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June 16, 2020 
 
 
National Cooperative Purchasing Alliance 
P.O. Box 701273 
Houston, TX 77270 
 
Dear Sir or Madam: 
 
Thank you for allowing WFF Facility Services to participate in the RFP process at National Cooperative 
Purchasing Alliance. Our goal is to highlight the benefits we believe exist for NCPA to begin a partnership with 
WFF.  
 
WFF has a corporate structure built with the requisite systems, programs, processes and procedures to 
provide our customers with an Integrated Facilities Services solution. We have invested in subject matter 
experts (SME’s) and training for the benefit of our customers and our team members. As the workforce 
changes, pressures on efficiencies rise and there is an ever increasing need to protect our environment. We 
have introduced many new methodologies and technologies to improve outcomes and make work easier for 
our teams. Many of these enhancements are seamless to our partners, but it is important that there is no 
stagnation or complacency and that NCPA benefits from a dynamic and committed industry leader.  
 
We believe WFF’s value system is truly aligned to that of NCPA’s and that genuine alignment is the most 
critical component and differentiator for a successful partnership. Our focus on students, faculty, staff and 
the NCPA members at large, coupled with our commitment to the hard-working team members who work 
within the WFF family, enable us to reach our goals together.  
 
Thank you again for allowing WFF to submit our proposal. If I can provide any additional insight or if you 
should wish to discuss any aspect of our program design further, I remain at your disposal.  
 
Sincerely and respectfully, 

 
Rodger Hollenbeck 
Senior Vice President 
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EXECUTIVE SUMMARY 
 
WFF Facility Services has been delivering high-quality, cost-effective custodial services to institutions 
throughout the country since 1974. Our focus is relatively narrow compared to many of our competitors 
in that we seek out partnerships institutions whose mission and values are aligned with ours. This 
approach has served us and our partners well for more than 45 years.  
 

The following summary is meant to provide a high-level overview of the program we have designed 
specifically for NCPA members.  
 

x Partnership & Flexibility 
o A flexible and transparent partner, who has a proven track record of being responsive 

and adaptable 
o Corporate structure affords us the flexibility to make decisions more closely to the 

customer and with greater expedience 
o WFF’s size means that customers do not become a number. Every customer is truly 

valued and treated as such. We carry a personal connection and fondness for our 
customers which drives effort and accountability from the very top of the organization. 

o WFF is a privately held organization, free from the pressures of annual earnings 
statements and shareholder’s returns 

o A seamless integration with NCPA’s members  
 

x Regional and Corporate Support  
o The personal involvement and commitment of Jonathan Campbell, WFF’s President  
o NCPA’s members would be a strategic partner for WFF. As such, no resources would be 

spared to ensure absolute success. 
o Executive point of contact, Bryan Jolley, located in Texas will be available to assist in 

transition thereafter and to support our onsite leadership and the team  
o Subject matter experts will be closely involved 
o Regular visits by Ken Gomulka, Senior Vice President Operations 

 

x  Local Leadership Team 
o Experienced and qualified, campus directors  
o Each campus has multiple levels of supervision, leads and utility professionals  
o Program design developed on leadership development, responsibility, and efficiency 
o Effective supervision to team member ratios to ensure support and reliable outcomes 

 

x People Focused 
o All full-time positions with exceptions for some weekend work 
o Company offered healthcare, life insurance, vacation and holiday pay 
o Monthly motivation budget used at the discretion of our director for outstanding 

individual and team performance 
o Focus on personal development and continued education 
o People-centric approach; cultivates a culture of individual and team excellence 
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x Formalized Facilities Management 
o Physical Plant Maintenance, Custodial, Grounds Services 
o Detailed Safety Programs 
o Standard Operating Procedures 
o Preventive& Corrective  Maintenance 
o Life Safety 
o Project Management 

 

x CMMS – SchoolDude 
o Utilize current non-proprietary system, to ensure NCPA continues to “own” critical data 

and maintains flexibility and independence 
o Saves time and money by streamlining the maintenance management process 
o Planning and Scheduling 
o Track time and materials cost for each building asset  
o Provide mobile access to maintenance personnel 
o Provide administration with data to make data driven decisions 
o Comprehensive reporting 
o Establish Key performance indicators 

 

x Training 
o Behavioral training based on company’s Guiding Values 
o Specific job skill training 
o Safety and regulatory training 
o Supervisor and leadership training 
o Annual leadership conference  
o APPA resources and affiliations 

 

x Quality Assurance Program 
o Customer accessible web-based quality assurance program measures outcomes and 

identifies areas for improvement 
o Systematic approach to routing plans and job cards based on building usage and traffic 

patterns to optimize efficiency  
o Weekly inspections 
o Planning and scheduling tools for project work and events 
o Provide administration with data to make data driven decisions 
o Comprehensive reporting 
o Establish key performance indicators 

 

x COVID-19 Process and Procedures 
o Incorporate disinfection plans and procedures to protect faculty and students 
o Use of high productivity electrostatic sprayers  
o Continued training and updates for staff and students 
o Being a leader in cleaning we continually updated on the newest processes and 

procedures to protect our partners 
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x CIMS Certification 
o CIMS and CIMS Green Building Certified with Honors 
o Reflect upon our commitment to employing standardized and sustainable cleaning 

practices 
o More information at www.issa.com  

 

x Sustainability/Technology Deployment 
o All new, highly productive, and sustainable custodial equipment appropriate for the 

buildings  
o WFF will always provide and maintain the needed equipment  
o Sustainable supplies minimize use of harsh chemicals, resulting in improved air quality  
o Improved outcomes and environments without adding labor resources, reflecting a 

positive image to students, parents, faculty, staff and visitors 
 

x Business Value Reviews 
o Provides a proactive evaluation of program and performance 
o Documentation of all work completed by our team during the previous period 
o Client customized Key Performance Indicators and analysis 
o Action plans to continuously improve 
o Evaluation of resource utilization and waste reduction 
o Planned custodial project work for the upcoming period 
o Provides a useful, insightful industry benchmarks for performance evaluation 

 

x Corporate Mission and Guiding Values 
o Mission: “We create safe enǀiƌonmenƚƐ ƚhaƚ enƌich liǀeƐ and faciliƚaƚe ƐƵcceƐƐ͟   
o Guiding Values 

� Service Above Self 
� Personal Accountability 
� Integrity 
� Respect 
� Engagement 

 

These are not simply words on a poster, these are our compass in all that we do. 
 

 

WFF looks forward to working with you and we truly appreciate the opportunity to share our proposal.  
 
Thank you.  
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Tab	1	–	Master	Agreement	
General	Terms	and	Conditions	

¨ Customer	Support	
Ø The	vendor	shall	provide	timely	and	accurate	technical	advice	and	sales	support.		The	

vendor	shall	respond	to	such	requests	within	one	(1)	working	day	after	receipt	of	the	

request.	

	

¨ Disclosures	
Ø Respondent	affirms	that	he/she	has	not	given,	offered	to	give,	nor	intends	to	give	at	any	

time	hereafter	any	economic	opportunity,	future	employment,	gift,	loan,	gratuity,	special	

discount,	trip,	favor	or	service	to	a	public	servant	in	connection	with	this	contract.			

Ø The	respondent	affirms	that,	to	the	best	of	his/her	knowledge,	the	offer	has	been	arrived	at	
independently,	and	is	submitted	without	collusion	with	anyone	to	obtain	information	or	

gain	any	favoritism	that	would	in	any	way	limit	competition	or	give	an	unfair	advantage	

over	other	vendors	in	the	award	of	this	contract.	

	

¨ Renewal	of	Contract	
Ø Unless	otherwise	stated,	all	contracts	are	for	a	period	of	three	(3)	years	with	an	option	to	

renew	for	up	to	two	(2)	additional	one-year	terms	or	any	combination	of	time	equally	not	

more	than	2	years	if	agreed	to	by	Region	14	ESC	and	the	vendor.	

	

¨ Funding	Out	Clause	
Ø Any/all	contracts	exceeding	one	(1)	year	shall	include	a	standard	“funding	out”	clause.		A	

contract	for	the	acquisition,	including	lease,	of	real	or	personal	property	is	a	commitment	

of	the	entity’s	current	revenue	only,	provided	the	contract	contains	either	or	both	of	the	

following	provisions:	

Ø Retains	to	the	entity	the	continuing	right	to	terminate	the	contract	at	the	expiration	of	each	
budget	period	during	the	term	of	the	contract	and	is	conditioned	on	a	best	efforts	attempt	

by	the	entity	to	obtain	appropriate	funds	for	payment	of	the	contract.	

	

¨ Shipments	(if	applicable)	
Ø The	awarded	vendor	shall	ship	ordered	products	within	seven	(7)	working	days	for	goods	

available	and	within	four	(4)	to	six	(6)	weeks	for	specialty	items	after	the	receipt	of	the	

order	unless	modified.		If	a	product	cannot	be	shipped	within	that	time,	the	awarded	

vendor	shall	notify	the	entity	placing	the	order	as	to	why	the	product	has	not	shipped	and	

shall	provide	an	estimated	shipping	date.		At	this	point	the	participating	entity	may	cancel	

the	order	if	estimated	shipping	time	is	not	acceptable.	

¨ Tax	Exempt	Status	
Ø Since	this	is	a	national	contract,	knowing	the	tax	laws	in	each	state	is	the	sole	responsibility	

of	the	vendor.	

	

	



 

¨ Payments	
Ø The	entity	using	the	contract	will	make	payments	directly	to	the	awarded	vendor	or	their	

affiliates	(distributors/business	partners/resellers)	as	long	as	written	request	and	

approval	by	NCPA	is	provided	to	the	awarded	vendor.	

¨ Adding	authorized	distributors/dealers		

Ø Awarded	vendors	may	submit	a	list	of	distributors/partners/resellers	to	sell	under	their	
contract	throughout	the	life	of	the	contract.			Vendor	must	receive	written	approval	from	

NCPA	before	such	distributors/partners/resellers	considered	authorized.		

Ø Purchase	orders	and	payment	can	only	be	made	to	awarded	vendor	or	
distributors/business	partners/resellers	previously	approved	by	NCPA.		

Ø Pricing	provided	to	members	by	added	distributors	or	dealers	must	also	be	less	than	or	
equal	to	the	pricing	offered	by	the	awarded	contract	holder.		

Ø All	distributors/partners/resellers	are	required	to	abide	by	the	Terms	and	Conditions	of	
the	vendor's	agreement	with	NCPA.	

	

¨ Pricing	

Ø All	pricing	submitted	shall	include	the	administrative	fee	to	be	remitted	to	NCPA	by	the	
awarded	vendor.		It	is	the	awarded	vendor’s	responsibility	to	keep	all	pricing	up	to	date	
and	on	file	with	NCPA.		

Ø All	deliveries	shall	be	freight	prepaid,	F.O.B.	destination	and	shall	be	included	in	all	pricing	
offered	unless	otherwise	clearly	stated	in	writing	

¨ Warranty	
Ø Proposals	should	address	each	of	the	following:	

§ Applicable	warranty	and/or	guarantees	of	equipment	and	installations	including	

any	conditions	and	response	time	for	repair	and/or	replacement	of	any	components	

during	the	warranty	period.	

§ Availability	of	replacement	parts	

§ Life	expectancy	of	equipment	under	normal	use	

§ Detailed	information	as	to	proposed	return	policy	on	all	equipment		

¨ Indemnity	

Ø The	awarded	vendor	shall	protect,	indemnify,	and	hold	harmless	Region	14	ESC	and	its	
participants,	administrators,	employees	and	agents	against	all	claims,	damages,	losses	and	

expenses	arising	out	of	or	resulting	from	the	actions	of	the	vendor,	vendor	employees	or	

vendor	subcontractors	in	the	preparation	of	the	solicitation	and	the	later	execution	of	the	

contract.		

	

¨ Franchise	Tax	
Ø The	respondent	hereby	certifies	that	he/she	is	not	currently	delinquent	in	the	payment	of	

any	franchise	taxes.	

	



 

¨ Supplemental	Agreements	
Ø The	entity	participating	in	this	contract	and	awarded	vendor	may	enter	into	a	separate	

supplemental	agreement	to	further	define	the	level	of	service	requirements	over	and	above	

the	minimum	defined	in	this	contract	i.e.	invoice	requirements,	ordering	requirements,	

specialized	delivery,	etc.	Any	supplemental	agreement	developed	as	a	result	of	this	contract	

is	exclusively	between	the	participating	entity	and	awarded	vendor.		

	

¨ Certificates	of	Insurance	 	

Ø Certificates	of	insurance	shall	be	delivered	to	the	Public	Agency	prior	to	commencement	of	
work.		The	insurance	company	shall	be	licensed	in	the	applicable	state	in	which	work	is	

being	conducted.		The	awarded	vendor	shall	give	the	participating	entity	a	minimum	of	ten	

(10)	days	notice	prior	to	any	modifications	or	cancellation	of	policies.	The	awarded	vendor	

shall	require	all	subcontractors	performing	any	work	to	maintain	coverage	as	specified.	

¨ Legal	Obligations	
Ø It	is	the	Respondent’s	responsibility	to	be	aware	of	and	comply	with	all	local,	state,	and	

federal	laws	governing	the	sale	of	products/services	identified	in	this	RFP	and	any	

awarded	contract	and	shall	comply	with	all	while	fulfilling	the	RFP.		Applicable	laws	and	

regulation	must	be	followed	even	if	not	specifically	identified	herein.	

¨ Protest	

Ø A	protest	of	an	award	or	proposed	award	must	be	filed	in	writing	within	ten	(10)	days	from	
the	date	of	the	official	award	notification	and	must	be	received	by	5:00	pm	CST.			Protests	

shall	be	filed	with	Region	14	ESC	and	shall	include	the	following:	

§ Name,	address	and	telephone	number	of	protester	

§ Original	signature	of	protester	or	its	representative	

§ Identification	of	the	solicitation	by	RFP	number	

§ Detailed	statement	of	legal	and	factual	grounds	including	copies	of	relevant	

documents	and	the	form	of	relief	requested	

Ø Any	protest	review	and	action	shall	be	considered	final	with	no	further	formalities	being	
considered.	

	

¨ Force	Majeure	

Ø If	by	reason	of	Force	Majeure,	either	party	hereto	shall	be	rendered	unable	wholly	or	in	
part	to	carry	out	its	obligations	under	this	Agreement	then	such	party	shall	give	notice	and	

full	particulars	of	Force	Majeure	in	writing	to	the	other	party	within	a	reasonable	time	after	

occurrence	of	the	event	or	cause	relied	upon,	and	the	obligation	of	the	party	giving	such	

notice,	so	far	as	it	is	affected	by	such	Force	Majeure,	shall	be	suspended	during	the	

continuance	of	the	inability	then	claimed,	except	as	hereinafter	provided,	but	for	no	longer	

period,	and	such	party	shall	endeavor	to	remove	or	overcome	such	inability	with	all	

reasonable	dispatch.		

Ø The	term	Force	Majeure	as	employed	herein,	shall	mean	acts	of	God,	strikes,	lockouts,	or	
other	industrial	disturbances,	act	of	public	enemy,	orders	of	any	kind	of	government	of	the	



 

United	States	or	any	civil	or	military	authority;	insurrections;	riots;	epidemics;	landslides;	

lighting;	earthquake;	fires;	hurricanes;	storms;	floods;	washouts;	droughts;	arrests;	

restraint	of	government	and	people;	civil	disturbances;	explosions,	breakage	or	accidents	

to	machinery,	pipelines	or	canals,	or	other	causes	not	reasonably	within	the	control	of	the	

party	claiming	such	inability.	It	is	understood	and	agreed	that	the	settlement	of	strikes	and	

lockouts	shall	be	entirely	within	the	discretion	of	the	party	having	the	difficulty,	and	that	

the	above	requirement	that	any	Force	Majeure	shall	be	remedied	with	all	reasonable	

dispatch	shall	not	require	the	settlement	of	strikes	and	lockouts	by	acceding	to	the	

demands	of	the	opposing	party	or	parties	when	such	settlement	is	unfavorable	in	the	

judgment	of	the	party	having	the	difficulty.	

¨ Prevailing	Wage	

Ø It	shall	be	the	responsibility	of	the	Vendor	to	comply,	when	applicable,	with	the	prevailing	
wage	legislation	in	effect	in	the	jurisdiction	of	the	purchaser.		It	shall	further	be	the	

responsibility	of	the	Vendor	to	monitor	the	prevailing	wage	rates	as	established	by	the	

appropriate	department	of	labor	for	any	increase	in	rates	during	the	term	of	this	contract	

and	adjust	wage	rates	accordingly.	

¨ Miscellaneous	

Ø Either	party	may	cancel	this	contract	in	whole	or	in	part	by	providing	written	notice.		The	
cancellation	will	take	effect	30	business	days	after	the	other	party	receives	the	notice	of	

cancellation.		After	the	30th	business	day	all	work	will	cease	following	completion	of	final	

purchase	order.	

¨ Open	Records	Policy	
Ø Because	Region	14	ESC	is	a	governmental	entity	responses	submitted	are	subject	to	release	

as	public	information	after	contracts	are	executed.		If	a	vendor	believes	that	its	response,	or	

parts	of	its	response,	may	be	exempted	from	disclosure,	the	vendor	must	specify	page-by-

page	and	line-by-line	the	parts	of	the	response,	which	it	believes,	are	exempt.	In	addition,	

the	respondent	must	specify	which	exception(s)	are	applicable	and	provide	detailed	

reasons	to	substantiate	the	exception(s).		

Ø The	determination	of	whether	information	is	confidential	and	not	subject	to	disclosure	is	
the	duty	of	the	Office	of	Attorney	General	(OAG).			Region	14	ESC	must	provide	the	OAG	

sufficient	information	to	render	an	opinion	and	therefore,	vague	and	general	claims	to	

confidentiality	by	the	respondent	are	not	acceptable.			Region	14	ESC	must	comply	with	the	

opinions	of	the	OAG.		Region14	ESC	assumes	no	responsibility	for	asserting	legal	

arguments	on	behalf	of	any	vendor.		Respondent	are	advised	to	consult	with	their	legal	

counsel	concerning	disclosure	issues	resulting	from	this	procurement	process	and	to	take	

precautions	to	safeguard	trade	secrets	and	other	proprietary	information. 
	

	
	



 

Process	
Region	14	ESC	will	evaluate	proposals	in	accordance	with,	and	subject	to,	the	relevant	statutes,	

ordinances,	rules,	and	regulations	that	govern	its	procurement	practices.		NCPA	will	assist	Region	14	ESC	

in	evaluating	proposals.		Award(s)	will	be	made	to	the	prospective	vendor	whose	response	is	determined	

to	be	the	most	advantageous	to	Region	14	ESC,	NCPA,	and	its	participating	agencies.		To	qualify	for	

evaluation,	response	must	have	been	submitted	on	time,	and	satisfy	all	mandatory	requirements	

identified	in	this	document.	

	

¨ Contract	Administration	
Ø The	contract	will	be	administered	by	Region	14	ESC.		The	National	Program	will	be	

administered	by	NCPA	on	behalf	of	Region	14	ESC.	

¨ Contract	Term	
Ø The	contract	term	will	be	for	three	(3)	year	starting	from	the	date	of	the	award.		The	

contract	may	be	renewed	for	up	to	two	(2)	additional	one-year	terms	or	any	combination	

of	time	equally	not	more	than	2	years.		

Ø It	should	be	noted	that	maintenance/service	agreements	may	be	issued	for	up	to	(5)	years	
under	this	contract	even	if	the	contract	only	lasts	for	the	initial	term	of	the	contract.	NCPA	

will	monitor	any	maintenance	agreements	for	the	term	of	the	agreement	provided	they	are	

signed	prior	to	the	termination	or	expiration	of	this	contract.	

¨ Contract	Waiver	
Ø Any	waiver	of	any	provision	of	this	contract	shall	be	in	writing	and	shall	be	signed	by	the	

duly	authorized	agent	of	Region	14	ESC.		The	waiver	by	either	party	of	any	term	or	

condition	of	this	contract	shall	not	be	deemed	to	constitute	waiver	thereof	nor	a	waiver	of	

any	further	or	additional	right	that	such	party	may	hold	under	this	contract.	

¨ Products	and	Services	additions	
Ø Products	and	Services	may	be	added	to	the	resulting	contract	during	the	term	of	the	

contract	by	written	amendment,	to	the	extent	that	those	products	and	services	are	within	

the	scope	of	this	RFP.	

¨ Competitive	Range	
Ø It	may	be	necessary	for	Region	14	ESC	to	establish	a	competitive	range.		Responses	not	in	

the	competitive	range	are	unacceptable	and	do	not	receive	further	award	consideration.	

¨ Deviations	and	Exceptions	
Ø Deviations	or	exceptions	stipulated	in	response	may	result	in	disqualification.		It	is	the	

intent	of	Region	14	ESC	to	award	a	vendor’s	complete	line	of	products	and/or	services,	

when	possible.	

¨ Estimated	Quantities	
Ø The	estimated	dollar	volume	of	Products	and	Services	purchased	under	the	proposed	

Master	Agreement	is	$100	million	dollars	annually.		This	estimate	is	based	on	the	

anticipated	volume	of	Region	14	ESC	and	current	sales	within	the	NCPA	program.		There	is	

no	guarantee	or	commitment	of	any	kind	regarding	usage	of	any	contracts	resulting	from	

this	solicitation	

	



 

¨ Evaluation	
Ø Region	14	ESC	will	review	and	evaluate	all	responses	in	accordance	with,	and	subject	to,	

the	relevant	statutes,	ordinances,	rules	and	regulations	that	govern	its	procurement	

practices.		NCPA	will	assist	the	lead	agency	in	evaluating	proposals.		Recommendations	for	

contract	awards	will	be	based	on	multiple	factors,	each	factor	being	assigned	a	point	value	

based	on	its	importance.	

¨ Formation	of	Contract	
Ø A	response	to	this	solicitation	is	an	offer	to	contract	with	Region	14	ESC	based	upon	the	

terms,	conditions,	scope	of	work,	and	specifications	contained	in	this	request.	A	solicitation	

does	not	become	a	contract	until	it	is	accepted	by	Region	14	ESC.	The	prospective	vendor	

must	submit	a	signed	Signature	Form	with	the	response	thus,	eliminating	the	need	for	a	

formal	signing	process.	

¨ NCPA	Administrative	Agreement	
Ø The	vendor	will	be	required	to	enter	and	execute	the	National	Cooperative	Purchasing	

Alliance	Administration	Agreement	with	NCPA	upon	award	with	Region	14	ESC.		The	

agreement	establishes	the	requirements	of	the	vendor	with	respect	to	a	nationwide	

contract	effort.		

¨ Clarifications	/	Discussions	

Ø Region	14	ESC	may	request	additional	information	or	clarification	from	any	of	the	
respondents	after	review	of	the	proposals	received	for	the	sole	purpose	of	elimination	

minor	irregularities,	informalities,	or	apparent	clerical	mistakes	in	the	proposal.		

Clarification	does	not	give	respondent	an	opportunity	to	revise	or	modify	its	proposal,	

except	to	the	extent	that	correction	of	apparent	clerical	mistakes	results	in	a	revision.		After	

the	initial	receipt	of	proposals,		Region	14	ESC	reserves	the	right	to	conduct	discussions	

with	those	respondent’s	whose	proposals	are	determined	to	be	reasonably	susceptible	of	

being	selected	for	award.		Discussions	occur	when	oral	or	written	communications	

between	Region	14	ESC	and	respondent’s	are	conducted	for	the	purpose	clarifications	

involving	information	essential	for	determining	the	acceptability	of	a	proposal	or	that	

provides	respondent	an	opportunity	to	revise	or	modify	its	proposal.		Region	14	ESC	will	

not	assist	respondent	bring	its	proposal	up	to	the	level	of	other	proposals	through	

discussions.		Region	14	ESC	will	not	indicate	to	respondent	a	cost	or	price	that	it	must	meet	

to	neither	obtain	further	consideration	nor	will	it	provide	any	information	about	other	

respondents’	proposals	or	prices.	

¨ Multiple	Awards	

Ø Multiple	Contracts	may	be	awarded	as	a	result	of	the	solicitation.	Multiple	Awards	will	
ensure	that	any	ensuing	contracts	fulfill	current	and	future	requirements	of	the	diverse	and	

large	number	of	participating	public	agencies.		

¨ Past	Performance	
Ø Past	performance	is	relevant	information	regarding	a	vendor’s	actions	under	previously	

awarded	contracts;	including	the	administrative	aspects	of	performance;	the	vendor’s	

history	of	reasonable	and	cooperative	behavior	and	commitment	to	customer	satisfaction;	

and	generally,	the	vendor’s	businesslike	concern	for	the	interests	of	the	customer.	



 

Evaluation	Criteria	
	

¨ Pricing	(40	points)	
Ø Electronic	Price	Lists	

§ Products,	Services,	Warranties,	etc.	price	list	

§ Prices	listed	will	be	used	to	establish	both	the	extent	of	a	vendor’s	product	lines,	

services,	warranties,	etc.	available	from	a	particular	bidder	and	the	pricing	per	item.	

	

¨ Ability	to	Provide	and	Perform	the	Required	Services	for	the	Contract	(25	points)	
Ø Product	Delivery	within	participating	entities	specified	parameters	
Ø Number	of	line	items	delivered	complete	within	the	normal	delivery	time	as	a	percentage	

of	line	items	ordered.	

Ø Vendor’s	ability	to	perform	towards	above	requirements	and	desired	specifications.	
Ø Past	Cooperative	Program	Performance	
Ø Quantity	of	line	items	available	that	are	commonly	purchased	by	the	entity.	
Ø Quality	of	line	items	available	compared	to	normal	participating	entity	standards.	

	

¨ References	(15	points)	
Ø A	minimum	of	ten	(10)	customer	references	for	product	and/or	services	of	similar	scope	

dating	within	past	3	years	

	

¨ Technology	for	Supporting	the	Program	(10	points)	
Ø Electronic	on-line	catalog,	order	entry	use	by	and	suitability	for	the	entity’s	needs	
Ø Quality	of	vendor’s	on-line	resources	for	NCPA	members.	
Ø Specifications	and	features	offered	by	respondent’s	products	and/or	services	

	

¨ Value	Added	Services	Description,	Products	and/or	Services	(10	points)	
Ø Marketing	and	Training	
Ø Minority	and	Women	Business	Enterprise	(MWBE)	and	(HUB)	Participation	
Ø Customer	Service	
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NCPA ADMINISTRATION AGREEMENT 

 

July 1, 2020

July 1, 2020
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VENDOR QUESTIONNAIRE 
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COMPANY HISTORY 
 
WFF Facility Services is a privately-owned corporation with our support center in St. Louis, Missouri. Our 
reach extends from Seattle, Washington to Daytona Beach, Florida. Our focus is to provide facility 
services exclusively to colleges and universities. We are extremely proud of our consistent growth, solid 
partnerships and length of tenure with our current clients with an aligned culture and values system.  
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MISSION AND VALUES 
 
OUR MISSION 
We create safe environments that enrich lives and facilitate success 
 
OUR CORE VALUES 
¾ Service Above Self 
¾ Personal Accountability 
¾ Integrity 
¾ Respect 
¾ Engagement 

 
 
 
 
 
 

MANAGEMENT PHILOSOPHY 
 
WFF’s objective is to be the best college and university facility service provider, not necessarily the 
biggest. We fulfill this objective by delivering quality service and building solid partnerships with every 
school. As a privately owned company, we are able to make decisions based on the long-term success 
of our partnerships and team members. 
 
We strive to provide consistent, high quality service. Our key to successfully delivering quality service is 
combining professional on-site leadership, strong and invested corporate support operating on a 
platform of proven systems and processes. This approach provides experienced leadership and an 
operating model to assure professional management of the project. 
 

The responsibility of the on-site director is to not only lead our facility team but also be an integral 
piece of your campus. While we recognize that many campuses have similar needs, our strength lies in 
our ability to identify and individually tailor programs to meet those unique needs and circumstances.  
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AFFILIATIONS 
 

WFF is affiliated with multiple educational industry organizations as well as several professional cleaning 
organizations.  
 
As members of these organizations, we connect with other professionals and learn the newest methods, 
systems and efficiencies. We regularly attend the annual shows and conferences. We ensure our 
technical knowledge and training is up-to-date. We stay ahead of all new technologies and trends in the 
industry. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Educational Organizations 
 

Professional Organizations 
 

Cleaning & Environmental Organizations 
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CORPORATE FINANCIAL INFORMATION 
 
Financial strength is critical to short-term and long-term success in most any business today. WFF 
Facility Services is on very solid ground from a financial perspective. 
 
We have a very successful 46-year track record of growth and profitability. We have excellent long-term 
banking and financial relationships, and possess both the cash flow and a sufficient line of credit that 
allows WFF to pursue any and all additional opportunities we decide to undertake. There would be no 
difficulty in absorbing your project into our successful and financially sound company. We have the 
professional competence, solid character and financial resources necessary to guarantee a successful 
partnership between our companies. 
 
Additionally, a sister division, Clean-Tech Company, is referred to in some of our financial statements 
and financial documents. The Clean-Tech Company is a St. Louis based commercial cleaning company 
that focuses on St. Louis area janitorial business. Clean-Tech was founded in 1964 and runs operationally 
separate from WFF Facility Services. The two companies share several backroom functions like 
accounting, human resources, safety and training, but each company has dedicated operational and 
sales teams that work specifically with their defined marketplace. 
 
If you require any further documentation about WFF Facility Services’ financial foundation, we would be 
happy to share that information. We are proud that our company has the financial capability to fully 
undertake any project we feel can develop into a strong partnership and when you work with WFF you 
will feel the difference working with a private, financially sound company. From the owner and senior 
management team to each director at every campus, WFF employs and empowers good stewards to 
make sure we deliver top-quality service and maximize the financial resources we control. 
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LEADERSHIP TEAM 
 
WFF’s leadership team manages some of the country’s best facilities teams and are truly passionate 
about what they do. Their strategic direction for WFF focuses on cultivating the best team members and 
systems, fostering true partnerships and utilizing the latest technology, within a cohesive learning 
environment. We are creating a workplace where our team members take responsibility and pride in 
quality performance.  
 
Our management teams are leaders who work to improve our efficiency and quality every day. They do 
not just work at WFF, they work on WFF to make us a better company. We understand that this is a 
service business and that the biggest component of that business is people.  
 
We believe that we have most dedicated and committed leaders in our industry. We are confident that 
our character and competence shine. We know that a good leader is critical in a quality service team. 
When you speak with some of our current partners, you will hear how effective our culture, selection 
and training is at making that happen. 
 
We hire leaders that are passionate about their role in the company and have the integrity and expertise 
to lead their team. Our leaders are flexible in their work and creative in their solutions.  
 
The following is our organization structure and brief biographies of the leadership team that will be 
responsible for working with NCPA. Our team will become an invaluable asset at your school. 
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EXECUTIVE PROFILES/RESUMES 
 

The WFF Executive Team is a strong, balanced blend of industry leaders whose exceptional knowledge 
and considerable experience strategically guide and support the delivery of long-term value. 
 

Jonathan J. Campbell | President 
jcampbell@wffservices.com | 314-324-8331 
  

Jonathan Campbell carries a strong personal commitment to service excellence and creating platforms 
where our ladies and gentlemen are valued and empowered. In his role, Jonathan enjoys close relationships 
with our customers and is a visible presence on all of our campuses. The strategic vision for WFF focuses on 
constantly adding value to the customers we serve and growing the business in a controlled manner with 
selected institutions that share common values and desire a true collaborative partnership.  
  

Prior to his current role, Jonathan worked with Ritz-Carlton Hotel Company for fourteen years. He became 
the youngest General Manager in the company’s history and won the Malcolm Baldridge Quality award in 
1992 and 1999. 
  

Jonathan is a graduate of Huddersfield University, earning a Bachelor of Science with Honors. 
 
Rodger Hollenbeck | Senior Vice President 
rhollenbeck@wffservices.com | 314-280-9796 
 

Rodger is a graduate of the University of Missouri and has over 25 years of executive management 
experience. He has been involved in custodial services for over 10 years where he held the positions of 
Operations Manager and General Manager. He also held positions of Vice President of Sales & Marketing as 
well as President and CEO of Albers Manufacturing where he was employed prior to joining WFF in 2009. 
Rodger’s success in business is attributed to his focus on customer service and establishing long-term 
partnerships with every customer. His leadership skills, ability to train and motivate people are the keys to 
his success. 
 

Rodger resides in Lake St. Louis when he is not visiting his schools and can be found on his sailboat or at the 
tennis courts. Rodger’s passion for life can be seen and felt when working around him and his ability to 
understand the custodial business and communicate it to every level of employee is a true gift. 
 
Dawn Moellering | Vice President of Finance 
dmoellering@wffservices.com | 314-652-2388 
 

Dawn Moellering was named Vice President of Finance at WFF Facility Services January 2020 after joining 
the company as Controller in 2015 and promoted to Director of Finance in May 2017. With a continued 
focus on providing quality business support and efficient processes, Dawn provides strategic leadership for 
the company’s business and finance functions, as well as management of its financial and capital resources. 
Dawn oversees budget and financial planning, business applications and support, procurement services, 
payroll, accounts payable and receivable, treasury management, variance analysis, and audit. 
 

Dawn has a Bachelor of Science degree in Accounting from the University of Missouri and a Master of 
Business Administration degree from Webster University. She has 25 years of diverse accounting experience 
in healthcare, scrap metal recycling, manufacturing and service industries. 
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Ricardo Moreno | Vice President of Human Resources 
rmoreno@wffservices.com | 314-652-2388 

  

Ricardo Moreno is the Vice President of Human Resources at WFF Facility Services. Ricardo’s responsibilities 
include oversight for the promulgation of WFF’s culture through mission and values, as well as talent 
acquisition and compliance. Our goal is to promote a safe, respectful and nurturing environment which 
fulfills and engages our team members. 
  

Ricardo has held human resources leadership roles for over 25 years in a variety of service related 
industries. These varied leadership experiences with organizations like Hyatt Hotels, Sea World/Busch, 
United Healthcare and others provide considerable depth to draw upon for the achievement of WFF’s goals.  
  

Ricardo is a native of Bogota, Colombia and where he received his Bachelor’s degree in Hotel Administration 
from El Centro Nacional de Hoteleria. 

 
Ken Gomulka | Senior Vice President of Operations 
kgomulka@wffservices.com | 954-299-6508 
 

Ken Gomulka is the Senior Vice President of Operations at WFF Facility Services. As Senior Vice President, 
Ken is responsible for WFF’s operations in the southern part of the United States. Ken and his operations 
team develop and implement strategies to increase productivity and performance in key areas, introduce 
new team members and partners to WFF’s unique legacy and invest in and maximize opportunities across 
the country. 

 

Ken is a graduate of Seton Hall University and has over 30 years of executive management experience. He 
has been involved in facility support services for over 25 years and brings to WFF successful leadership in 
facilities management, business development, contract administration and financial oversight. Ken has a 
proven track record of creating and motivating highly effective teams and achieving exceptional customer 
satisfaction and retention. 
 
Cheryl Stelter | Director of Safety and Risk Management 
cstelter@wffservices.com | 314-652-2388 
 

Cheryl has worked in manufacturing in both quality and EHS for over 25 years. She has extensive 
experience with industrial safety, worker’s compensation and design and delivery of OSHA training 
topics. Her focus is on illness and injury prevention in the workplace, as well as at home, and focuses on 
partnering with team members to identify hazards and risks, and the means to eliminate them or safely 
work around them. Cheryl has completed OSHA-30 hour training and continues to stay updated on 
specific safety and regulatory issues and concerns. 
 

WFF’s customized training and education materials center around proactive awareness and reinforcing 
behavioral habits. From key control and building access to indoor air quality and cleaning for health, 
Cheryl’s role supports enhancing the campus learning environment. Our team also views itself as an 
extension to our customers’ safety and emergency plans and understands the importance of the role 
our team members play in maintaining and supporting these plans. 
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MEET OUR EXPERTS 
 
 
Plant Operations and Maintenance 
Rick Briscoe 
 

Rick Briscoe is a member of the Facilities Management team at WFF Facility Services. In his role as 
Operations Director, Rick formulates initiatives supporting technical facility operations. He is utilized not 
only from a facility condition assessment approach but also from deliverables, defining key performance 
indices. He brings teaming and partnering focusing on energy conservation, sustainability and 
implementation of a variety of computer maintenance management systems. 
 
Rick has well over 30 years of continuous service within operations and maintenance, as well as the 
facilities management industry with his career covering a wide range of roles and responsibilities. Over 
those 30 years, he has grown his engineering skill set and capacity with positions at several top 
companies such as Daiken (largest worldwide manufacturer of HVAC equipment), Johnson Controls and 
Cushman & Wakefield. Rick has also been successful in a variety of vertical markets within the facilities 
management arena including higher education, healthcare, semiconductor, pharmaceutical, 
manufacturing, and construction management. Within these diverse markets he has authored FDA 
regulated SOP’s, co-written safety programs, and led industry training for new equipment and 
procedures creating best practices and establishing compliance standards. 

 
Grounds Expert 
Spin Martin 
 

One of the industry’s most experienced specialists on natural grass sports fields and Field Turf synthetic 
fields. Almost thirty years in the pro sports turf industry led to the successful completion of ten 
rewarding seasons as Head Groundskeeper of the Indianapolis Colts following five rewarding seasons as 
Head Groundskeeper for the Carolina Panthers. Worked 16 years under Bill Polian and previously held 
the position of Turf Specialist and Consultant to the NFL and Assistant to the noted natural turf specialist 
George Toma. Assisted in the preparation of the playing fields for 15 Super Bowls as well as two Pro 
Bowls and four American Bowl fields. Began career with nine years on the Kansas City Royals Grounds 
Crew. Mentored in agronomy by the world-renowned PGA agronomist, former Dr. James Watson, 
recipient of the PGA’s ϭϵϵϲ Prestigious Award.  
 

NFL Indianapolis 
Colts 

NFL Carolina 
Panthers 

Turf Specialist/Consultant 
NFL Groundcrew 

Kansas City Royals 

Head 
Groundskeeper 

Head 
Groundskeeper 

National Football League 
(NFL) 

Kansas City Royals 
Grounds Crew 
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Horticulturist 
Kathryn Earle 
 

Kathryn Earle is WFF’s Horticulturist based at The University of Tulsa and The Gilcrease Museum. She 
has degrees in Applied Science Landscape Design/Construction, 2012, and Associate in Arts, 2007, from 
Tulsa Community College. She is an ISA Certified Arborist, overseeing 3,000 plus trees on both 
properties. Since 2015, she has overseen a tree health plan for newly planted trees and the 
maintenance of trees planted during TU’s recent expansion as part of their Facilities and Landscape 
Masterplan. A key component of the TU Urban Forest is maintaining the Arbor Pro Tree Inventory 
software program. Kathryn also oversees, on both properties, the twice annual flowerbed installations, 
maintains the many shrub bed areas and has been designing and installing Monarch Waystations as part 
of TU’s sustainability program. In addition to her current position, she is a volunteer with Tulsa’s Up 
With Trees, a non-profit urban re-forestation and education organization and is the President of the 
Tulsa Area Daylily Society.   

 
Irrigation Specialist 
Jay Pruitt 
 

Jay Pruitt has 18 years of experience in the irrigation industry with a certification on Rainbird Maxicom 
Systems hardware and software, 10 years of experience with Rainbird pump stations, and 4 years of 
experience using Ethernet communications for primary and secondary communication. 

 
Custodial Expert 
Jason Watson 
 

Jason Watson is a member of the senior leadership team at WFF Facility Services. Jason has 27 years of 
industry experience and expertise in every facet of custodial services. His adaptable approach has 
allowed him to serve customers throughout the U.S., playing an instrumental part in identifying needs, 
and providing solutions in a wide variety of facilities and atmospheres, from major sporting venues to 
some of the most prestigious universities in the country. With a passion for learning, safety, and 
sustainable operations, Jason has led successful process improvement initiatives and developmental 
programs for industry leaders. 
 
Driven by continuous learning and practical application, Jason holds several industry designations such 
as RBSM, SFP, I.C.E., C.I.T.S., bringing credibility to the implementation of industry best practices.  
Jason joined WFF in January of 2009. As VP of Operations, he led the WFF team in obtaining national 
CIMS-GB with Honors designation, ensuring that our leaders are experts in standardized, sustainable 
service delivery to our business partners. From program design, start-up implementation, to ongoing 
consistent execution, Jason’s expertise, experience, and drive for excellence makes him a valuable part 
of the service solutions our organization provides. 
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MAINTENANCE EXPERIENCE OVERVIEW 
 

WFF Facility Services offers its clients a single point of contact for facilities operations and maintenance 
either through direct employment or through subcontract services. 

WFF’s facilities operations and maintenance services include: 

x Comprehensive Facilities Operations and Maintenance Services  
x Facilities Management Services  
x Maintenance and Repair Operations  

x Preventive Maintenance (PM) Programs 
x SchoolDude Software for Facility Management  

x Trade Personnel (Including Electricians, Operating Engineers, HVAC Technicians, Plumbers, 
Carpenters, Painters, etc.) 

x Project/Contract Management and Peer Review  
x Emergency Preparedness Planning  
x Inclement Weather/Natural Disaster Planning  

x Coordinated Facility Beautification Program  
x Improved Aesthetics Maintenance Program  
x Enhanced Buildings and Grounds Curb Appeal  

x Coordination, Supervision, and Confirmation of PM Work  
x Detailed and Extensive Building Assets Inventory  
x Work Order System  

x Preventive and Corrective Maintenance  
x Purchase Order and Inventory System   
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FACILITIES MANAGEMENT SERVICES 
 
INTRODUCTION 
 
It is widely recognized that operations and maintenance represent the greatest exposure in owning and 
operating a portfolio comprised of various types of facilities in a higher education environment. After 
review of various campus-wide assets coupled with the Facilities Condition Assessment in the RFP, WFF 
will take a systematic approach with different weighted components and classification techniques that 
uniquely incorporate NCPA’s perspective within an applicative method of applied indices. The accuracy, 
relevancy, and timeliness of a well-developed, user-friendly maintenance operation is critical to the 
success of any Facilities Management Program. It is becoming more common for detailed, facility-
specific operations and maintenance manuals to be updated adjusting to both budget and equipment 
specific needs. The goal is to effectively and efficiently support the life cycle of the facility by eliminating 
unplanned shutdowns and business interruptions that impact NCPA’s core educational mission and 
maximize the life span of all assets. 
 
A Facilities Management Program should be based on information, experience and expertise utilizing 
comprehensive facility operations and maintenance programs. During our site visits, WFF subject matter 
experts toured many buildings, spaces, and systems. We also listened to staff, faculty and teams that we 
encountered and are committed to a total comprehensive solution comprised of: 

x System-level Operations and Maintenance Information: 
o Physical descriptions 
o Functional descriptions 
o Safety procedures 
o Troubleshooting guidelines 

x Preventive Maintenance (Procedures and Schedules) 
x Planned or Programmed Maintenance (Facility Assessment Integrated Components) 
x Corrective Maintenance (Repair Requirements) 
x Parts Lists (Inventory Management) 
x Operation/Maintenance Significant Drawings 
x Equipment specific operations and maintenance information, organized into a 

vendor/manufacturer data library 
 
Within this architecture of applied disciplines, WFF will partner with NCPA stakeholders creating 
sustainable paths using latest technologies and accepted standards. One of these is the ISO 55000 Asset 
Management series. Since its adoption, the ISO 55000 Asset Management series bases developing, 
implementing and maintaining an asset management system with universal guidelines that benchmarks 
the life cycle. With these types of systems and the Facility Condition Indices, as provided, we can be 
proactive and forecast future physical needs, capital needs and functional needs. 
 
Our further partnership with NCPA creates sustainable operation road mapping. This process (concept, 
design, procure, construct, commission, operate, maintain, and decommission) provides the basis of an 
integrated facility management philosophy, while the operations and maintenance program provides a 
means to reduce operating costs and to ensure an environment conducive to learning. 
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MAINTENANCE PROGRAM 

With an aging portfolio, individual facilities with unique assets require a complete and extensive 
Maintenance Program. Central to the success of the Maintenance Program is preventive 
maintenance. Preventive maintenance consists of a series of maintenance requirements 
(maintenance best practices) that provide a basis for planning, scheduling, and executing scheduled 
maintenance. Historical data including planned versus corrective (Reliability Centered Maintenance) 
is utilized for the purpose of sustaining equipment life and to avoid any unplanned maintenance 
activity that impacts NCPA’s educational experience. These can be defined through the  maintenance 
program. Preventive maintenance includes a myriad of task oriented actions all carefully performed, 
reported, and adjusted throughout the asset’s life cycle. 
 
MAINTENANCE PLAN 

The purpose of a maintenance plan is to describe the best means to maximize equipment 
operational availability, while minimizing any impact to NCPA’s core objectives. Once developed, 
the maintenance plan will typically identify preventive maintenance task descriptions and 
schedules, troubleshooting, corrective maintenance task descriptions, spare parts identification, 
inventory, and any unique storage requirements.  
 
PREVENTIVE MAINTENANCE DATA 

Preventive maintenance data includes equipment tag information, procedures, safety impacts, 
replacement parts, special tools, lubrication requirements, service providers, warranty information. 
This data can be incorporated into system-level operation and maintenance manuals as well as the 
CMMS. 
 
CMMS applications typically support facility management needs associated with personnel, 
leasing, furniture, construction, equipment (including fleet vehicles), labor, spare parts inventory, 
preventive maintenance scheduling, work order generation, and associated costs tracking. The 
CMMS  products should have the ability to be tailored to owner-specific requirements including 
financial, energy, and mission oriented deliverables. 
 
OPERATIONS & MAINTENANCE MANUAL ;SOP͛sͿ 

Introduces the reader to the facility. Outlines the structure, content, how to use the manual, and 
includes a brief outline of the various systems covered. In addition, it contains a list of emergency 
contacts and a list of supplementary material available on the facility such as: 

x Design/Construction 
x Specifications Submittals File 

o Completion reports 
o as-built drawings materials  list 
o Certified tests and reports 
o Historical modifications and renewals 
o Safety procedures 
o Risk assessments 
o Energy based curtailment procedures 
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Safety Data: Safety hazards commonly associated with the operation of system/equipment applicable to 
the facility are identified and their prevention is discussed. 

Utility Systems: Discusses the various site utility systems that interface with the facility. These include 
water supply systems, sanitary waste, electrical, natural gas, communications, security, and storm water, 
etc. 

Energy and Demand Specific Operations: Discusses the various site systems that require specific 
operation, shut down, rotation, and or limitation due to outside conditions or unavailability of an energy 
source. 

Special Events (Graduation, Homecoming, and Freshman Orientation): Operations and maintenance of 
event spaces as needed for repetitive events including diagrammatic arrangements with specific use.  

Building Interior & Exterior: Includes housekeeping and general maintenance of the facility. The 
importance of conducting an annual inspection is discussed together with record keeping forms for 
conducting the inspections. 

Plumbing: Operations and maintenance of the domestic water and sanitary waste systems. 

Fire Protection: Operations and maintenance of the fire protection wet/dry pipe sprinkler systems. 

Heating, Ventilating & Air Conditioning (HVAC): Operations and maintenance of the building's HVAC 
systems, automated controls, refrigeration, exhaust, space heating, and central air systems. 

Fire Detection & Intrusion Alarms: Operations and maintenance of fire detection, intrusion detection, 
and alarm systems. 

Electrical: Operations and maintenance of power distribution equipment and backup/emergency 
electrical systems.  

Conveying Systems: General information and preventive maintenance for elevators, escalators, wheel 
chair lifts, conveyors, etc. 

Other Systems Based on Facility Requirements: General  information and preventive maintenance 
requirements for other systems and equipment not already identified. 

Operating Logs: General information and instructions for using maintenance log forms. 

Maintenance Charts: Maintenance charts include maintenance frequency checklists, maintenance 
summary, lamp replacement data sheet, equipment data sheets, recommended maintenance and service 
contacts. 

Manufacturers' Literature: Identifies manuals, cut sheets, etc., from equipment manufacturers that 
amplify information provided within the system-level operations and maintenance manual. 
Manufacturers' literature generally provides procedures to operate, maintain, troubleshoot, and repair 
specific items at the equipment level. This information is contained in a separate volume of binders, 
identified by facility/system, for easy reference. Specific material or complete documents can also be 
electronically scanned such as linking from the system-level manual. 
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OPERATIONS & MAINTENANCE MANUAL TECHNICAL CONTENT 

Description - System-Level: Description of the system and its purpose, how it operates, and any interfaces 
it may have. A table can provide overall system design criteria, i.e. flow, pressure, temperature, capacity, 
power requirements, etc. 

Operating Procedures - Controls/Start-up/Shutdown/Emergency Over-Ride/Seasonal Changeover: 
Operating instructions include equipment configurations for each mode of operation, e.g. valve 
positions, control settings, intended operating strategies, and break-in procedures. 

Problems and Solutions - Troubleshooting: System-level troubleshooting tables guide maintenance 
personnel, via fault tree analysis, in a sequential, step-by-step isolation of a system problem to identify 
faulty equipment. Typical malfunctions, tests, or inspections, and corrective actions or recommendations 
to correct malfunctions are included. 

Preventive Maintenance - Procedures/Intervals: Maintenance tasks are developed for equipment that 
comprises the system. Preventive and corrective maintenance are discussed. Scheduled intervals (e.g., 
daily, weekly, monthly, etc.) are determined and assigned to preventive maintenance tasks to maximize 
systems' run time, thereby reducing corrective maintenance tasks. 
 
Figures/Illustrations: Operations maintenance significant figures/illustrations should be included in the 
manual and referenced from the narrative text. Illustrations can provide the layout of the overall site-
campus/facility/floor down to systems/ equipment and area/room locations. They can be generated for 
operations and maintenance manual use from BIM/3D models and engineering drawings that are 
modified for ease of readability in the manual. They typically include the following: 
 

x Area floor plans with system/equipment tags and physical (room) locations identified. 
 

x Safety warnings and cautions regarding potential hazards, both to personnel and to 
equipment. Photographs of systems/equipment with identifying callouts. 

 

x Electrical schematics, piping diagrams, and air flow schematics provide equipment 
interconnections and are important for troubleshooting.  

 

x Valve schedules indicating valve number, location, type, size, normal position. 
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MAINTENANCE AND REPAIR OPERATIONS 
 
MAINTENANCE AND REPAIR OPERATIONS OVERVIEW 

x Assess the condition of the facility systems, structure, interiors, exteriors and grounds and 
perform necessary repairs.  

x Manage/oversee facility operations and maintenance of (hard) services. 
x Manage / oversee occupant (soft) services; custodial, parking, mail room, and moving services. 
x Develop specifications and performance requirements for services and select best resources. 
x Measure, manage, and plan for performance, efficiency, sustainability and mission-related 

expectations. 

 
PREVENTIVE MAINTENANCE PROGRAM 
 
There are two types of maintenance strategies employed by companies that rely on equipment – 
reactive maintenance and preventive maintenance. Reactive maintenance goes by the “if it isn’t broke, 
don’t fix it” motto, or (run to fail), both strategies gives the perception of saving money short term but 
often ends up costing substantially more in the long run. Preventive maintenance, on the other hand, is 
a carefully designed maintenance program making data driven decisions where maintenance tasks are 
performed routinely to avoid larger, costly fixes down the line. 
 
Many asset managers in higher education have recognized the benefits of preventive maintenance and 
are now turning to preventive maintenance software (CMMS) for ongoing equipment upkeep. Here is a 
look at the top reasons why preventive maintenance is a much better alternative to reactive 
maintenance. 
 
Companies that rely solely on reactive maintenance are essentially waiting for a problem to happen, and 
this can often be a very costly move. Unplanned downtime can result in idle team members, halting the 
production line, missed deadlines, and – for property managers of hotels, resorts, school campuses and 
other consumer facing industries – long-term damage to their brand. An unexpected failure can also 
mean having to pay technicians overtime and having to pay out extra money for overnight delivery of 
parts. A preventive maintenance program is meant to avoid these problems through long-term 
maintenance tasks that are planned for using CMMS software. 
 
A preventive maintenance plan can save  money because efforts will be focused on preventing 
equipment failure rather than responding to emergencies, and preventive maintenance is usually much 
cheaper and faster than big fixes. Maintenance managers can use CMMS software to set up a 
maintenance program, which simplifies the transition from reactive to preventive maintenance and is 
also very cost effective. 
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INCREASED EQUIPMENT EFFICIENCY 
 
CMMS software can help plan routine maintenance such as inspections, oil and fluid changes, part 
replacements and more. These little fixes can help equipment to run much more efficiently. In turn, you 
will benefit from fuel and energy savings because equipment will be running at peak performance. 
 
While almost all maintenance tasks require some equipment downtime, a preventive maintenance 
program can decrease and optimize that downtime. For example, you don't experience unexpected 
downtime as much as if they were to rely solely on reactive maintenance. CMMS software can also be 
used to pre-plan maintenance tasks at optimal times so the downtime experienced is less troublesome. 
Decreasing equipment downtime is a benefit that saves time in maintenance and day-to-day operations. 
 
When equipment isn’t working in optimal condition, it creates many hazards, unsafe working conditions 
and even emergency situations where workers are injured. Preventive maintenance improves the safety 
of equipment and therefore the safety of workers resulting in fewer on the job injuries and accidents. 
 
CONSERVATION OF ASSETS 
 
Most equipment these days is certainly not inexpensive, but the better you care for your equipment, the 
longer it will last. Preventive maintenance will prolong the life of equipment, so you can get more hours 
out of the equipment, resulting in reduced costs and increased savings. 
 
The numerous benefits of preventive maintenance have caused many maintenance managers to shift 
from reactive maintenance to a regular, routine preventive maintenance plan meant to prevent 
problems and optimize equipment. Today's CMMS software helps facilitate preventive maintenance by 
helping schedule maintenance tasks and keep organized records of all inspections and fixes. Preventive 
maintenance is the best option for universities that want to succeed long term, and therefore 
understand that they need a long-term plan for proper equipment upkeep. 
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CORRECTIVE MAINTENANCE 
 
Corrective maintenance is a maintenance task performed to identify, isolate, and rectify a fault so that 
the failed equipment, machine, or asset can be restored to an operational condition within the 
tolerances or limits established for in-service operations which enables it to perform its intended 
function.  Within this parameter, three unique definable types exist: 
 
Planned or Programmed Maintenance 

x Includes those maintenance tasks whose cycle exceeds one year. Examples of planned 
or programmed maintenance are painting, flood coating of roofs, overlays and seal 
coating of roads and parking lots, multi-year conformance tests required by outside 
agencies, pigging of constricted utility lines and similar functions.  

 
Emergency Maintenance  

x Unscheduled work that requires immediate action to restore services, to remove 
problems that could interrupt activities, or to protect life and property.  

  
Unscheduled/Unplanned Maintenance 

x Reactive and non-emergency corrective work activities that occur in the current budget 
cycle or annual program. Activities may range from unplanned maintenance of a 
nuisance nature requiring low levels of skill for correction, to non-emergency tasks 
involving a moderate to major repair or correction requiring skilled labor. 

 
Although the importance that is industry defined as “Preventive” preserves and ensures full life of 
assets, quick responsive actions deriving from corrective maintenance provides the stable foundation 
that minimizes impact of the resource. 
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PROJECT MANAGEMENT SERVICES 
 
WFF Facilities Services has the capability to provide project management services which specialize in 
delivering customization to your campus no matter the scope, size or complexity. WFF Team Facility 
Managers and Subject Matter Experts, play a significant role throughout the entirety of a project 
beginning with the incipient stages of planning, design, scope and schedule development through final 
successful completion.  
 
Project planning and management are core skills necessary to perform in a facility management role. 
These skills are particularly important because of the wide range of projects and responsibilities 
assigned to any facility organization. Projects vary in scope, complexity, duration and financial risk.  
 
Our WFF Facilities Team will provide and deliver proper management, execution, and control of projects 
to ensure our customer, key stakeholders, shareholders, and key personnel financial surety and success 
of your operational investments.  
 

x Project tasks are planned and coordinated so that: 
o Schedules are fully communicated with all key stakeholders, shareholders and key 

personnel maintained for critical timeliness. 
o Tasks are performed when scheduled by the people assigned. 
o Work is performed by appropriately qualified staff or others. 
o Potential Interruptions to Business Operations are investigated, minimalized and 

prevented.    
o Rework and downtime are reduced/eliminated. 

x On-site inspections occur as needed. 
x Project team meetings occur as needed. 
x Project Documents, shop drawings are reviewed for accuracy and detail allowing for timely 

modifications if needed. 
x Work in progress and work completed are compared to project documents and specifications to 

adhere and comply with schedules. 
x Commissioning and witness testing are properly scheduled and conducted. 
x Steps needed to ensure rights under warranties are maintained and in place. 
x Performance is tracked, and corrective action taken as required. 
x Modifications to plans are identified, communicated, documented and approved prior to further 

action. 
x The risk management plan is reviewed and updated regularly. 
x Project costs are tracked and controlled. 
x Payments are reviewed and approved. 
x Final inspection is conducted for surety and compliance of project scope. 
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DUDE INTELLIGENCE 
 
Actionable Insight into your Operations 
Dude Intelligence is the only business intelligence (BI) tool that puts the collective wisdom of nearly 
10,000 operations teams at your fingertips. By delivering actionable insight across your operations – 
from the boardroom to the boiler room – Dude Intelligence empowers you, your teams and your 
organization to reach their full potential. 
 

Challenge 
Today’s operations professionals face an unprecedented array of challenges. With bigger goals, smaller 
budgets and growing scrutiny over results, it’s never been more important to have visibility into how 
you’re doing and be armed with a well-informed plan for improvement. 
 

Solution 
Dude Intelligence gives you that power. Combining a powerful, industry-specific BI dashboard with the 
world’s largest database of user-driven operations transactions, Dude Intelligence delivers actionable 
insight into the broad range of tasks and priorities you manage on a daily basis. 
 

What Is Dude Intelligence? 
Dude Intelligence is a revolutionary business intelligence solution that combines powerful key 
performance indicators (KPIs), reporting tools, and operations dashboards that leverage the experience 
and data of thousands of clients across multiple industries. The result is a unique intelligence platform 
that empowers you to analyze your performance, compare it against that of your top-performing peers, 
and get your own custom blueprint for improvement. 
 

Benefits 
• Showcase the impact you’re making at your institution and community 
• Justify staff, resources, customer service, responsiveness and team productivity 
• Highlight successes as well as opportunities for improvement 
• Tap into the operational best practices of your peers 
• Leverage the full power of the Dude Solutions platform, today and in the future 
 

Manage 
• Execute, monitor and maintain assets and workflow 
• Capture operations data across multiple sources and locations 
• Support processes that best drive operational efficiency 
 

Analyze 
• Transform data from across your applications into knowledge 
• Benchmark your performance against that of your peers 
• Spot trends and drill down into root-cause analysis 
 

Improve 
• Develop action plans for improvement while automating core processes 
• Deliver tasks and information directly to users 
• Ensure process changes are implemented and refined as needed 
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Mobile Applications 
x Increase motivation efforts of the team, awareness of accountability of individual and team 

performances, and the ability to work tickets directly from mobile devices 
x Increase productivity by tracking time tasks and reduce travel time to productive tool usage and 

equipment attention time. 

 

 
 
Reporting 

x Reports can be customized and created per the scrutiny and needs of the end user 
x Budgets, transactions, costs and more translated into graphs 
x Ability to translate reports into other programs such as PDF or Excel 

 

Managing Inventory and Purchasing 
Program Inventory Management to track all inventory and streamline the process of requesting, 
ordering, tracking supplies and tools, and allocation of supplies to future work requests and orders. 
 
 
Benefits 

x Implement central Inventory management efficiencies 
while eliminating paper forms and antiquated stock 
management 

x Revenue savings with automatic request routing and 
inventory management 

x Eliminate unnecessary shelf items and reduce unused 
inventory 

x Track inventory to reduce shrinkage 
x Accountability of inventory through audit trail 

reporting 
x Auto assignment of supplies to work requests  
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Communication 
x Online requests for inventory and supplies 
x Automatically email requestors, request receipts, provide notifications of approved, denied, and 

back order status 
x With a mobile handheld device, transaction report of receipt, issue, and other tasks are 

accomplished 

Productivity 
x Inventory items managed by category types 
x Inventory is issued to location, person, project or via work order 
x Full integration with Preventive Maintenance (CMMS) module for tracking of inventory items 

required for Preventive Maintenance Tasks 

Budget 
x All material transactions including receipts, returns, or adjustments are tracked 
x Stock Pools are assigned to generate low and replenish alarms as needed 
x Cycle count adjustments and tracking to determine why changes happen in re- inventories 
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Evolution of Operations and Maintenance 
 
Regardless of where we assume a facilities operation, there is always room for improvement. The 
following chart illustrates how WFF can measure, analyze, and improve performance in a physical plant. 
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LANDSCAPING EXPERIENCE OVERVIEW 
 

WFF knows you only have one chance to make a good impression. Several prominent surveys or 
prospective students and parents have validated the importance of a well maintained and presented 
campus grounds in selection decisions. Our professionally trained ground staff along with our proven 
management systems can enhance your campus experience by maintaining aesthetically pleasing and 
thriving landscapes. Knowing how the new “campus perimeter path” and new stadium have attracted 
tremendous amounts of additional people to campus, WFF’s goal is to continue to enhance curb appeal 
while conserving resources. 

WFF grounds management services include: 

x Athletic Field Management  
x Color Coordinated Campus Management Programs 
x Coordinated Facility Beautification Program  

x Improved Aesthetics Maintenance Program 
x Enhanced Buildings and Grounds Curb Appeal 

x ArborPro Software for Landscaping Maintenance 
x Maxicom Software for Irrigation System Management 
x Equipment & Organic Product  
x Grounds & Parking Lot Policing 
x Inclement Weather Action Plans Equipment 
x Pest Management Programs 
x Landscape Design 
x Landscape Management  
x Mowing Schedules  
x Ornamental Plant Maintenance  
x Perennial & Seasonal Color Management  
x Turf & Athletic Field Management 
x Safety & Trades Training Programs 
x Sustainable Grounds Management Programs 
x Weed Abatement   
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CUSTODIAL EXPERIENCE OVERVIEW 

WFF Facility Services will meet or exceed the cleaning specifications for NCPA’s members by providing a 
comprehensive cleaning program tailored to NCPA’s member’s specific needs. Please see the list below 
for all custodial cleaning services included in our program. 

x Standard Cleaning, Restroom Cleaning & Sanitation  
x Day Porters & Attendants  
x Carpet Care  
x Floor Maintenance  
x Light Fixtures 
x Post Construction Clean-Up  
x Quality Assurance and Reporting 
x Green Cleaning Program  

x Standardized Sustainable Cleaning Processes and Procedures  
x Certified Sustainable Chemicals Products, Tools, and Equipment  
x Custodial and Sustainability Effectiveness Assessments  
x Continuous Improvement Training for All Team Members  
x Implementation Strategies and Experience-Based Best Practices  
x Experienced, Invested, Interested, and Accountable Management  
x Recycling Programs  
x Appropriate Documentation, Tracking, and Auditing  
x Procedural Posters, Educational Materials and Visual Aids  
x Eligible for LEED-EB Operations and Maintenance Certification Points: Meets Green 

Cleaning Pre-Requisite  
x Guaranteed Program Cost  
x Outstanding On-Site Management  
x Expert Local, Regional, and Division Operations Support  
x Enhanced Productivity  
x Improved Quality and Safety  
x State-of-the-Art Tools and Equipment  

 
 





 
VENDOR PROFILE continued TAB 4 

45 wffservices.com 

CIMS / CERTIFICATIONS 
 
 
 
 
 
 
 
 
 
 
 
WFF Facility Services is a CIMS certified contractor. These certifications lead to improved efficiency, 
greater customer satisfaction and an overall better quality of service. Implementation of the signature 
framework establishes WFF as a highly-recognized, customer-focused cleaning organization.  
 
To earn certification, we underwent a comprehensive and rigorous independent assessment by ISSA. 
This affirmed our delivery of consistent, quality service and that we are committed to efficient 
operations and continuous improvement. CIMS certification is the gold standard within our industry.  
 
CIMS certification is based upon six quality principles that are in alignment with our own company 
principles: HUMAN RESOURCES, MANAGEMENT COMMITMENT, SERVICE DELIVERY, HEALTH, SAFETY & 
ENVIRONMENTAL, STEWARDSHIP, GREEN BUILDING  
 
In addition, WFF Facility Services is partnered with several campuses with LEED Certified buildings. 
Below is a list of a few of our current clients with LEED Certified facilities: 
 

Coppin State University *LEED Certified 
   (Serviced by WFF Division) 
Baltimore, Maryland  
900,000 Square Feet / Partnership Since 2011 

Seattle University *LEED Certified 
   (Serviced by WFF Division) 
Seattle, Washington 
979,000 Square Feet / Partnership Since 1991 

Harris-Stowe State University *LEED Certified 
   (Serviced by Clean-Tech Division) 
Saint Louis, Missouri 
309,000 Square Feet / Partnership Since 2006 

Heartland Community College *LEED Certified 
   (Serviced by WFF Division) 
Normal, Illinois 
505,000 Square Feet  / Partnership Since 2011 
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TRANSITION PLAN 
 
There is a great benefit to NCPA, if WFF is fortunate to be selected as its Integrated Facilities Services 
partner. 

 
As WFF strives to add value and refine the efficiency and effectiveness of the facilities program at NCPA, 
we will invest additional regional and corporate resources, to implement the new technologies, 
processes and equipment that has been designed for the NCPA member’s facilities. Members of our 
regional operations team, along with key corporate support staff will participate in the training and 
education of our on-site team, as new techniques are introduced. NCPA is a significantly important 
customer to WFF. As such, no resources or effort will be spared in maintaining NCPA’s members. 

 
Upon award, WFF will work closely with NCPA’s member’s transitioning team to absorb their 
institutional knowledge, while respectfully strengthening systems and procedures with our own 
protocols and best practices. Establishing trust is critical in creating an environment where change and 
continuous improvement is embraced. We believe WFF’s existing relationships and aligned values 
structure provides us a unique advantage in this regard. The facilities program will review and enhance 
work plans, job descriptions, service line specifications, CMMS utilization and communication tools, to 
achieve the outcomes desired by NCPA. Should any personnel turnover occur, we believe our knowledge 
of the education market and established local & regional relationships provide a great benefit, combined 
with external resources that can be assigned to accommodate any short-term needs. 
 
On the following pages are samples of our standard transition plan and all the steps required for a 
successful implementation. WFF takes careful steps to ensure our project start-up is a streamlined and 
efficient process with minimal disruption to the campus. Our management team commits tremendous 
effort to ensure each partner’s experience reflects what was expected when awarding WFF the contract 
- a first-class, professional, worry free operation.  
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Four-Step Transition Plan 
x Facility Tour/Project Scope:  We fully understand the scope and specifications of each project before 

we supply a bid. We tour and inspect every building on campus, confirm the measurements, review 
assets, observe the current conditions and then construct a detailed file and budget for the project. 

x Contract Award:  When awarded a contract, we begin a strategic and programmatic process in 
preparation for assuming service responsibility. Our Transition team will visit the campus and meet 
with key contacts. We will utilize our templates to collaborate and design a specific and 
comprehensive transition plan with the customer. 

x 30 to 60-Day Pre-Start:  Between Thirty and Sixty days before every start we have a detailed and 
written plan for every member involved on our transition team. We use a time-tested successful 
process to ensure “Start Day” and the change from one team to the new WFF team is transparent to 
your campus.  

x Start/Learn/Improve:  When we start a new job, we ensure the change is seamless. Like any human 
business, there is a learning curve that accompanies every start up, but WFF invests in a systematic 
process to remove unknowns, anticipate issues and expedite the journey to full competence. 

 
Due to our focus on the education market, WFF has excellent insight into the college and university 
environment. WFF realizes that changing a facilities team on a campus is an extremely involved and 
impactful decision. WFF’s combination of campus experience, strong relationships, aligned values and 
extensive experience within the higher education market across the country ensures we minimize the 
uncertainty and potential negative impacts that may exist. 
 
Knowing you have put considerable time and money into making this change, WFF also heavily invests in 
our start-up to ensure our first impression is positive. We will make a significant financial investment in 
starting the project successfully. Many of our competitors charge start-up costs in a separate line item 
as a contract begins. Not WFF. We include every piece of equipment, technology, managerial salaries 
and all start-up related costs in our proposal price. Support resources involved are charged to corporate 
overheads and not the Institution. 
 
While the investment mentioned above might be a relatively large sum of money, it is absolutely 
necessary in fulfilling our partners’ goals and creating a caring transition for NCPA’s members. WFF is 
fortunate to have the financial ability as well as the professional capabilities to make the investment to 
ensure a successful transition. 
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CUSTOMER SATISFACTION 
 
WFF measures quality, we develop an improvement plan, and then implement the plan. It is a 
continuous loop WFF utilizes in making sure our customer is satisfied with the service we provide. One 
of our most effective tools in assuring customer satisfaction is having a pro-active director. By 
continually walking buildings and visually inspecting results and talking with building occupants, our 
director truly gets a feel for how well we are performing, pro-actively. Further, through the selection 
and training of our team members we are also able to create trusted bonds with faculty, staff and 
students to facilitate immediate communication of requests or concerns, resulting in expedient 
resolution. 
 
Internally, we use our quality assurance programs, SchoolDude and GoSpotCheck, to conduct monthly 
inspections. This data is entered into our computerized system and we provide a business value review 
to our main contract administrator. This report provides an internal viewpoint of the effectiveness of 
our service that is shared with our client. We also have the capability of allowing the campus community 
to submit requests or deficiencies and tracks scheduling and completion time frames.  
 
Externally, we work with our customers to design surveys in facilities, landscaping, and custodial 
operations to solicit feedback from faculty, staff and students. These surveys are coordinated with our 
clients, regarding frequency and content. The survey questions can easily be customized to ensure we 
are capturing relevant and timely data. When the results have been compiled, WFF will analyze and 
assess the results and share them with our client. We develop any necessary plans for improvement and 
recognize our team for excellence. Ultimately the success of a customer satisfaction program is based 
upon selecting individuals with the right character and service orientation, setting expectations aligned 
to the account, team members believing in the goals, and the team delivering consistent results on a 
daily basis. 
 
Customer satisfaction is accomplished by establishing a process to measure client satisfaction in various 
ways. Surveys, interviews and customer forums are utilized to gauge quality, service, timeliness, and 
follow up.  
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CUSTOMER SATISFACTION 
 
Customer relations training is a process, not an event. One training session will not have the impact 
necessary to affect long-term results. WFF understands that long-term, permanent change and team 
member buy-in is a result of regular quality training sessions, combined with daily reinforcement by the 
on-site managers. Ultimately the success of a customer satisfaction program is based upon selecting 
individuals with the right character and service orientation, setting expectations aligned to the 
university, team members believing in the goals, and the team delivering consistent results on a daily 
basis. 
 

We train every team member on the following customer relations points: 

x Every WFF team member impacts customer satisfaction scores. Perception becomes reality. If their 
individual appearance is clean and properly uniformed and they smile as they work, people will have 
favorable feelings towards the WFF team. 

x Visitors and guest experiences are just as important as the students. Just because a person is not 
someone you recognize, be polite and professional. 

x If we do not inspect our work, the faculty, students and visitors definitely will. It is our job to make 
sure facilities are clean, orderly and have a good appearance every day. 

x We are not only judged on our cleaning, but also how people perceive us. Perception can be often 
just as important as the quality of the service we deliver. From past feedback, we believe WFF has 
represented the community well. 
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SUSTAINABILITY 
 
WFF’s commitment to the environment goes far beyond a policy statement or a glossy marketing 
brochure. We partner and extend the standard scope of services in supplemental areas consistent with 
the ground breaking pioneering work by the Sustainable Endowments Institute.  WFF and partnering 
institutions have evolved concentrating the measurable results as mirrored by the initial findings.  
Together we can weave into our daily practices and operating procedures an approach designed to 
focus opportunities and initiatives consistent to those that adds value to your sustainability goals. 

 
Our approach to the environment, much like our approach to business, is one of partnership. In business 
it is between WFF and our customer, and in the green sense between each WFF team member and our 
environment. By working with students, faculty and staff, we impact the changes necessary to make a 
difference. From involvement in environmental campaigns, to development of campus wide 
temperature policies, we take care of our environment – it’s just the right thing to do. 

 
 
We emphasize commitment to the world in which we live through such actions as: 

x Environmental education and training for our team members 
x Compliance with environmental laws and regulations 
x Reducing consumption of raw materials and energy 
x Being a catalyst for environmental issues with the schools 
x Analyzing of waste streaming  
x Biodiversity 
x Resource efficiency and waste 
x Water conservation 
x Sustainable construction and renovation 

 

Additional services of scope can also include providing services maintaining Climate Action Plans, 
Greenhouse Gas Inventories, Carbon Footprint Analysis, Environmental Management Systems at 
Colleges and Universities Benchmark Surveys, and newly developed initiatives and trends. 

 
WFF is aggressive in protecting the environment. From the operation and management of a wide 
portfolio of institutional clients, to the equipment we use daily, WFF goes green, whenever and 
wherever possible contributing to your green mission. 
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SUSTAINABILITY COMMITMENT PLAN 
AND MAINTENANCE POLICY 
 
Objective 
WFF Facility Services is committed to reducing exposure of building occupants and personnel to 
potentially hazardous cleaning chemicals and custodial contaminants that adversely impact air quality, 
occupant well-being, and the environment. It is our intent to create and follow green cleaning guidelines 
by means of training, supervision, tracking and recording the impact of chemicals used. 
 

Implementation 
To meet this objective, operations staff and building tenants are contractually required to comply 
with the following comprehensive green cleaning plan, as follows: 
 

x Use Only Green Seal GS-37 Approved Products - The standard available at www.greenseal.org 
establishes environmental requirements for industrial and institutional general-purpose, bathroom, 
and glass cleaners. GreenSeal provides a list of cleaning products whose criteria are evaluated based 
upon the GS-37 standard. These products and manufacturers are listed on the GreenSeal website 
www.gfeenseal.org and are approved for use under this policy. In addition to GS-37, we are also 
governed by GS-40 (floor care products for industrial and institutional use), GS-34 (degreasing agents 
for industrial and institutional use), and GS-53 (specialty cleaning products for industrial and 
institutional use). 

x Use Concentrated Products and Mixing Stations - Concentrated cleaning products should be utilized 
when available. Utilize mixing stations that precisely mix the dilutions of concentrated products. 
Follow the manufacturer's instructions, and do not overuse concentrated chemicals. 

x Avoid The Use of Prohibited Chemicals - The Janitorial Products Pollution Prevention Project, located 
at www.wrppn.org/Janitorial/tools/riskevaluation.htm, lists a number of high risk chemicals and 
products that should not be used due to health, safety and environmental risks to users and building 
occupants. In the event that a cleaning fluid is necessary, and is not covered by GreenSeal GS-37, 
operations staff must demonstrate that the product meets the California Code of Regulations for low-
VOC cleaning products prior to use. 

x Provide Education to Operations Staff and Building Occupants - Educate operations staff (including 
administrative procurement staff) and occupants on the reference standards described above. 
Education shall consist of "show me" training through one-on-one training and/or meetings including 
The WFF Way (high performance green cleaning program) and The Training Path to Success (described 
in our training section). Education must occur at the outset of employment with periodic retraining as 
necessary through meetings and/or memos. Product vendors are required to provide training for their 
environmentally preferable products to ensure that the proper procedures are communicated to 
operations staff. Building management can arrange training (in English or Spanish) at no cost through 
some material suppliers. If you are interested in this please contact us. 
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Tracking 
Prior to purchasing cleaning supplies, chemicals and equipment, a list of proposed items to be 
purchased and used in the building along with their SDS sheets and GreenSeal certifications must be 
turned in to building management for pre-approval to insure we are LEED compliant. After cleaning 
operations are established, maintain records of all purchases, maintenance and inspections of all 
cleaning fluid and housekeeping supplies used. Keep training records for each team member that track 
the topics covered, defines roles and responsibilities, and notes areas of non-compliance, and corrective 
action if required. These records can be used in scheduling workers to ensure that everyone is properly 
trained before he or she is assigned to any task. Copies of training records, equipment logs and purchase 
logs are to be turned in to building management for review. 
 
WFF has achieved the CIMS EB designation, with Honors, through ISSA to validate its processes and 
systems pertaining to sustainability and environmental protection. 
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STRATEGY FOR MEETING 
GREEN CLEANING REQUIREMENTS 
 
As your custodial services provider, WFF will take a leadership role in helping you achieve the 
points for LEED certification in the areas that we can impact. 
 
WFF will work closely to assist you in achieving the points in the following categories: 
 
x LEED-EB Credit 5.1 – Occupant Recycling 

x LEED-EB IEQ-3.5 – Entryway Systems 

x LEED-EB – MR 2 – Waste Stream Audit 
 
WFF has worked closely with Diversey to provide the necessary products and services related to green 
cleaning/LEEDs.  
 
Upon request, we can provide additional attachments that specifically discuss the process we will follow 
to assess and implement our Green Cleaning Policies.  
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GREEN CLEANING EQUIPMENT, SUPPLIES & METHODS 
 
SUSTAINABLE PLANT MAINTENANCE SUPPORTING OUR PARTNERS͛ INITIATIVES 
 
Today, more than ever, institutions are constantly seeking to implement best practices to help 
reduce their carbon footprint and reduce energy costs. As your partner, we would support your 
efforts and work closely with you to achieve your goals. Some of the technology and strategies 
we currently support: 
 

x Alternative Energy Production 
o Hydroelectric 
o Solar 
o Geothermal 
o Biomass 

x Energy Efficient LED Lighting 
x Heating/Cooling Policy 
x Daylighting 
x Reflective White Roofs and Green 

Roofs 
x LEED Certifications 
x Alternative Fuel Vehicles 
x Water Conservation 
x Rainwater Harvesting 
x Occupancy Sensor Lighting Controls 
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LICENSES & PERMITS 
 
WFF Facility Services fully complies and abides by all local, city, county, state and federal laws and 
regulations. We have all required business licenses or other certificates required to conduct business in 
every location that we provide service and have team members. 
 
Below you will see our certificate of good standing from the State of Missouri. If any further information 
is required, please do not hesitate to contact us. 
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PRODUCTS AND SERVICES / SCOPE
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PANDEMIC PLAN ʹ RE-OCCUPANCY & CONTINUOUS DISINFECTION 

 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

72 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

73 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

74 wffservices.com 

dk



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

75 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

76 wffservices.com 

 
 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

77 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

78 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

79 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

80 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

81 wffservices.com 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

82 wffservices.com 

 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

83 wffservices.com 

QUALITY ASSURANCE PROGRAM 
 
Facilities Management 
 
WFF’s goal is to provide our customers with a professional quality service that incorporates best 
practices from the industry while taking into consideration customer needs and realities. Our customers 
do not need the burden of having to oversee our operations and performance. Our systems and 
processes are structured to ensure a proactive assessment of our programs and provide our clients 
access to core KPI’s and metrics to evaluate efficiency and effectiveness, not only on their campus but 
against industry best practices. During the transition process a base line is established along with 
improvement plans, service deliverables and measurements all based on customer expectations.  
 
Quality Assurance (QA) for Plant Operations and Maintenance is accomplished through site/equipment 
audits and client satisfaction surveys. Internal QA is checked through a variety of processes to include a 
daily rounds routine to inspect mechanical rooms daily in order to identify any issues with 
mechanical/electrical assets. In addition, a minimum of 10% of completed preventive and corrective 
work orders will be inspected each month to assure they were completed properly. As covered in the 
earlier section, our CMMS platform creates the data repository to allow for analysis and review. 
 
WFF utilizes principles from ISO, Lean and other performance improvement systems to maximize 
efficiency, control costs, and encourage respect and professional development of the team member. 
Process improvement metrics are established and benchmarked with other WFF facilities and industry 
standards and then adjusted to account for local factors as applicable. Corporate support resources 
constantly research better practices in regards to safety, equipment, service standards and work 
procedures  
 
Program Compliance (PC) is the WFF account level program which ensures all key aspects of the 
program are in place and being used.  It also acts as an audit tool for Corporate Subject Matter Experts 
to use when certifying and re-certifying all accounts. WFF’s policy is to establish formal Key Performance 
Indicators (KPIs) that are the agreed upon metrics of the contract. KPIs revolve around customer specific 
requirements and expectations usually including: 1) people 2) financial 3) service and 4) safety. Quality 
service and performance reporting, tailored to customer’s needs, is established based on agreed upon 
Key Performance Indicators (KPIs) utilizing Dashboard technology. Daily, weekly and monthly quality, 
service, productivity and performance reporting, tailored to the customer’s needs, is established based 
on agreed upon Key Performance Indicators (KPIs) utilizing dashboard technology. External QA is 
accomplished by establishing a process to measure client satisfaction in various ways. Surveys, 
interviews and customer forums are utilized to gauge quality, service, timeliness, attitude of technician, 
and follow up. 
 
WFF’s governance program includes an ongoing management and communication strategy of the client 
relationship from a tactical and strategic point of view. Includes weekly, monthly, quarterly and annual 
meetings, with various levels of each organization, each with a specific agenda and attendee list in order 
to assure alignment of goals and objectives at all levels. 
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Landscaping & Custodial 
 
WFF utilizes a comprehensive, cloud-based, program called GoSpotCheck for the custodial and grounds 
program. It not only ensures contract compliance, but directs on-going training with our team, 
equipment evaluation and provides measurement for team member recognition programs.  
 
 
 
 
 
 
 
 

 
 
x The GoSpotCheck inspection program is accessible by all levels of our organization and by your 

team. 

x WFF’s QA program requires that inspections are performed at multiple levels of the organization 
and also encourages customer participation to ensure alignment in interpretation. 

x GoSpotCheck software allows our customers to submit requests or communicate defects 
electronically. It even allows photographs to be transmitted to ensure effective interpretation. 

x WFF’s custodial QA program will be customized based on collaboration with the Facilities 
Department to establish acceptable scores in each category. Reports will be designed to detail 
performance and highlight any areas of concern, or excellence. 

x When a defect is identified, it is corrected and the on-site leadership and regional operations 
team construct a training plan to address the issue to avoid reoccurrence. This plan may involve 
individualized coaching, group training sessions, and equipment evaluation. Subsequent 
inspections track resolution of the deficiency and sustained improved quality. It ensures pro-
activity and continuous improvement. 

x Protocols are established as part of WFF’s quality assurance program and pre-designed reports can 
be customized following input from our partner and generated automatically. 

x WFF’s business value review also provides a recap of the QA trend analysis, along with an action 
plan associated, with time frame. 

x Should WFF be awarded the facilities program, GoSpotCheck will be utilized to construct the 
appropriate inspection templates necessary to measure and enhance quality outcomes within 
this discipline. 
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KEY PERFORMANCE INDICATORS 
 

The majority of WFF’s current partners are performance-based contracts. A performance contract is 
about buying performance, not transactional goods and services. Performance based contracts is a 
support strategy that places primary emphasis on optimizing system support to meet the needs of the 
user. Performance based contracts delineate outcome performance goals or expectations, and focuses 
on developing strategic performance metrics or key performance indicators that directly relate to 
performance against these metrics.  

 
The establishment of mutually agreed upon KPI’s are an important component to any facility 
management operation. These indicators should be a true reflection on what the ultimate goal is of the 
service delivery and support our partner’s mission and values. Below are some examples of KPI’s we 
currently use with some partners: 
 

x Total overall work orders 
x Open work orders 
x Training hours 
x Safety (incidents/lost time incidents) 
x GoSpotCheck audit scoring 
x Maintaining agreed upon APPA level by building  
x Average completion time (based on priority) 
x Work orders issued from campus and WFF personnel (determines proactiveness of 

team) 
x Call backs  

 
WFF’s goal is to provide our customers with a professional quality service that incorporates best 
practices from the industry while taking into consideration customer needs and realities. Our customers 
do not need the burden of having to oversee our operations and performance. Our systems and 
processes are structured to ensure a proactive assessment of our programs and provide our clients 
access to core KPI’s and metrics to evaluate efficiency and effectiveness, not only on their campus but 
against industry best practices. During the transition process a base line is established along with 
improvement plans, service deliverables and measurements all based on customer expectations. 

 
We can customize reports to the established KPI’s and any additional measures desired. In addition, 
WFF will incorporate these measurements in the Business Value Review to transparently show our 
ability to perform the scope of work.  
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PERFORMANCE REVIEW / BUSINESS VALUE REVIEW 
 
WFF will provide a customized business value review to our partner. Not only does the report provide 
valuable information to Administration, it allows our team to look above the tree line and identify 
strengths and opportunities for improvement. 
 

The business value review becomes an invaluable tool to both WFF and our customer in the following 
ways: 
 
Reǀieǁ of Established KPI͛s 
WFF will present data and trends analysis, of agreed upon key metrics, in comparison to baseline 
measurements and industry best practices. Action plans and goals will be determined collaboratively to 
ensure continuous improvement and optimal utilization of resources. This rigor removes complacency 
and provides our partner with confidence in program performance. 
 
Customer Communication 
WFF will forward a business value review to the key contacts on the campus. The report will share 
information about our performance in all services we are responsible for and we will solicit input from 
you as the customer. This report, over time, becomes an invaluable tool as the service quality is 
documented and recorded.  
 

Planning and Coordination 
The document serves as a vehicle to ensure planning is in place for upcoming campus events, seasonal 
activities, periodic scheduling and or major work activities. 
 
Work Completed 
The business value review will document productivity, work completed and work that is planned by 
service and by trade. Examples include: Work orders completed by trade, work order backlog, 
percentage of preventive maintenance actions completed, project work, turnaround time, downtime of 
equipment, construction/projects completed or in process and the status. 
 

Training and Team Member Issues 
We document all team members training and share the topics, results and attendance. Additionally, all 
unemployment, workman’s compensation, injuries and any other team member issue is communicated. 
We do not hide anything and treat your school as a valued partner. 
 

Quality Assurance & Efficiency 
The biggest benefit of the WFF business value review is that it allows our management team to improve 
efficiency and quality. They can observe the project from a twenty-thousand foot level and construct 
strategies to improve deficiencies and add value. Over time by analyzing the report, strengths and 
shortfalls become very apparent. The report becomes a valuable tool for WFF management to utilize to 
ensure our team delivers efficient and high-quality service consistently and stays aligned with customer 
expectations. 
 
Information on the type of data you can expect from our BVR is included on the following page. This is 
just a small sample of the data you can expect to receive. 
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STAFFING SERVICES / THE HUMAN FACTOR 
 
In keeping with our mission to create safe environments that enrich lives and facilitate success, we strive 
to attract and retain the best qualified and most highly skilled team members. 
 
We understand that delivering results to your campus is driven by the team members who perform the 
work each day. They are ambassadors of WFF and NCPA. They create a clean, safe and healthy 
environment for your campus community. We provide team members with opportunities to develop, 
whether for specific job skills, business acumen or interpersonal competence. WFF values the idea that 
all team members have a natural desire to learn, grow and be part of a successful, fulfilling team. 
 
We value what each of our ladies and gentlemen bring to the campus. The mutual courtesy and respect 
that thrives at WFF is what sets us apart from our competitors. We trust team members to do their jobs 
and make decisions, and allow them the flexibility to work in a way that keeps them inspired and 
innovative. They are more than a loyal, dedicated workforce; they’re the driving force behind our 
consistent revenue growth and long standing tenure on campuses since the company’s inception in 
1974.  
 
Our size creates a dynamic connectivity among team members giving us the advantage of truly being 
able to invest in our leaders and utilize an individualized approach based on key personality traits and 
technical knowledge. 
 
Empowering our team members to adapt and evolve is essential to our mission. We have developed a 
systemized training program that inspires and teaches the leadership skills necessary to be a successful, 
engaging team member. On-going training and support are included in the program, enabling team 
members to find their best learning method to accomplish work and career goals. 
 
Human Resources Components  
x Recruitment & Hiring x Wages & Benefits 

x Background Checks & Employment Files x Motivation & Retention 

x Team Member Policy Manual x Training 
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RECRUITMENT & HIRING 
 
Selecting the correct team members is critical to bringing our mission and 
values to life within our teams as well as to our external customers. It is why we place a high importance 
on recruiting through referrals and recommendations. With WFF’s forty plus years of experience within 
the employment market, we possess critical insight into the local labor market and enjoy a very positive 
reputation amongst job seekers. To support these efforts and to reduce the administrative paperwork 
associated with a traditional process, WFF has invested in a robust and functional applicant tracking 
system called Kwantek. 
 
This recruitment and hiring tool assists in effectively attracting, hiring, and onboarding the best team 
members for our company! Kwantek enables us to automatically post jobs online, track who applies for 
which open position, communicate to applicants, and make completing the new hire paperwork easier 
and faster. Kwantek will post our open jobs on our company website and other websites such as 
Indeed.com, and enable candidates to apply for a job with us from wherever they are. This system 
eliminates the need for any paper applications and reduces the administrative burden that can be part of 
the recruiting and hiring process therefore allowing our Director more time to be out on campus and 
leading from the front.  
 
Feedback has been very positive from both our leaders in the field and new applicants who appreciate 
the professionalism and values our company believes in. It also ensures full compliance to all regulations 
and provides electronic record keeping & data storage. 
 

Kwantek Key Elements 
x Web based ATS system 
x On-line applications 
x Reduces administrative paperwork and data entry 
x Assists in compliance and trend analysis 

 
 
At WFF we: 
x Hire neatly groomed, responsible team members  

x Hire team members who exhibit strong work habits and take pride in their work 

x Use a behavioral assessment and behavioral based interviewing to select the best candidates 

x Look for a solid and steady work history 

x Hire team members who are aligned with our values system 

x Obtain a thorough criminal background check 

x Hire only legally documented and authorized workers  

x Reward team members for new referrals 

x Participate in E-Verify® 

x Conduct pre-employment drug screening when requested 
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BACKGROUND CHECKS & EMPLOYMENT FILES 
 

Quality of our team members is of paramount importance to the success and well-being of any business 
and certainly critical in an educational setting.  
 
WFF Facility Services uses the E-Verify system to assist in making sure candidates have proper social 
security information and are eligible to work in the United States. 
 
Thorough background checks are a critical component in ensuring the workplace is safe and secure and 
our workforce is trustworthy and reliable. Once a candidate has been identified, our vendor, Sterling 
Talent Solutions, provides a fast, accurate, and reliable background check and administers the mandated 
Fair Credit Reporting Act pre and post adverse action letters. 
 
Background Check Standards 
WFF strives to employ team members who are well qualified to perform the job for which they are being 
hired and who have been screened for criminal background history. The process is conducted in 
compliance with federal laws under the Fair Credit Reporting Act (FCRA).   
  
Vendor:               Career Builder Background Screening 
  
Criminal background check package: 
  

x Social Security Trace                                                            
x Enhanced Nationwide Criminal Search                
x National Sex Offender                                             
x State Criminal Repository 

  
Complete and accurate results rely upon constant updating between state, county and municipal 
databases in addition to judicial reporting standards. 
 
In the event of any workplace injuries, all involved team members undergo a drug test in the normal 
process of reporting the accident into our OSHA logs. Directors and regional operation managers have a 
zero tolerance for use of any drugs or alcohol while working on your campus. In an instance where we 
suspect a team member may be under the influence at work, For Cause testing will be performed. 
 
Our customer shall have the right to designate that any personnel be immediately removed and 
replaced should any personnel engage in rule or policy violations that justify such removal; in no case 
shall any request for removal be related to or based upon any legally protected characteristic of such 
individual, including, but not limited to, race, religion, gender, color, national origin, or pregnancy, and 
in no case shall any request for removal violate legal rights afforded the employee (including, but not 
limited to, request for removal in retaliation for the individual having exercised his/her rights under any 
federal or state law). 
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MOTIVATION & RETENTION FOR FACILITIES MANAGEMENT 
 
WFF knows keeping a motivated, well-trained workforce is critical to our success in all phases of 
facilities. We provide team members with opportunities to develop, whether for specific job skills, 
business acumen or interpersonal competence. We value the idea that all team members have a natural 
desire to learn, grow and be part of a successful, fulfilling team. 
 

WFF provides a monthly budget on every campus, within each service line (maintenance, landscaping, 
custodial), for team member motivation and training programs. This investment is used to reinforce 
positive behaviors and motivate the team. WFF utilizes a combination of these and other programs on 
every campus: 
 

x WFF͛s GƵiding ValƵes͗ By energizing and living by our company’s guiding values we reinforce 
behaviors that promote a fun and harmonious work environment, where individuals are respected, 
supported and recognized. 

x Leadership Support Mentality: WFF purposely selects leaders who are servants. Our leadership 
philosophy is one where a leader’s role is to support and enable their team members. This humility 
and outward focus promote a culture of caring and inclusion. “People do not care about how much 
you know, until they know how much you care.” 

x Team Meetings:  Regular team meetings are held with each shift and supervisor. These meetings are 
often used for training or performance recognition. 

x Listening:  Coffee or pizza with the manager provides team members the opportunity to personally 
express their issues with the director of custodial services. 

x Career Opportunities: Within WFF we strive to promote from within and equip our team members 
with the skills and confidence to elevate their responsibilities. Even if team members prefer to remain 
in their current roles, we believe this investment supports them in their navigation of everyday life 
and brings benefits to their family and community. 

x Rapid Response:  If an issue is shared, we understand it is important. A response to their question is 
provided timely, honestly and conclusively. Virtually everyone would prefer to hear a no as an answer 
than to hear no answer at all. 

x Values Line: WFF provides a toll free line, manned by a third party partner to provide a safe and easy 
way for any team member to voice concerns, or obtain assistance with any matter they should prefer 
not to discuss with their site level leadership. 

x Recognizing Excellence:  Our industry is usually managed by the deficiencies in one’s work and seldom 
is someone acknowledged for simply doing something right. WFF managers will often present small 
tokens of appreciation ($10 gift cards to McDonalds or Wal-Mart) when they observe someone doing 
it right. 

x Safety First Incentive: Monthly awards to WFF team members for working safely. 

x Round of Applause: Awards individuals for safe behavior acts. It is a people based safety program with 
an emphasis on positive reinforcement and recognition. 

 

These rewards and acknowledgements go far in keeping our people engaged in their job and motivated 
to do their best. WFF considers training and motivation a huge factor in the success and development of 
our team. 
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TRAINING PROGRAM 
 
The beauty of every campus is driven by the team members who perform the work every day. WFF 
provides team members with opportunities to develop, whether for specific job skills, business acumen 
or interpersonal competence. We value the idea that all team members have a natural desire to learn, 
grow and be part of a successful, fulfilling team. 
 

Management Training: 
x WFF has developed a systemized training program that teaches the leadership skills necessary to be a 

successful manager. It is conducted by the Regional Operations Manager in conjunction with other key 
managers within the company. Continued education and support are included in the program. 

x Our lean size creates a dynamic connectivity between team members giving us the advantage of truly being 
able to invest in our leaders and utilize an individualized approach based on key personality traits and 
technical knowledge. 

x Based on WFF’s supervisory model, there is constant involvement and oversight. WFF’s leadership training 
is based on strong relationships and a customized approach. Our philosophy is to enable, not just hold 
accountable. 

x WFF hosts an annual leadership conference at our corporate headquarters in St. Louis. We bring each 
director into St. Louis and convene to train, learn and share best practices during an intensive two-day 
conference. 

x WFF periodically sends our managers to off-site training programs to learn new systems, applications, 
procedures or equipment to obtain certification such as APPA, IFMA, and RBSM. 

 
Team Member Training: 
x WFF conducts a formal training session on every campus weekly. The training is documented and shared 

with our partner in a business value review.  

x Computer-Based Training – WFF has developed an internal web portal which hosts extensive training 
materials. 

x Orientation & Indoctrination Training – Designed to provide specific skills and team training. 

x Technical skills training among building trades 

x Journeyman/Maser licensing, where applicable 

x Arboriculture training classes 

x Synthetic surfaces management 

x Applied ecology 

x Turf management 

x Lawn, ornamental, herbicide, pesticide and fertilization application 

x Whenever there are changes or enhancements to our program, team and individualized training is 
conducted.  

x WFF’s extensive quality assurance program constantly evaluates performance and provides insight into 
training and tools required to enhance standards. 

x Training topics include all applicable environmental and safety laws and LEED requirements. 
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SAFETY AND RISK MANAGEMENT 
 
WFF Facility Services embraces risk management by promoting health and safety, environmental protection 
and regulatory compliance. We are committed to developing a culture where safety and health are core 
values, adopted and practiced throughout all levels of WFF Facility Services. 
 
WFF fosters partnerships with our customers and team members to enable them to recognize risks and 
empower them to learn, discover, and work safely, minimizing injuries, illnesses, environmental impacts, and 
regulatory risks. We accomplish this by providing exceptional service and leadership through program 
development, information and training, consultation, and periodic compliance reviews of environmental 
health and safety practices and policies. 
 
 

OUR TEAM, OUR CULTURE 
 

The effective management of occupation health and safety is the key driver for the continued success of our 
business. It is important that we seek to demonstrate effective safety and health leadership alongside, and 
integrated with our other responsibilities and duties. Effective management is about securing the health, 
safety, and welfare of all staff by reducing risk, and ensuring protection from harm and illness arising out of 
work activities. 
 
It is our responsibility to provide strategic direction for the management of safety and health on our 
campuses and to motivate staff to engage effectively in ensuring good safety and health performances. 
 
WFF is a safety first culture, promoting safety every day. As a company, we promote and embrace behavior 
based safety; an initiative used to educate and observe our team members to improve safety and reduce risk 
in the workplace. We’ve created a process that promotes safety partnerships between leadership and our 
team members that continually focuses peoples’ attentions and actions on theirs, and others, daily safety 
behavior. This application of science of behavior is used in all our disciplines of services. Providing health and 
safety information and training helps us to ensure that our team members know how to work safely and 
without risks to health. Safety is in every conversation and daily safety huddles are conducted to imprint a 
safety culture on the minds of the workforce prior to the start of each shift. Our goal is to encourage active 
team member participation in our safety program; and to encourage safe behaviors for all team members. 
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OUR BASIC PRINCIPLES OF GOOD SAFETY MANAGEMENT 
 

Integration of good health and safety management, in collaboration of external resources is the essential 
principles of our business decisions. Adherence to these principles, good health and safety practices and 
compliance with our WFF standards, are a responsibility of all team members. Risk management services are 
utilized through our insurance and risk experts. Partnering with our outside resources, we can better control 
our risk and help prevent losses. WFF is evaluated and monitored to ensure adherence to the high-risk 
management standards. With these awards of excellence, we are awarded CIMS excellence, which 
independently validates industry best practices. 
 
Leadership Commitment 
Documented Safety Philosophy 
Safety Goals and Objectives 
Committee Organization for Safety 
Safety Communications 
Safety Training 
Motivation 
Accident Investigations 
Observations 
 
 

BEHAVIOR BASED SAFETY PROGRAM ͞SAFETY FIRST͟ 
 

WFF’s “Safety First” behavior based safety program trains our team members on how to influence safe 
habits while encouraging team members to develop engagement that creates a safety culture that will 
look out for one another. Our company’s safety vision is to prevent all work-related injuries and illness. 
We will require a proactive approach based on prevention and strict adherence to best safety practices, 
standardized work, policies and procedures. We know and understand that this approach is critical for 
our team members to learn so they can understand and apply safe behaviors successfully. 
 
Our “Safety First” behavior based safety program has been utilized in all applications of service from 
custodial and grounds with remarkable success, resulting in a reduction of injuries and improvement of 
safety culture. Our program has been designed to influence team member actions toward safer 
outcomes, ideally by preventing an accident or injury before it occurs. By embracing a mission that 
creates safe environments, WFF understands that accidents and injuries have, first, a human cost. 
 
Behavior Based Safety Program 
WFF uses various approaches to recognize hazardous conditions, reduce unsafe behaviors, and reward 
safe behaviors. Our approach involves guidance, codes and procedures to follow; and support and 
training. Our team members are our most important asset. Safe actions are an integral part of our 
workplace, and your campuses’ operating procedures, programs, and culture.  
 

x Observations – Through observations and engagement we record safety observations, most 
importantly, stop work that is unsafe. As a company we understand at risk behaviors in all disciplines 
of service we provide. From hazard communication, working with heavy equipment, to working 
elevated services. We focus on identifying and eliminating at risk behaviors; we are your partner for 
the safety and well-being of your students, faculty, parents, and visitors. 
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A Team Effort Identification and Prevention 
In combination of observing safe and unsafe behaviors, WFF promotes a safety culture through a 
progressive disciplinary process for violations of our safety policies and encourages preventive hazard 
recognition in the work place. Our team members are rewarded for reporting near misses; incidents that 
could have resulted in severe injury to a peer, student, faculty member, or visitor. By understanding our 
trends in behaviors and our environment, we can use this information by peer review in our safety 
committees. 

  

x Making Safety Committees Work for You – Our safety committee will serve three major functions: 
o To help make health and safety activities an integral part of your campus’s operating 

procedures, programs, and culture 
o To promote and maintain the interest of team members in health and safety issues 
o To reduce risks by reviewing incidents, near misses/good catches, accident investigation 

reports, client work orders, claim summaries and loss analyses to prevent reoccurrences 
of similar incidents 

 
The client shall indemnify, defend and hold harmless WFF Facility Services and WFF Facility Services' 
consultants, agents and team members from and against all damages, arising out of, or resulting from 
any slip hazard not created by WFF Facility Services and outside of WFF Facility Services’ scope of 
obligations. 
 
WFF Facility Services will not be responsible for moving non-routine items, including but not restricted 
to: excessively heavy items; items of high value or special importance; items where specialize moving 
equipment is required. In such situations WFF Facility Services will inform our partner of the need to 
engage a third-party provider and seek approval to invoice the fees associated. 
 
The client agrees to indemnify and hold harmless WFF Facility Services from any claim or liability arising 
from snow removal services. 
 
SECURITY & KEY CONTROL 
 
Security  
 
Security is taken seriously by WFF Facility Services and works in combination with all safety practices. 
We aim for a safe and secure work place for both our team members and the students and teachers we 
work around. Security is one of the most important basics at every work site. We work closely with your 
leadership team to ensure that all of our activities are in compliance with your rules and regulations as 
well as our stringent policies. 
 
We pay close attention to security procedures at each work site and in each specific assignment and 
area of your facility. Our security efforts address the supervision of workers and their work areas, the 
securing and checking of doors, locks, keys, alarms and other security issues that are specific to your 
buildings. WFF partners with the school’s Public Safety, or Police Department to ensure alignment and 
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to train our team members to be an extension of the campus’s public safety and emergency response 
teams. 
 
WFF team members are required to wear uniforms on your premises and must display a photo 
identification badge at all times. As mentioned in the Human Factor section, all team members are 
thoroughly screened, and background checked prior to being hired.  
 
Key Control 
 
Proper Control and Security of Keys Cannot be Overemphasized 
 
All directors will review the specific building key control procedures to ensure that we meet and 
understand every point. It is the responsibility of each director and supervisor to ensure that proper 
control and security of every key is maintained at all times. 
 
We have a written plan on the key and door security procedures at every school and will have this in 
place prior to day one of our service. We have a training module on security and utilize this training in 
the new team member orientation and training with every new team member. We have a training 
document that speaks to the security and key procedures and requirements that is explained and taught 
to each team member who then signs off on their understanding of the importance and procedures. If 
security issues and/or concerns about keys ever become a concern by any team member, the director 
will address that situation with both haste and seriousness. WFF also maintains relationships with 
independent specialized consultants, who can assist in the design and execution of comprehensive key 
hierarchy protocols, should this be desired by the school. 
 
Limitation on Damages. Notwithstanding anything herein or in any other agreement or document to the 
contrary, the client expressly agrees that WFF’s liability, under any circumstances, shall be limited to a 
maximum of $5,000 (five thousand dollars), for any special, incidental or consequential damages of any 
nature whatsoever arising under or relating to this agreement in connection to lost or stolen keys. 
 
 
 
 



 
PRODUCTS AND SERVICES / SCOPE continued TAB 5 

109 wffservices.com 

MANAGEMENT & STAFF SERVICES 
 
WFF has over 46 years of national experience, in providing facilities services to higher education 
institutions. WFF Facility Services will bring the resources of our entire organization to bear on this 
project to make sure the staffing, management, and corporate support elements are in place. The 
process starts with a solid understanding of the needs of the project. The top management of WFF will 
select a director who is highly experienced with the necessary experience and credentials to manage all 
facets of the program. Because we are a very decentralized organization, WFF strives to identify, hire, 
and assign directors who are totally capable of running the entire operation. Our director is a higher 
caliber manager than what our competitors typically assign to their accounts. Our director is similar to 
an operations manager at other companies who are responsible for multiple projects in a geographic 
area. The strength of our director in this position not only brings greater value to our operation, but also 
makes our on-site customer service more professional, proactive and consistent.  
 

The next layer of oversight is provided by our Senior Vice President, Ken Gomulka. Ken is be responsible 
for maintaining operational oversight for our director and is another point of contact. Ken is on the 
campus every four weeks reviewing our operation, doing quality assurance audits, meeting with our 
campus liaisons, and making sure we are providing the services we committed to. In addition to the 
regularly scheduled visits, Ken is available on a 24-hour basis to respond to any emergencies that may 
arise. In addition to Ken who is permanently assigned to your campus, we have four other regional 
managers who would also be available, if needed, to respond to any other issues that might arise during 
the course of the contract. 
 

Another unique benefit to having a partnership with WFF Facility Services is the fact that supporting the 
Director and Senior Vice President positions is the President of our company. At least two times per 
year, the president of WFF, Jonathan Campbell, is on the campus to make sure our operation is 
successfully meeting all your needs. Jonathan is available to meet with our client contacts, our team 
members and managers, and will also walk buildings to confirm that the standards are being 
maintained. Again, this is unique in our industry but is a standard benefit of doing business with WFF. 
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VALUE ADDED PRODUCTS AND SERVICES 
 

 
 
 
 
 
This information pertains to anything not covered under the original scope of services. Items may 
include, but not limited to: 
 

9 Special events booked through event services, and other departments on campus 
9 Pre-event and post-event cleanup for special events on campus 
9 Construction cleanups 
9 Special trash removals 
9 Furniture setups for rental furniture, and/or existing furniture in spaces 
9 Request for services on an overtime basis 

 
Specific rates will be specified as part of a contractual agreement and approved by both parties. Rates 
will include all labor, including supervision. The contract will constitute an additional business, or service 
provided to the University. It will be run as a separate entity, and in no way affect the existing custodial 
service contract. 
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REQUIRED DOCUMENTS 
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