 
 
Print Name __________________      ______       _______ Signature ______       ________Date __  _   _  
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 School map with project lay out  
 Call Southern California Dig Alert (800)-227-2600 two days before excavating to avoid hitting public 
piping utilities (i.e., gas, petroleum, telephone, electrical power lines etc.) 
 Determine how you will remove dirt from site according to section 01440 E.S.T. 
 
# 1 INSPECTION Verify that all irrigation systems are operating properly before starting project. 

INSPECTED by___________________ TITLE_______________ (Phone)    _______________ 
Correction needed prior to Inspector approval (circle one)    Y   /   N.  If yes list corrections needed 
______________________________________________________________________________ 
INSPECTOR signature of completion: _________________________________                ______ 
DO NOT PROCEED UNTIL signed by INSPECTOR. 
 No Drip system is to be used. 
 Optimum coverage is achieved 

 
# 2 INSPECTION Remove concrete/asphalt and base material.  Over excavate a minimum 2 inches of      
underlying soil. 

INSPECTED by___________________ TITLE_______________ (Phone)    _______________ 
Correction needed prior to Inspector approval (circle one)    Y   /   N.  If yes list corrections needed 
______________________________________________________________________________ 
INSPECTOR signature of completion: _________________________________                ______ 
DO NOT PROCEED UNTIL signed by INSPECTOR. 
 

# 3 INSPECTION Provide a “X” strap on bottom of box or other method used to keep planter box 
square.  

INSPECTED by___________________ TITLE_______________ (Phone)    _______________ 
Correction needed prior to Inspector approval (circle one)    Y   /   N.  If yes list corrections needed 
______________________________________________________________________________ 
INSPECTOR signature of completion: _________________________________                ______ 
DO NOT PROCEED UNTIL signed by INSPECTOR. 

 
# 4 INSPECTION Verify the type of plants to be used meet District Specifications. 

INSPECTED by___________________ TITLE_______________ (Phone)    _______________ 
Correction needed prior to Inspector approval (circle one)    Y   /   N.  If yes list corrections needed 
______________________________________________________________________________ 
INSPECTOR signature of completion: _________________________________                ______ 
DO NOT PROCEED UNTIL signed by INSPECTOR. 

 
# 5 INSPECTION Following container construction/fabrication, place amended soil/planting mix, as 
necessary.   

INSPECTED by___________________ TITLE_______________ (Phone)    _______________ 
Correction needed prior to Inspector approval (circle one)    Y   /   N.  If yes list corrections needed 
______________________________________________________________________________ 
INSPECTOR signature of completion: _________________________________                ______ 
DO NOT PROCEED UNTIL signed by INSPECTOR. 
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 Provide as-built drawings                                                                                                                       
 OEM Manuals 
 Warranty 
 Return School Keys 
 Remove all unused materials from site                                                                                                     
                                                                                                                                                                                                                                    
 
CPM - FINAL PROJECT INSPECTION FOR COMPLETED PROJECT  
 
Print Name __________________Title_____________ Signature ______________Date _______ 
 

   SITE ADMINISTRATOR – PROJECT COMPLETION APPROVAL 
 

Print Name _________________Title_____________ Signature _______________Date _______ 
 

END OF INSPECTION GUIDELINE 



 

procurement, volunteers, registration, job supervisors, etc.) may be created as necessary following 
Site Administrator project approval. 
 
 
District Review and Approval Phase 
General Requirements 
Depending on the scope of the project the following requirements may apply in the review and 
approval process: 
 Design compliance with District School Design Guide and Specifications. 
 Structural Impact Review (Division of State and Architect approvals may be required) 
 ADA Impact Review (Division of State and Architect approvals may be required). 
 Adherence to all District and State specifications, codes and requirements. 
 Asbestos/Lead Impact Review (ATU approval will be required). 
 If soil is impacted, OEHS approval may be required (see District Specification 01440- 

Import/Export soil Material Testing). 
 Inspections (will be required). 
 Insurance Requirements. 
 Hold Harmless 
 Safety Plan (OEHS). 
 Products Material Safety Data Sheets (MSDS) (requires OEHS approval for products not 

approved on website http://www.lausd-oehs.org/docs/SafetyAlerts/05-03.pdf). 
 

Design Assistance/Drawings/Plan Review/ (DSA) Approvals 
A plan of the project, including information on the material intended to be installed should be provided to the 
Complex Project Manager as soon as possible.  Your Complex Project Manager will assist you with your 
project specific design requirements.  Your ability to execute your project promptly may be impacted by 
required review by the Division of the State Architect.  Typical projects average 6 months to obtain DSA 
approval. To start the Design Review process, Design process, or to obtain DSA approval; the Complex 
Project Manager will submit a “REQUEST FOR DESIGN ASSISTANCE” form to the Technical Services Area 
Facilities Services Director. 
 
Specifications 
Prior to finalizing the design and scope of work, thoroughly read and adhere to the District Specifications, and 
other related Specifications.  Material and Methods of installation cited in these Specifications shall be used to 
develop and finalize your design and scope of work.  All work shall comply with State and local Codes.   
 
As with all specifications, updates and changes occur on a regular basis.  To ensure that you have the 
latest set of specification, please download the most recent revisions of the applicable sections for 
your particular project from the laschools.org website using the following link:  
http://www.laschools.org/fcs/cc/lausd-bidding/ 
 
 

 
 

Asbestos Technical Unit 
All projects at existing school and office sites must be reviewed by the Asbestos Technical Unit 
(ATU) for impact to lead based paint and asbestos containing materials prior to the project being 
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