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SERVICES
SERVICE SPECIFICATION

Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services

Service Reference Number:  SSMS01
1. Service Definitions
	"Access Control System"
	means an electronic system to control access into and from buildings;

	"ACM"
	means asbestos containing material;

	"Annual Projects Plan"
	means those Capital Works, Works and Tendered Works and other projects agreed with the University before the start of a new financial year;

	"Asbestos Management Policy"
	means the University's policy governing asbestos management;

	"Asbestos Register"
	means an electronic register containing details of asbestos containing material on the Premises;

	"Asset"
	means the assets belonging to a member of the University Group and in respect of which the Service Provider shall provide the Services, which for the avoidance of doubt for the provision of the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services includes any fixed plant retained by a member of the University Group in respect of which the Service Provider shall provide the Services (including, by way of example, large white goods, beds and residential furniture), however does not include:
(a) the Equipment; or

(b) any equipment, tools and stock owned and/or supplied by the Service Provider used in delivering the Services. 

	"BF"
	means "building fabric" and includes all structures, coverings and elements of a building, including foundations, walls, roofs, ceilings, floors, floor coverings, partitions, doors, changing rooms, lightning protection, freezer and refrigerated rooms, windows and glazing and other elements of buildings;

	"BMS"
	means "building management system" and is a system used to control the electrical and mechanical services to a particular building;

	"Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services"
	means the building fabric, mechanical and electrical and infrastructure maintenance services set out in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services Specification;

	"Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services Specification"
	means the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSMS01);

	"Call Outs"
	means requests for Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services which occur Outside of Normal Operating Hours;

	"Capital Works"
	means works at or over the OJEU works threshold. For the avoidance of doubt, these works will be procured separately and are outside of the scope of this Agreement;

	"CHP"
	means a combined heat and power unit;

	"CISC"
	means the Clinical Imaging Science Centre;

	"Conditions Survey"
	means the detailed condition and statutory compliance survey of the building fabric and buildings services of the Premises (more particularly set out in the Estates Management Services Specification (Service Reference Number: SSEM01));

	"Energy Centre"
	means a building on the Premises, also known as the "Boiler House", containing two gas fired boilers and one CHP engine, together with associated plant;

	"EPBD"
	means the Energy Performance of Building Directive (Directive 2002/91/EC of the European Parliament and of the Council of 16 December 2002 on the energy performance of buildings);

	"Exempt Works Order"
	means a Works Order to which the Reactive Maintenance Threshold does not apply due to:
(c) the work resulting from acts of deliberate damage or vandalism reported to Security; or

(d) misuse (other than by the Service Provider); or

(e) where the Assets were recorded as not being statutorily compliant at the Service Commencement Date; or

(f) where an Asset is beyond practical or economic repair due to parts not being available on the general market or from the manufacturer; or

(g) where there is a high cost of repair of an Asset in relation to its value (where the repair costs are greater than 50% of the Asset replacement cost); or

(h) due to the age of the Asset (older than 10 years, unless the Asset has a different lifecycle as provided by the manufacturer).

For avoidance of doubt, all other Works Orders which do not meet the above criteria are subject to the Reactive Maintenance Threshold;

	"Forward Maintenance Programme"
	means a ten year plan produced by the Service Provider based upon the Conditions Survey, as amended and updated from time to time by the Service Provider in agreement with the University, which details Works, Tendered Works and Capital Works to the BF, M&E and Infrastructure. The format of the programme is to include a description of requirements, indicative costs and an indicative timetable for all such works;

	"Gateway"
	means either the University's "Project Governance Framework" or "Minor Projects Gateway Process" (as is relevant), both as more fully defined in the Project Management Services Specification (Service Reference Number: SSPM01);

	"GTS"
	means "general teaching space" and includes lecture theatres, seminar rooms, personal computer cluster rooms and associated student study and social space that does not fall under a particular University unit;

	"Health, Safety and Wellbeing Policy"
	means the University's policy governing the management of health, safety and wellbeing of University students, staff and visitors;

	"HEFCE"
	means the Higher Education Funding Council for England;

	"HEFCE EMS"
	means the estates management statistics required to be collected and collated and presented to the University for its HEFCE submission;

	"Helpdesk"
	means the helpdesk operated by the Service Provider in accordance with, and as further detailed in, the Helpdesk Services Specification (Service Reference Number: SSHS01);

	"Infrastructure"
	means all external infrastructure on the Premises, including barriers, gates, fences, district heating mains, high voltage and low voltage distribution networks, roads, car parks, inspection hatches and covers, pathways, cycle lanes, road markings, car park markings, street furniture, external stairways, bridges, steps, all paved and finished surfaces, drains, pipes, soakaways, grease traps, petrol interceptors, water distribution networks, ducts, walk-able ducts, flues, gullies, guttering, downpipes, overhead and underground cables, moats, ponds, water features, aerials, tanks, lampposts and lighting, floodlights, fixed sports equipment, bicycle and bus shelters;

	"Listed Buildings"
	means English Heritage listed buildings Grade 1 and 2* (as part of the original Sir Basil Spence design) at the Premises;

	"M&E"
	means mechanical and electrical equipment and plant, including gas and water storage, pumps and distribution, electrical, lighting, plumbing, sanitary ware and fittings, lifts, heating, ventilation and air conditioning, cooling and systems, kitchen extraction systems, grease traps, CCTV systems, alarms, aerials and satellite dishes, CHP and plant located in the Energy Centre and Access Control Systems;

	"Minimum Service Days"
	means days on which the University is open for minimum services only, which are currently Maundy Thursday, Easter Tuesday and a period of 3 to 4 days between the closure of normal University operations for Christmas and the reopening after New Year. Specific dates for minimum service days are agreed by the University on an annual basis;

	"Normal Operating Hours"
	means between the hours of 08:00 to 18.00, Monday to Friday, excluding public holidays and Minimum Service Days;

	"Outside of Normal Operating Hours"
	means between 18:00 – 08:00 hours Monday to Friday, all day Saturday and Sunday, including public holidays and Minimum Service Days;

	"O&M Manuals"
	means "operation and maintenance manuals" and are technical manuals relating to the operation, specification and data for a building or M&E services;

	"Plant Rooms"
	means those locations at the Premises containing M&E and/or infrastructure plant and/or other equipment;

	"PPM"
	means planned preventative maintenance activities (such as routine periodic servicing); 

	"Public Areas"
	means all internal areas of the Premises open to the general public, but excluding those internal areas forming part of GTS, University schools and/or catering areas;

	"Reactive Maintenance Threshold"
	means a cost threshold of £1,500 including VAT (as a minimum) agreed between the Service Provider and the University, up to which the Service Provider shall be responsible for all costs associated with each Works Order, including consumables, materials, parts, any unavoidable incremental external costs (including technical experts not employed by the Service Provider), and any other relevant costs relating to a single Works Order.
This cost threshold shall be subject to indexation as set out in paragraph 6.3 of Schedule 7 (Charges and Invoicing).

For the avoidance of doubt, the Base Charge of the Agreement will include all labour, management and overheads (which are therefore excluded from the calculation of whether a particular Works Order is under or over the reactive maintenance threshold);

	"Reactive Repair"
	means the notification to the Helpdesk (including Outside of Normal Operating Hours) that a part of the BF, Infrastructure, M&E or any other Asset is either faulty, not operational, poses a risk to health and safety and/or is not complaint with statutory requirements; 

	"Recall Work"
	means any maintenance work or repair which has not been delivered to the required standard and requires work by the Service Provider to rectify it;

	"Residents' Handbook"
	means an explanatory handbook (which is bespoke to each student residence), containing regulations, guidelines and advice to tenants relevant to the student residence, which is updated annually and provided to each tenant according to the student residence they have been allocated;

	"Residential Buildings"
	means those residential properties located both on and off the University campus which are owned and managed by the University;

	"RICS"
	means the Royal Institution of Chartered Surveyors;

	"Schedule of Rates"
	means the schedule containing the Service Provider's labour rates, and where applicable, percentage fees, which is used to calculate the costs of all Schools and Directorates Works, Works and Works Orders (as set out in Appendix 4 of Schedule 7);

	"Schools and Directorates Works"
	means any works requested by the heads of University schools or directorates (and approved by the University Client Function) with a fixed price quotation below £25,000. Such works may be planned in advance for future years or may be requested during the current year;

	"Tendered Works"
	means all works that are (or are expected to be) in excess of the Works Threshold but below the value of the OJEU works threshold;

	"University Client Function"
	means those members of University personnel who are sufficiently senior and who are authorised to interact with the Service Provider in relation to the provision of the Services;

	"Unscheduled Works"
	means Works added with the consent of the University to the Annual Projects Plan which are in excess of the agreed budget for the relevant financial year either as a result of:
(i) the University agreeing to add Works recommended by the Service Provider as being required within the time period covered by the agreed budget; or
(ii) the University wishing to extend the programme for operational or strategic reasons;

	"Value Testing"
	means a mechanism that the Service Provider agrees with the University to evidence that the costs of Works, Schools and Directorates Works and Tendered Works are reasonable and within the range of what would be achieved if such work was tendered on the open market. The mechanism includes reviewing quotations for the relevant works from other service providers, comparisons of costs from other works, use of the Schedule of Rates, comparisons with the national schedule of rates and/or other independent benchmarking;

	"VAT"
	means value added tax as is charged in accordance with provisions of the Value Added Tax Act 1994 or any equivalent tax or duty which may be imposed in substitution for it or in addition to it at the applicable rate from time to time.  For the avoidance of doubt, all prices, costs, thresholds and values set out in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services Specification are inclusive of any VAT that is applicable;

	"Works"
	means all works projects below the Works Threshold, other than Exempt Works Orders, Unscheduled Works or Schools and Directorates Works; 

	"Works Order"
	means an order issued by the Helpdesk for the Service Provider to undertake a Reactive Repair following the logging of the requirement for such a repair to be undertaken and the subsequent approval of the works order;

	"Works Threshold"
	means a cost threshold of £1,000,000 (including all labour, professional services, project management, materials, profit and any other service provider costs relating to a single Works project), agreed between the Service Provider and the University up to which the Service Provider shall deliver all works to the agreed budget subject to satisfactory prior value testing.  Alternatively, the Service Provider may choose (for example on specialist jobs) to contract these works with third parties subject to satisfactory prior value testing as agreed with the University.


2. Objectives
2.1 The Service Provider shall manage and deliver the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services to:

2.1.1 maintain the Premises, M&E, Infrastructure to maximise service continuity, including any special requirements for Listed Buildings;

2.1.2 maximise the useful life of the Premises, M&E and Infrastructure, including any special requirements for Listed Buildings;

2.1.3 ensure that all statutory compliance and other University obligations are fully met;

2.1.4 provide a reactive and proactive maintenance service;

2.1.5 ensure the long term maintenance of the Premises;

2.1.6 ensure that the operation of the Premises and other buildings is not restricted by failure of Assets, condition of buildings or maintenance activity; and

2.1.7 ensure a high level of customer satisfaction from Premises users.

3. Scope of Services
3.1 The Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services provided by Service Provider shall include:

3.1.1 providing technical advice to the University on all BF and M&E issues;

3.1.2 providing PPM to the Premises, Infrastructure and M&E;

3.1.3 providing reactive maintenance;

3.1.4 forward PPM planning;

3.1.5 undertaking Works, Unscheduled Works and Schools and Directorate Works;

3.1.6 undertaking Tendered Works and Capital Works (only where successfully awarded to the Service Provider as part of a competitive tendering exercise);

3.1.7 Call Outs;

3.1.8 portable appliance testing services;

3.1.9 undertaking and reporting on statutory maintenance requirements;

3.1.10 maintaining accurate and up to date records of all maintenance activities and insurance reports;

3.1.11 provision of services required by, and in accordance with, the University's Health, Safety and Wellbeing Policy;

3.1.12 provision and maintenance of a stock of any consumables and equipment necessary to undertake and perform the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services to the required standards;

3.1.13 management and maintenance of the University's Energy Centre (including the CHP);

3.1.14 management and maintenance of the O&M Manuals and BMS; and

3.1.15 provision of locksmith services.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSRMS001
	Reactive maintenance
	The Service Provider shall provide reactive maintenance for all Assets, BF, M&E and Infrastructure during Normal Operating Hours within the specified target response time.

For the purposes of this service requirement, costs refer to the Service Provider's fixed price quotation budget estimate for each Works Order or Exempt Works Order in accordance with the Reactive Maintenance Threshold calculation.

For all Helpdesk requests other than those covered by the Reactive Maintenance Threshold, the Service Provider will submit a fixed price quotation Works Order to the University for approval and value testing prior to the job commencement. The approved job will be carried out at the price given in the Works Order irrespective of the actual cost (for the avoidance of doubt, the risk for the estimated to actual cost will be that of the Service Provider).

For Helpdesk requests over the Reactive Maintenance Threshold, the Service Provider shall be responsible for the costs up to the threshold and the Service Provider should agree the additional costs above the Reactive Maintenance Threshold with the University in advance of incurring such additional costs.

For Exempt Works Orders, the Reactive Maintenance Threshold does not apply and the University shall be responsible for all costs (excluding management, overhead and labour costs that are already included in the base charge).

Parts and materials will be replaced on a like-for-like basis unless betterment reduces on-going maintenance costs and the Service Provider makes a commercial decision to fund this.

	DSRMS002
	Out of hours reactive maintenance 
	The Service Provider shall provide reactive maintenance for all BF and M&E and Infrastructure Outside of Normal Operating Hours within the specified target response time.

The initial response to a request for a Reactive Repair Outside of Normal Operating Hours can be provided by non-technical Service Provider Personnel, but an on-call engineer must also be contacted.

If, in the reasonable opinion of the engineer (or at the request of the University), the fault requires Outside of Normal Operating Hours attendance by qualified engineers to make it safe or prevent further damage, the fault will be responded to qualified technical Service Provider Personnel who will make it safe or prevent further damage.

The Service Provider will rectify the Reactive Repair, if possible to do so, and if the value of the Works Order is below the Reactive Maintenance Threshold. Where the Reactive Repair is not below the Reactive Maintenance Threshold, the work shall be secured overnight with the Works Order then being processed as reactive maintenance during Normal Operating Hours, again subject to the Reactive Maintenance Threshold less allowed costs to carry out the securing of the issue.

	DSRMS003
	Incidental Services 
	The Service Provider shall provide a service to undertake incidental small scale jobs (including, by way of example, putting up shelves and pictures) during Normal Operating Hours.  Any materials used are to be pass-through costs as agreed with the University in advance.

	DSRMS004
	Portable appliance testing service
	The Service Provider shall be responsible for providing a portable appliance testing service for all portable appliances within the Premises in accordance with the risk assessment agreed with the University from time to time.

	DSRMS005
	Forward Maintenance Programme
	The Service Provider shall develop and agree with the University a Forward Maintenance Programme which will prioritise work and provide indicative costs for each maintenance works item. These costs shall be broken down to a level of detail to assist the University in planning and budgeting for works.

The Service Provider shall update and agree the updated Forward Maintenance Programme with the University four calendar months before the start of each financial year.

The Service Provider shall make effective use of the Conditions Survey to provide a long term plan of the maintenance of the Premises and to maximise the life of Assets.

The Service Provider shall ensure that the Forward Maintenance Programme takes full cognisance of operational maintenance issues and that the Forward Maintenance Programme complements the day-to-day activities of the University.

The Service Provider shall propose timing of any building and maintenance works to obtain best value for the University both through their timing and implementation.

	DSRMS006
	Planned Preventative Maintenance and the Annual Projects Plan
	The Service Provider shall provide PPM to the Premises, including statutory and PPM for all BF, M&E, Assets and Infrastructure.

Before the start of the financial year (using the Forward Maintenance Programme for the next year as a guide and informed by priorities for refurbishment, remodelling and improvement and  relocation obtained from the University), the Service Provider shall develop for provisional agreement with the University at least three calendar  months before the start of each financial year and agree in full with the University one calendar month before the start of the financial year, an Annual Projects Plan providing a cost effective schedule that details the planned maintenance activities for the year, plus other long term maintenance and improvement works.

This Annual Projects Plan may be augmented by requirements from detailed service requirement Ref. No. DSRM008.

The Annual Projects Plan will be a fully budget costed provisional programme. It is acknowledged, however, that achieving a firm budget for a given project will require clear specifications and Gateway approval. The Service Provider will therefore have an opportunity to firm up each individual project (for projects up to a minimum project cost to be agreed with the University in accordance with good Gateway processes) submitted with the budget proposal before the financial year starts, and submit a final fixed price quotation for each project.

To encourage accurate scoping and budgeting before the financial year commences there is a requirement on the Service Provider that the sum of projects undertaken must have confirmed budgets in total only +/- 5% than the sum for those projects agreed before the start of the financial year included in the annual plan.

	DSRMS007
	Works, Tendered Works and Capital Works
	Regardless of any specific processes (such as obtaining external quotations for works) as set out below, it shall be an overriding requirement for the Service Provider to satisfy the University's need for transparency, good practice and legally compliant procurement and demonstration of value for money in relation to all Works (regardless of their value).

The above criteria (including alternatives to any specific processes mentioned below to meet the objectives stated) shall be met before commitment of all Works which are not reactive maintenance, though smaller scale works shall be subject to an agreed 'light touch' process.  Furthermore, the Service Provider shall retain and provide evidence (on request) in respect of transparency, good practice and legally compliant procurement and demonstration of value for money in respect of any of these Works.

All Works, up to the total inclusive value of the Works Threshold which are included in the Works budget, shall be performed by the Service Provider, subject always to prior satisfactory value testing.

The Service Provider shall be invited by the University to submit quotations for all Tendered Works, including those arising from a business case put forward by the Service Provider.  The quotation will be evaluated by the University against two other comparative quotations and against transparent evaluation criteria. The University shall award the Tendered Works to the quotation in accordance with its financial and procurement regulations and good practice and legally compliant procurement.

For the avoidance of doubt, Capital Works are outside of the scope of this Agreement and shall be competitively tendered and procured separately.

	DSRMS008
	Unscheduled Works and Schools and Directorates Works
	The Service Provider shall notify the University of any repair works that are required (within the timescale covered by the Annual Projects Plan) as soon as the Service Provider becomes aware of them. With the agreement of the University, the Service Provider shall add these as Unscheduled Works to the Forward Maintenance Programme.

The Service Provider shall perform Schools and Directorates Works requested and authorised by heads of University schools or directorates and the University Client Function, up to a value of £25,000. Such Schools and Directorates Works shall be prepared and approved in a process to be agreed with the University. Any Schools and Directorates Works with a fixed price quotation exceeding £25,000 can only be approved as an Unscheduled Work by the University.

The Service Provider shall add any additional Unscheduled Works requested by the University to the Annual Project Plan.  Such Unscheduled Works will be subject to a fixed price quotation by the Service Provider, as well as subject to prior satisfactory value testing and approval by the University.

The Service Provider shall satisfy the University's need for transparency, competition, demonstration of value for money procurement in relation to all Unscheduled Works and Schools and Directorates Works regardless of their value and shall provide evidence that value for money has been achieved at the request of the University.

	DSRMS009
	Plant Room Inspections
	The Service Provider shall be responsible for providing Plant Room inspections in accordance with the requirements of the University insurers.

Any unauthorised items found in the Plant Room shall be removed by the Service Provider.

	DSRMS010
	Provision of materials, parts and consumables
	The Service Provider shall provide all materials, parts and consumables, including personal protective equipment, required for the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services.

	DSRMS011
	Provision of tools and equipment
	The Service Provider shall provide all tools and equipment required for undertaking the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services.

	DSRMS012
	Condition Monitoring
	The Service Provider shall monitor condition and record changes of the BF, Infrastructure and M&E plant and services.

	DSRMS013
	Estate Management Statistics
	The Service Provider shall record data relevant to maintenance activities and on an annual basis provide such data to the University to support its HEFCE EMS submission.

	DSRMS014
	Specific insurance maintenance and inspection requirements
	The Service Provider shall provide and keep records of specific maintenance and inspection for Assets as currently required by the University's insurers and any additional requirements that the University's insurers may require in the future, including lifts, lifting gear, safety systems and pressure vessels.

	DSRMS015
	Asbestos awareness and reporting
	The Service Provider shall consult the Asbestos Register before providing Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services to at risk areas.

The Service Provider shall be aware that there may be asbestos which is not recorded on the Asbestos Register. If any signs of asbestos are noted any works should be stopped immediately, the area isolated and the issue reported to the Helpdesk.

	DSRMS016
	ACM Register
	The Service Provider shall maintain a register of all ACM on the Premises.

	DSRMS017
	Asbestos Works
	The Service Provider shall remove and/or make safe all ACM in accordance with University's asbestos management policy, any statutory requirements, including the use of a licensed contractor.

	DSRMS018
	Asbestos Survey
	The Service Provider shall promptly undertake management surveys and/or refurbishment or demolition surveys when the presence of asbestos is suspected at the Premises.

	DSRMS019
	Water Hygiene 
	The Service Provider shall undertake annual legionella risk assessments and produce a detailed annual report one month before the start of the financial year, setting out any areas of risk and the Service Provider's recommendations to reduce or remove risk.

The Service Provider shall undertake works to implement its recommendations with the agreement of the University.

The Service Provider shall provide water hygiene services, including a disinfection regime in accordance with current HSE requirements.

The Service Provider shall inspect and monitor systems and plant for performance, cleanliness, contamination and damage.

The Service Provider shall monitor water temperatures to ensure that any applicable codes of practice standards are reached.

The Service Provider shall undertake a regime of bacteria sampling to detect legionella, E-coli and other water bound bacteria.

The Service Provider shall test the water supply to the catering areas of the Premises on a six monthly basis to determine if it meets the requirements of Applicable Laws and Regulations (including, in particular, the Water Supply (Water Quality) Regulations 2000).

	DSRMS020
	Pressure Vessels
	The Service Provider shall maintain all pressure vessels at the Premises.

	DSRMS021
	O&M Manuals
	The Service Provider shall be responsible for the management of all O&M Manuals, including keeping them up to date and being made available to the University in both hard and electronic format where available.

	DSRMS022
	Energy Centre
	The Service Provider shall be responsible for the management and maintenance of the district heating plant and associated infrastructure, pipework and controls at the Premises.

In the event of no heating being supplied to the network when the external temperature is below 10 C, the Service Provider shall provide temporary boiler plant of sufficient capacity to the Premises and connect it into the system no later than 24 hours after the failure has occurred and shall supply and distribute temporary electrical heaters to the student residences as an interim measure if the failure is not rectified before 19.00 on the day of the failure.

	DSRMS023
	CHP plant
	The Service Provider shall be responsible for providing the management and maintenance of the CHP plant, ensuring that it meets its operating criteria.

	DSRMS024
	Fire risk assessment rectification works
	The Service Provider shall be responsible for undertaking any rectification works that are identified in the fire risk assessments of the Premises.

	DSRMS025
	Energy management
	The Service Provider shall, where required by the University, participate in any energy management meetings with the University to assist with the University's energy efficiency requirements.

	DSRMS026
	Energy performance certification and display energy certificates
	The Service Provider shall arrange annual campus wide Display Energy Certificates (DECs) and Energy Performance Certificates (EPCs), as required by Applicable Laws and Regulations. The Service Provider shall review operational ratings of certificates on a per building basis.

	DSRMS027
	Electrical safety
	The Service Provider shall be responsible for undertaking cyclical test and inspections of electrical services as required by Applicable Laws and Regulations.

The Service Provider shall review certificates, co-ordinate and perform remedial repairs and maintain records.

	DSRMS028
	Gas safety
	The Service Provider shall be responsible for ensuring the University's statutory obligations are met in terms of gas safety and landlord responsibility.  The Service Provider shall co-ordinate the servicing and inspection of gas appliances and maintaining records.

The Service Provider shall review certificates, co-ordinate and perform remedial repairs and maintain records.

	DSRMS029
	Life safety systems
	The Service Provider shall be responsible for managing and undertaking statutory planned preventative and responsive maintenance for "life safety systems", to include emergency lighting, fire detection, carbon monoxide alarms, fire suppression and fire fighting equipment.

	DSRMS030
	Heating, ventilation and air conditioning (HVAC) systems
	The Service Provider shall be responsible for maintaining the heating, ventilation and air conditioning systems at the Premises.

The Service Provider shall arrange and ensure EPBD inspections are undertaken on an annual basis. The Service Provider shall report on the outcome of inspections in the monthly management report and undertake any remedial works.

	DSRMS031
	Air compressors
	The Service Provider shall be responsible for ensuring all air compressor plant at the Premises is maintained.

	DSRMS032
	Passenger and goods lifts and lifting gear
	The Service Provider shall be responsible for the maintenance of all passenger and goods lift equipment and all lifting gear at the Premises.

	DSRMS033
	Safety systems 
	The Service Provider shall be responsible for the maintenance of all safety systems, including roof safety systems, access ladders, scaffolding, platforms, window cleaning eye bolts, handrails and life lines at the Premises.

	DSRMS034
	Lightning protection of buildings
	The Service Provider shall be responsible for ensuring that lightning protection systems at the Premises are annually inspected and any resulting faults are remedied.

	DSRMS035
	External lighting
	The Service Provider shall be responsible for managing and undertaking the maintenance of external lighting including, lampposts, exterior building lighting, bollards and floodlights.

	DSRMS036
	Warranties 
	The Service Provider shall ensure that the status of any warranty or guarantee provided on new buildings, installations or equipment is checked prior to work being undertaken to ensure that it does not invalidate any existing cover and that work is undertaken under the warranty or guarantee if one is in place.

	DSRMS037
	Standby power provision
	The Service Provider shall maintain, operate and test every six months all generators at the Premises to ensure that they are available to provide electricity in the event of a power cut at all times.

The Service Provider shall provide and manage all fuel stocks for the operation of the standby generators.

	DSRMS038
	Maintenance and repair of Assets 
	The Service Provider shall maintain and repair all fixed plant as part of the PPM and reactive maintenance detailed service requirements (Ref. Nos. DSRMS001, 002 and 006) and replace components with equivalent specification.

	DSRMS039
	Inspections of furniture, window coverings, seating and equipment 
	The Service Provider shall undertake an inspection of all GTS  IT cluster rooms and open areas each academic term and make recommendations to the University as part of the monthly management report for upgrades to furniture and equipment if beneficial to the teaching environment.

	DSRMS040
	External sculpture and architectural features
	The Service Provider shall undertake an inspection of and maintain external sculpture and architectural features at the Premises.

	DSRMS041
	Inspections of furniture, seating and equipment in Public Areas including children's play areas
	The Service Provider shall undertake an inspection of all Public Areas each academic term and make recommendations to the University as part of the monthly management report for upgrades to furniture and equipment if beneficial to the campus environment.

	DSRMS042
	Locksmith services
	The Service Provider shall provide locksmith services, including services for specialist lock and key systems requiring authorisation, key cutting, lock replacement and any requests (including Call Outs) to open locks due to lost or damaged keys. Locksmith services shall also include opening internal and external doors, lockers and cupboards at the Premises.

	DSRMS043
	Access Control System 
	The Service Provider shall maintain Access Control Systems, undertake repairs and issue access cards (new and replacement).
The Service Provider shall, at the request of the University, (through the CCN process) add additional access control to the Salto system following building refurbishment and/or New Premises are constructed or security issues arise.
The Service Provider shall support the University to incorporate other Access Control Systems that have been installed by University schools and directorates into the main University system.

	DSRM044
	Access works
	The Service Provider shall carry out an annual programme of works to improve access to buildings and facilities.

	DSRM045
	Roads, road gullies and pavements 
	The Service Provider shall carry out an annual programme of works to maintain and improve campus roads, road gullies and pavements.


5. Additional Service Requirements for the Residential Estate
	Ref No:
	Service Description
	Service Requirements

	DSRMS046
	Reactive maintenance 
	The Service Provider shall complete repairs according to the agreed target response times provided to tenants in the Residents' Handbook and shall minimise disruption to residents (as to do so may trigger compensation payments).

	DSRMS047
	PPM 
	Within the Annual Projects Plan process, the Service Provider shall agree with the University a separately identifiable subset of the PPM and other project activities, works and budgets forming an annual programme of PPM and works within the Residential Buildings.

Since such PPM may only be undertaken at Residential Buildings at strictly limited times of the year, the timeliness of such agreement is vital to ensure works can be mobilised at appropriate times (such as the summer vacation).

	DSRMS048
	PPM access
	The Service Provider shall provide notice to a student in accordance with the University's agreed procedure if they require access to a student's room (other than in the case of an emergency) to perform any PPM.  

	DSRMS049
	Universities UK code of practice for management of student housing 
	The Service Provider shall undertake the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services in accordance with the Universities UK code of practice to ensure that the University is compliant and shall, in particular, maintain access logs.

	DSRMS050
	Maintenance and replacement of white goods
	The Service Provider shall maintain and replace, when necessary, all white goods within the Residential Buildings with goods of equivalent specification if repair is uneconomic.

	DSRMS051
	Residential safety
	The Service Provider shall ensure that no smoke detectors, window restrictors or other safety equipment within the Residential Buildings are covered or tampered with.  Any breaches shall be immediately reported to the University.

The Service Provider shall ensure that bicycles are not stored inside Residential Buildings.

	DSRMS052
	Service sensitivities
	The Service Provider will undertake Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services whilst ensuring religious beliefs and customs of the residents, protection of minors are respected, including accessing or servicing all-female Residential Buildings.


PREMISES SPECIFIC SERVICE REQUIREMENTS

6. Premises Requirements
6.1 The Service Provider shall provide the following Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services at the following specified Premises.

	Ref No:
	Name of Premises
	Service Description
	Service Requirements

	DSRMS051
	CISC
	Maintenance of clinical environment to support the operation of MRI and PET/CT scanning
	The Service Provider shall provide maintenance services to the clinical environment to ensure that the operations of the clinical equipment for NHS and research use are not restricted.

The Service Provider shall account for expenditure separately on a monthly basis to allow the University to recharge such expenditure.

The Service Provider shall monitor the availability of electricity and power failure alarms, and in the event of power failure shall restore power or after two days provide and monitor alternative supply of electricity until normal supplies are restored. If the level of helium loss is low (with the agreement of the University), alternative power may not be required until the third day of power failure. 

	DSRMS052
	All laboratories 
	Reverse Osmosis (RO) water systems 
	The Service Provider shall provide maintenance to all RO water systems to laboratories.

	DSRMS053
	All laboratories
	Gas storage and distribution systems
	The Service Provider shall provide maintenance of gas storage and distribution systems to all laboratories including oxygen, nitrogen, natural gas and CO2.

	DSRMS054
	All laboratories
	Fume cupboards 
	The Service Provider shall provide maintenance and annual inspections of all fume cupboards. 

	DSRMS055
	All  laboratories
	Autoclaves 
	The Service Provider shall provide maintenance and testing of all autoclaves.

	DSRMS056
	Category 3 laboratories 
	Pressurised laboratories 
	The Service Provider shall provide maintenance of the systems that create the negative pressure environments in the category 3 laboratories. 

	DSRMS057
	New Ancillary Building 
	Maintenance of specialist facilities
	The Service Provider shall provide maintenance in line with all Home Office license requirements for conducting academic research. 

	DSRMS058
	Maintenance of route to Falmer Train Station
	Subway, paths and steps leading to Falmer train station and steps to bus stop on A27 south side
	The Service Provider shall note that Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services shall be provided in order to provide a safe route for University students, staff and visitors to the University both to and from Falmer train station, even though it is outside the Premises boundary. 

	DSRMS059
	Catering areas of the Premises
	Food preparation and serving areas
	For avoidance of doubt, the Service Provider shall maintain the BF within the food preparation and serving areas of the catering areas of Premises to comply with Applicable Laws and Regulations (in particular, the requirements of The Food Hygiene (England) Regulations 2006 (as amended)).

	DSRM060
	Bramber House 
	Grease trap
	The Service Provider shall undertake an annual inspection survey of the grease trap and make an assessment of its condition and shall report on its condition to the University including any recommended works required.

	DSRM061
	Bramber House 
	Toilets and changing areas
	For avoidance of doubt, the Service Provider shall maintain the BF for the toilets and staff changing areas.


7. Exclusions
7.1 The following services and/or equipment are excluded from the scope of the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services:
7.1.1 all heavy and light catering equipment in catering areas of the Premises unless included by specific agreement with the Catering and Conference Service Provider;

7.1.2 any items of furniture or electrical items not on the Asset Register;

7.1.3 maintenance of all IT and media equipment including projectors, lecterns, audiovisual, interactive white boards (other than those in GTS which the Service Provider is responsible for);

7.1.4 maintenance of the data and telephone cabling, switches and equipment;

7.1.5 PPM for Stanmer Court and fifteen Brighthelm houses (these properties are managed by the University under the terms of separate agreements under terms of their leases and management agreements). For avoidance of doubt, the list of Services to be provided at Stanmer Court and Brighthelm are set out in Appendix 1;

7.1.6 all portable appliances owned by students and visitors in the Residential Buildings;

7.1.7 inspections of data and telephone communication equipment in Plant Rooms;

7.1.8 fire risk assessments – certain actions will be the responsibility of the University (i.e. management policy implemented by University heads of school);

7.1.9 maintenance of the clinical equipment at the CISC;

7.1.10 maintenance of the specialist RFID book sorting equipment in the University library;

7.1.11 the crèche and nursery play areas at the Premises; and

7.1.12 cleaning of the grease trap.

8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services:
8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
9.1 The Service Provider shall deliver the majority of the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services by a dedicated on-site maintenance team of Service Provider Personnel, supplemented by mobile engineers, except for specialist services that the Service Provider cannot provide as part of its day to day business.

9.2 The Service Provider shall ensure that the Service Provide Personnel on site Outside of Normal Operating Hours have been trained in responding to Outside of Normal Operating Hours emergency Reactive Repairs in order to be able to seal off the area if it is a danger, isolate services (if required) and contact the on-call engineer.

9.3 The Service Provider shall ensure that an on-call engineer is available at all times Outside of Normal Operating Hours and that Service Provider Personnel are available to respond to an Outside of Normal Operating Hours emergency if attendance is required to make a fault safer or prevent significant damage to the Premises.

10. Reporting
10.1 The Service Provider shall include in the monthly management report reports on all maintenance activities undertaken during the previous month including, PPM activities and all relevant information required to identify the PPM activity.

10.2 The Service Provider shall include in the monthly management report reports on reactive maintenance activities including Recall Work and all relevant information required to identify the activity.

10.3 In addition the Service Provider shall provide annual reports on:

10.3.1 Portable Appliance Testing services;

10.3.2 water hygiene;

10.3.3 energy performance certificates and display energy certificates;

10.3.4 electrical safety; and

10.3.5 gas safety.

Appendix 1
MAINTENANCE SCHEDULES FOR STANMER COURT AND BRIGHTHELM

11. STANMER COURT
11.1 Repairs are to be undertaken by the Service Provider on behalf of the University (excluding defects due to defective design or workmanship). These would normally exclude the complete replacement of an item.

11.2 Internal works
	Carpentry
	· Repairs to internal doors and linings;

· Repairs to door furniture and locks;

· Repair door closers;

· Repairs to skirting/ducting;

· Minor repairs to individual kitchen units and worktops;

· Repairs to internal fixtures and fittings; and

· Repair handrails and balustrades.

	Electrics
	· Replacing fittings damaged by users;

· Locating faults to power and lighting circuits;

· Repair extract fans i.e. clean, replace fuses; and

· Fixed appliance and portable appliance testing.

	White Goods
	· Minor repairs only

	Flooring
	· Patch repair or clean flooring caused by accidental damage

	Plastering
	· Patch repair ceramic wall tiling;

· Patch repair wall or ceiling plaster; and

· Repairs to suspended ceilings.

	Glazing
	· Reglaze windows and doors damaged by accident/vandalism

	Windows
	· Oil and ease windows periodically

	Plumbing
	· Unblocking drains blocked by student use/misuse;

· Repairing leaks to pipework;

· Rewasher taps;

· Descale shower heads;

· Repair to toilet cistern;

· Renewal of damaged WC pan caused by accident;

· Renew WC seat;

· Repairs to taps;

· Investigate heating and hot water faults and repair where caused by failure of central boiler or distribution up to agreed link to Falmer residences;

· Replace shower heads;

· Renew damaged basin caused by accident;

· Renew sink caused by accident;

· Repairs to taps;

· Repair shower doors; and

· Repair thermostatic radiator valves.

	Fire Safety
	· Extinguishers – servicing and damage; and

· Fire Blankets – servicing and damage.

	Fire detection and emergency lighting
	· Servicing only

	CCTV
	· Servicing only

	Door entry
	· Servicing only

	Legionella
	· Tests and chlorination (if required)


11.3 External Works
	Planting
	· Maintain

	Grass
	· Cut grass periodically

	Gullies at ground level
	· Clear

	Paths
	· Minor repairs


12. BRIGHTHELM
12.1 For the avoidance of doubt, fifteen (15) Brighthelm properties are managed by the University under the terms of a management agreement with A2 Dominion. A2 Dominion has full responsibility for these properties.

12.2 As part of the University's management agreement, the University re-charges A2 Dominion for repairs. Brighthelm arranges, with the University's consent, major repairs/upgrading. The cost of cleaning and porters is passed on, on a proportional basis (at 15/60) of the relevant costs for Brighthelm.

METHOD STATEMENT

BUILDING FABRIC, MECHANICAL AND ELECTRICAL AND INFRASTRUCTURE MAINTENANCE SERVICES

Service Reference Number:  SSMS01
1. Service management
The Estates Manager, reporting to the Partnership Manager, will be responsible for the compliant, effective and efficient delivery of the maintenance service to ensure the University strategic objectives are accounted for and that all works are coordinated around projects and campus development work.
2. service delivery staff
2.1 The Service Provider staffing solution
2.1.1 The Service Provider will create the site team structure shown in the organisation chart below to deliver the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services.
2.1.2 It will directly employ the building and engineering maintenance staff to self-deliver core Services and ensure direct control over the quality of delivery.  Due to the different nature of the works and skill sets required it will provide separate teams for M&E and BF and Infrastructure works with appropriate levels of supervision, as shown.
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2.1.3 All Service Provider Personnel will be based at the campus Premises and the Service Provider will provide pool vehicles for attending the University off-campus Premises.  Visiting mobile engineers from Interserve's national team and specialist supply partners will attend the campus to provide specialist services that would be uneconomic to retain on site.

2.1.4 Day to day PPM and reactive maintenance will be undertaken by these teams during Normal Operating Hours or at evenings and weekends if they will otherwise disrupt the campus operation.  In addition they will, where possible, undertake work in the Forward Maintenance Programme, within the limits of their capabilities, so as to maximise their efficiency and minimise costs to the University.  For any large value or complex Forward Maintenance Programme works, or any requiring the use of specialist suppliers, the Service Provider will allocate responsibility to one of their site based project managers.  At all times the Service Provider's priority will be to fully utilise the site team resources and only bring in additional resources if absolutely necessary.

2.1.5 The Service Provider's resource model will remain largely the same in terms of overall headcount, but it is likely to vary in terms of trade allocation as it gains a better understanding of the University's assets during Mobilisation.

2.1.6 The Service Provider will resource the M&E and maintenance services to cover all contingencies 24 hours a day, every day of the year.

2.1.7 Fully trained authorised persons ("APs") will be appointed within the Service Provider's team to establish safe systems of work and ensure systems are operated and maintained properly without danger to students, staff, third parties or the environment. These appointments also satisfy the requirements of Applicable Laws and Regulations. It is the role of the AP to:

(a) be aware of every potentially dangerous system or piece of plant under their responsibility;

(b) assess the risks of operating and maintaining it;

(c) alert appropriate others to any dangers;

(d) limit access to the areas of danger to only persons trained to understand and avoid them;

(e) keep dangerous systems or pieces of plant in the safest possible condition;

(f) keep such records of operation as required to ensure this is done safely; and

(g) control the issue of keys, tools, and safety equipment.

2.1.8 Interserve off-site support
Authorising engineers ("AEs") will provide off-site support in safe systems of work to the on-site Service Provider Personnel for work systems across all areas of the campus. Guidance and advice is available for the following disciplines:

(a) electrical engineering (LV/HV);

(b) boilers and pressure system engineering;

(c) petroleum engineering;

(d) ventilation systems;

(e) gas systems;
(f) confined spaces; and

(g) working at height.

2.1.9 The Service Provider's site team will be supported by the following Interserve corporate functions:

2.1.10 The National Service Centre will provide task scheduling and central PPM planning support.

2.1.11 The Quality, Safety, Health and Environment (QSHE) department maintains the core processes and provides technical advice and audit services to all contracts.  They will support the site based QSHE manager and provide advice and guidance on the establishment and maintenance of the University Statutory Compliance Programme.

2.1.12 The Central Procurement team maintain the preferred supplier list and operate the supplier pre-qualification process ensuring the competency and quality of the suppliers to be employed for the Agreement.  Their facilities managment category managers will support the site team to establish the supply chain and will ensure that the local procurement practises comply with Interserve's accreditation to BS8903:2010 for sustainable procurement.

2.1.13 Group IT support will manage the contract ICT platform as well as the provision of local hardware, network connectivity and mobile communications.  This will include the provision of bespoke reporting and dashboards.

2.2 Training
Technical training for the maintenance team will be provided appropriate to the trades concerned.  For training requiring regular updates, such as IEE 17th edition electrical training, the renewal dates for each individual will be retained by Interserve's HR department in its central training records database and automatically flagged up prior to expiry in sufficient time to arrange update training.
2.3 Roles and responsibilities
2.3.1 A description of each of the roles outlined above is included below:

2.3.2 M&E Manager – They will report to the Estates Manager and will be responsible for management and delivery of the PPM and reactive maintenance Service for all M&E building services equipment. They will act as line manager for the Electrical Supervisor and Mechanical Supervisor. The role will also include responsibility for the completion of statutory compliance works and the management of specialist Approved Subcontractors.

2.3.3 A profile for the role is provided below:

(a) Plumbing/Mechanical Engineering qualification (City and Guilds or equivalent);

(b) and/or electrical qualification, IEE 17th Edition;

(c) knowledge of current legislation in combustion/testing and relevant training (e.g. Gas Safe. Knowledge of HVAC systems);

(d) CSCS accredited;

(e) basic training in health and safety (e.g. IOSH Managing Safely) and COSHH;

(f) good knowledge and skills in relation to ISO9001, ISO14001& OHSAS18001;

(g) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(h) hold a full current driving licence and/or have access to a form of transport to enable the duties of the post holder to be carried out in full;

(i) have the ability to understand and work effectively, excellent interpersonal and communication skills; and

(j) ability to delegate works and manage a team.

2.3.4 Building Fabric and Infrastructure Maintenance Manager – They will report to the Estates Manager and will be responsible for management and delivery of the PPM and reactive maintenance Service for all BF items including the campus Infrastructure. They will act as line manager for the Handypersons, Carpenter and Painter/Decorator. The role will also include responsibility for the management of specialist Approved Subcontractors.
2.3.5 A profile for the role is provided below:
(a) vocational qualification(s) in recognised trade (City and Guilds, or equivalent);

(b) CSCS accredited;

(c) basic training in health and safety (e.g. IOSH Managing Safely) and COSHH;

(d) good knowledge and skills in relation to ISO9001, ISO14001& OHSAS18001;

(e) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(f) hold a full current driving licence and/or have access to a form of transport to enable the duties of the post holder to be carried out in full;

(g) have the ability to understand and work effectively, excellent interpersonal and communication skills; and

(h) ability to delegate works and manage a team.

2.3.6 Electrical Supervisor – They will report to the M&E Manager and will be responsible for undertaking skilled planned and reactive electrical maintenance work, testing and inspections works as well as line management of the Electricians and PAT Operative.

2.3.7 Electricians – They will report to the Electrical Supervisor and will be responsible for undertaking skilled planned and reactive electrical maintenance work as well as testing and inspection works.  They will oversee specialist Approved Subcontractors whilst on site.

2.3.8 PAT Operative – They will report to the Electrical Supervisor and will be responsible for undertaking portable and fixed appliance testing of all electrical equipment.

2.3.9 Mechanical Supervisor – They will report to the M&E Manager and will be responsible for undertaking skilled planned and reactive mechanical maintenance work as well as line management of the Mechanical Engineers, Fitter and Plumber.

2.3.10 Mechanical Engineers – They will report to the Mechanical Supervisor and be responsible for undertaking skilled planned and reactive mechanical maintenance work.  They will oversee specialist Approved Subcontractors whilst on site.

2.3.11 Plumber – They will report to the Mechanical Supervisor and will be responsible for undertaking planned and reactive plumbing maintenance works. They will provide support to other operatives where required.

2.3.12 Fitter – They will report to the Mechanical Supervisor and will be responsible for undertaking basic planned and reactive mechanical maintenance works.  They will provide support to other operatives where required.

2.3.13 Handypersons – They will report to the Building Fabric and Infrastructure Maintenance Manager and will be responsible for undertaking basic and semi-skilled planned and reactive building fabric and infrastructure maintenance works.  They will provide support to other operatives where required.

2.3.14 Carpenter – They will report to the Building Fabric and Infrastructure Maintenance Manager and will be responsible for undertaking skilled carpentry maintenance tasks and any other fabric maintenance works within their abilities.

2.3.15 Painter/Decorator – They will report to the Building Fabric and Infrastructure Maintenance Manager and will be responsible for undertaking skilled painting and decorating tasks and any other fabric maintenance works within their abilities.

2.4 Approved Subcontractors to be used
2.4.1 Approved Subcontractors will be engaged from Interserve's list of approved suppliers following a competitive selection process or existing contracts novated to the Service Provider from the University to provide specialist services where required.

2.4.2 Interserve's preferred specialist Approved Subcontractors for the major services are currently:

(a) Water Treatment – Aquatech;

(b) Generators – Metartec;

(c) CCTV – Gratte Brothers;

(d) BMS – British Gas Energy Services;

(e) Lightning Protection – Omega Red;

(f) HV Switchgear & Transformers – HVMS; and

(g) Chillers – Airconaire/Carrier.

2.4.3 The contracts expected to novate to the Service Provider are:
(a) Chubb – Fire Safety Systems;

(b) AM Security – Access Control; and

(c) Cogenco Ltd – CHP.

3. equipment, premises, technology and systems
3.1 Tools and Equipment
3.1.1 There are existing workshop facilities within the Hastings Building which include machine shop equipment such as lathes, band saws and pillar drills which will be made available for their use.

3.1.2 The Service Provider will provide specialist tools and equipment for the site team to undertake maintenance which will include items such as electrical circuit testers, flue gas analysers and portable appliance testers.  These will be recorded on an equipment register within Maximo which will be used to manage a programme of maintenance and calibration of the equipment. The operatives will provide their own hand tools.

3.1.3 Basic access equipment such as ladders and trestles will be purchased and stored on site.  Specialist access equipment will be hired in when needed.

3.2 Premises Required
3.2.1 The management and administrative roles within the Maintenance Team will occupy the shared office space with other members of the facilities management Team.

3.2.2 The operatives will require access to the workshop facilities located in the Hastings Building.

3.3 Technology & Systems
3.3.1 The maintenance operations will be managed using the latest facilities-specific technologies in both hardware and software.  The two primary software applications Interserve will deploy on campus are:
(a) IBM Maximo V7.1- computer aided facilities management system (CAFM); and

(b) BT Mobile on Demand (BT MOD) - mobile real time communications platform for the operatives.

3.3.2 These core systems are linked by a communications platform called Eden that allows the applications to talk to each other. Interserve will deploy a data warehouse to capture and hold all the data generated by the systems and provide customised views of it using the business intelligence tool QlikView and more traditional reporting engines. All applications will be accessible to the University via the internet through an MS SharePoint portal which will also act as the facilities document repository.

3.3.3 Maximo is a fully featured computerised asset management solution which Interserve has been operating across its business units since 2007 and has a policy of upgrading to keep current with the latest version.

3.3.4 The modular nature of Maximo provides the functionality to:

(a) capture and hold asset data structured by location and equipment level;

(b) hold a standardised library of PPM task schedules;

(c) prepare and manage the annual PPM and statutory inspection and maintenance programmes;

(d) upload reactive response times and associated priority definitions;

(e) log Call Outs and manage all reactive works;

(f) track and report task progress (included automated email status updates to the University);

(g) record task completion information and costs;

(h) manage procurement of subcontractors and materials;

(i) manage the materials inventory;

(j) produce standard asset and maintenance performance reports;

(k) prepare and manage the Forward Maintenance Programme; and

(l) manage non-complex project works.

3.3.5 Each operative will be provided with a hand held device and two way radio to enable real time communication of work orders and ensure they are contactable in all locations. Interserve currently uses Motorola ES400 handsets which also operate as mobile telephones, but by the time the contract is mobilised technology improvements may mean more advanced devices are deployed.

3.3.6 Office based Service Provider Personnel will be provided with desktop or laptop computers, with secure VPN technology for remote access to Interserve's systems, and mobile phones appropriate to their role.

3.3.7 The Works Order management process encompasses several stages from origination (e.g. a call-out logged by the Helpdesk operative), through to the generation of the Works Order, allocation to an operative and completion.  Each stage is automated and once a particular aspect of the Works Order has been completed the systems are updated in real time.  The operatives update the progress and status of each allocated job on their hand held device.  Alarms are triggered if a task is nearing its deadline so that it can be escalated if needed ensuring the University receives a consistent level of service.  The systems record a full audit trail which the Service Provider will use to generate the monthly contract reports for the University.

4. processes and activities
4.1 Scope of services to deliver a compliant building fabric, mechanical and electrical and infrastructure maintenance service
4.1.1 Reactive Maintenance [DSRMS001]
(a) The Service Provider will provide a reactive maintenance service during Normal Operating Hours via the maintenance team.  The Helpdesk will log calls from the University onto Maximo, allocate the required response priority in agreement with the caller and issue the reactive Works Order to the appropriate operative via their PDA. Maximo tracks the progress of each job to ensure it achieves the required response time.  Should escalation of a response be necessary the Helpdesk will notify the relevant manager who will instruct them to either re-allocate the job or assign further resources.

(b) For specialist subcontracted services the Service Provider will ensure that the selected suppliers have suitable arrangements and resources in place to provide the necessary reactive response.

(c) Reactive Maintenance Threshold

(i) In order to minimise the administration and cost associated with managing the reactive works the Service Provider will apply a Reactive Maintenance Threshold of £1500.00 to all qualifying works.  Based on historical data from similar FM contracts and an assessment of the University's estate age and condition, Interserve calculate this value will capture 99.9% of all reactive jobs.  This represents the optimum balance between the Service Provider's risk on cost and value to the University which is demonstrated in the table below.

	Reactive Maintenance Threshold
	Approx Cost £m
	Planned Cost Approx £m
	Reactive Cost Approx £m
	% of Reactive Jobs Captured

	£500
	2.33
	1.38
	0.96
	85.0%

	£1000
	2.48
	1.38
	1.10
	98.0%

	£1500
	2.50
	1.38
	1.12
	99.9%


(ii) Works with costs expected to be above the £1500.00 threshold will be reported to the University with a fixed price quotation to complete the Works for approval by the University prior to commencement.

(iii) For Exempt Work Orders, the Reactive Maintenance Threshold will not apply and the University will be responsible for all costs.

4.1.2 Out of hours Reactive Maintenance [DSRMS002]
(a) The initial response to an out of hours reactive maintenance request will be provided by one of the Security Services personnel if no Maintenance staff are on site.  Having attended the issue they will contact the on-call engineer via telephone to discuss the nature of the problem and decide whether the problem can be addressed or made safe without technical assistance or if a qualified engineer or Approved Subcontractor needs to attend. The Service Provider will carry out the Reactive Repair if possible and if the value is below the Reactive Maintenance Threshold.  If not, the problem will be made safe overnight with the Works Order being kept open and completed the following Working Day.

(b) The Service Provider will operate an Outside of Normal Operating Hours Call Out rota system for the site maintenance team to provide out of hours emergency attendance cover when needed.  This will include core mechanical, electrical and building fabric trades operatives as well supervisory and management staff to ensure the appropriate skill and seniority of staff are available at all times.  The Call Out procedure includes levels of escalation up to the Partnership Manager, if necessary.  When operatives are required to attend a Call Out full details will be recorded on their PDA which will be automatically updated in Maximo and progress reports issued. The Service Provider will set up procedures and lines of communication with key specialist Approved Subcontractors to guarantee their out of hour's attendance also.

4.1.3 Incidental Services [DSRMS003]
Four Handypersons will be provided in the maintenance team during Normal Operating Hours whose duties will include providing a Service to undertake small scale incidental works.
4.1.4 Portable Appliance Testing [DSRMS004]
Portable appliance testing will be conducted by the PAT Operative at the frequency determined by the risk assessment and as agreed with the University.
4.1.5 Forward Maintenance Programme [DSRMS005]
(a) The Estate Manager, assisted by the M&E Manager and Building Fabric and Infrastructure Maintenance Manager, will be responsible for the creation, management and delivery of the Forward Maintenance Programme which will be based on the Conditions Survey commissioned by the University prior to the Effective Date.

(b) Following the Asset verification process during Mobilisation, the Service Provider will upload the Conditions Survey data provided by the University into Maximo.  From the Asset condition ratings and remaining life expectancies reported the Estate Manager will use Maximo to generate the Forward Maintenance Programme which will be reviewed and updated annually.

(c) Preparation of the Forward Maintenance Programme will be a consultative exercise with the University. It will take account of the University's site knowledge, available budgets, stakeholder sensitivity, planned projects, statutory compliance works and the overall estate strategy to ensure a fully coordinated approach. The Forward Maintenance Programme will be updated and agreed with the University four calendar months before the start of each financial year.

4.1.6 Planned Preventative Maintenance and the Annual Projects Plan [DSRMS006]
(a) The approach to PPM will be based on the Building and Engineering Services Association ("B&ES") SFG20 standard maintenance model but the application of a condition based or business risk focused maintenance strategy has the potential to significantly reduce the University's maintenance costs.  The Service Provider will undertake a review of the PPM model at the end of year one with a view to moving to an alternative, provided there is a good business case for doing so.

(b) Note: "SFG20" is the commonly used name for the B&ES Standard Maintenance Specification for Mechanical Services in Buildings – SFG20. The publication is an industry recognised standard used extensively to design planned preventative maintenance programmes for all types of building engineering services.

(c) PPM and other work scheduling – Annual Projects Plan:

(i) During Mobilisation the Service Provider will assess the requirements of the PPM programme for year one. It will take account of Works that have already been committed and will be in progress or awaiting start (e.g. from the Forward Maintenance Programme and/or project works) and will incorporate this into the initial Annual Projects Plan which will detail all planned maintenance, forward maintenance and project works for the year. It will subsequently review the Annual Projects Plan for provisional agreement with the University three months before the start of the financial year and agree it in full with the University one month before the start of the financial year.

(ii) Special attention will be paid to the University's obligations regarding listed buildings by ensuring that the site team is fully briefed on their location and the listed elements.  Specific maintenance task schedules and method statements will be developed and applied for work on listed property.

(iii) All Assets and their planned maintenance frequencies will be loaded into Maximo which will be used to generate and manage the PPM programme and Annual Projects Plan. Statutory maintenance activities will be automatically up flagged by Maximo in advance to ensure they do not become overdue. All statutory maintenance records and documentation will be held electronically in Maximo attached to the relevant asset.

4.1.7 Works, Tendered Works and Capital Works [DSRMS007]
(a) The Service Provider will undertake all works, up to the total inclusive value of the Works Threshold (£1,000,000.00), which are included in the Works budget agreed with the University prior to the start of the financial year.

(b) The Works will be delivered as separate projects managed by the site based dedicated Project Managers. Project specific labour resources will be brought in to undertake the works. The projects will be managed using the Maximo CAFM system in order to meet the University's need for transparency of cost and demonstration of value for money.

(c) For Works in excess of the Works Threshold but below the OJEU works threshold (Tendered Works), Interserve's corporate projects team may submit competitive tenders in response to invitations from the University and, if successful, deliver the works as separate projects managed by non-contract dedicated Project Managers and using project specific labour resources.

(d) These projects will be managed using the Conject Project Control project management application in order to meet the University's need for transparency of cost and demonstration of value for money.

(e) Works in excess of the OJEU works threshold (Capital Works), will be procured outside of the Agreement and the Service Provider may apply to tender for them through the usual OJEU process.

4.1.8 Unscheduled Works and Schools and Directorates Works [DSRMS008]
(a) The Service Provider will notify the University immediately of any repair works they become aware of that are required within the timescale covered by the Annual Projects Plan. Subject to agreement by the University the Service Provider will add these Unscheduled Works to the Forward Maintenance Programme.

(b) The Service Provider will also perform any Schools and Directorates Works requested and authorised by Heads of Schools or Directorates and the University Client Function up to the value of £25,000.00. The works will be agreed and approved in a process to be agreed with the University. Any Schools and Directorates Works exceeding £25,000.00 can only be approved by the University and undertaken as Unscheduled Works.

(c) The Annual Projects Plan will be updated to include works of this type.

(d) The works will be managed using the Maximo CAFM system in order to meet the University's need for transparency of cost and demonstration of value for money.

4.1.9 Plant Room Inspections [DSRMS009]
The Service Provider will conduct plant room inspections in accordance with the requirements of the University's insurers.  The frequency of the inspections will be input into the planned maintenance schedule within Maximo and they will be issued as work orders to the maintenance operatives via their PDAs.  Any unauthorised items found in the plant rooms will be removed.
4.1.10 Provision of materials, parts and consumables [DSRMS0010]
The Service Provider will provide all materials, parts and consumables including PPE required for the Service.
4.1.11 Provision of tools and equipment [DSRMS0011]
(a) As stated in section 3.1, there are existing workshop facilities within the Hastings Building which include machine shop Equipment (such as lathes, band saws and pillar drills) which will be made available for the Service Provider's use.

(b) The Service Provider will provide specialist tools and equipment for the site team to undertake maintenance which will include items such as electrical circuit testers, flue gas analysers and portable appliance testers.  These will be recorded on an equipment register within Maximo which will be used to manage a programme of maintenance and calibration of the equipment. The operatives will provide their own hand tools.

(c) Basic access equipment such as ladders and trestles will be purchased and stored on site.  Specialist access equipment will be hired in when needed.

4.1.12 Condition Monitoring [DSRMS0012]
(a) The Service Provider will utilise the three-yearly Condition Surveys to record and monitor the condition of all BF, Infrastructure and M&E plant and services.  The Conditions Survey will be updated on a rolling basis as part of the planned maintenance routine to ensure all BF, Infrastructure, M&E plant condition is updated on a three-yearly basis.

(b) During day to day maintenance activities the Service Provider will record and report any unexpected deterioration in condition of any item which, subject to approval by the University, will be added to the Forward Maintenance Programme for repair.

4.1.13 Estate Management Statistics [DSRMS0013]
During Mobilisation the Service Provider will confirm with the University the data to record.  They will utilise the Maximo and MICAD systems to measure and record the information from which they will generate a report for the University to use in support of its EMS HEFCE submission.
4.1.14 Specific insurance maintenance and inspection requirements [DSRMS0014]
The Service Provider will create, record and maintain records of all specific maintenance works and inspections carried out by them, as required by the University's insurers, on Assets (such as lifts, lifting gear, safety systems and pressure vessels).  They will utilise the Maximo and MICAD systems for this including the uploading of any scanned statutory compliance documents associated with the Assets.
4.1.15 Asbestos awareness and reporting [DSRMS0015]
(a) The Service Provider shall remove and/or make safe all ACM in accordance with University Asbestos Management Policy which shall be maintained by the University's statutory requirements, including use of a licensed Approved Subcontractor.

(b) Site specific risk assessments will be completed by the QSHE Advisors for all maintenance activities prior to undertaking the works which will include consultation of the site Asbestos Registers and stating for which activities asbestos will be encountered.  The operatives will be required to read the risk assessments so will be aware of the presence of asbestos and any risk control measures necessary for the works.

(c) The operatives will receive annual asbestos awareness training to ensure they are aware of how to recognise and deal with the unexpected presence of asbestos.  This will be supplemented by regular reminders during tool box talks.

(d) Any suspected instance of asbestos not recorded on the Asbestos Register will be reported to the Helpdesk for further action and the area isolated.

4.1.16 ACM Register [DSRMS0016]
The Service Provider will maintain and update an Asbestos Register on site utilising the MICAD system to store the information and make it available online to the University.
4.1.17 Asbestos Works [DSRMS0017]
If the presence of asbestos is confirmed (as in section 4.1.19) the Service Provider will follow the recommendations of the specialist Approved Subcontractor to remove or make safe the ACM in accordance with Applicable Laws and Regulations.  These works would be undertaken by an approved and licensed Approved Subcontractor.
4.1.18 Asbestos Survey [DSRMS0018]
Where the presence of asbestos is suspected the Service Provider will isolate the area and call in a specialist Approved Subcontractor to undertake management surveys and/or refurbishment or demolition surveys and report their findings.
4.1.19 Water Hygiene [DSRMS0019]
(a) The Service Provider will engage a specialist water treatment Approved Subcontractor to undertake an annual review and report on the water services risk assessments for the University one month before the start of the financial year. The risk assessments will be updated every two years in accordance with ACOP L8.

(b) The Service Provider will deliver the legionella risk control regime resulting from the risk assessments using a combination of self delivery and specialist Approved Subcontractor resources.  Disinfection of water systems will be carried out where, and at the frequency, the risk assessments specify.

(c) The Service Provider will inspect and monitor the water condition and system cleanliness of all storage systems (eg cold water storage tanks, calorifiers, water softeners etc) as part of the PPM regime.  Any faults, damage or contamination will be reported for further action.

(d) The Service Provider will undertake monthly hot and cold water temperature measurements at tap outlets and water storage tanks to ensure they are within high/low limits.  All measurements will be recorded and any non-compliance reported for further action.

(e) Using a specialist water treatment Approved Subcontractor the Service Provider will undertake a programme of sampling of hot and cold water systems to detect the presence of legionella, e-coli and other microbiological contaminants.  Any positive samples will be reported and remedial action taken accordingly.  The Service Provider will also take samples from the heating and chilled water closed systems to ensure good water quality and that chemical levels are correct, topping up where required.

(f) The Service Provider will test the water quality supply to the catering areas of the  Premises on a six monthly to determine if it meets the Water Supply (Water Quality) Regulations 2000.
4.1.20 Pressure Vessels [DSRMS0020]
The Service Provider will undertake maintenance of all pressure vessels, ensuring statutory compliance, using specialist Approved Subcontractor resources.  Written schemes of examination will be produced for all qualifying vessels.
4.1.21 O&M Manuals [DSRMS0021]
(a) The Service Provider will take responsibility for management of the existing hard copy O&M library on site.  All the information will be reviewed to establish whether it is current and any old information archived or disposed of. Where practical drawings and documents will be scanned and uploaded into MICAD for online access at all times.

(b) The records will be modified and updated following any minor works undertaken on site. Any new O&Ms will be added to the library, in hard and electronic copy, following the completion of refurbishment or development projects.

4.1.22 Energy Centre [DSRMS0022]
(a) The Service Provider will undertake maintenance of the Energy Centre plant, equipment and infrastructure, including the district heating main, in accordance with manufacturer's requirements and B&ES standard maintenance specification SFG20.

(b) In the event of no heating being supplied to the district network when the external temperature is below 10C, the Service Provider will provide temporary mobile boiler plant of sufficient capacity and connect it to the existing system and services no later than 24 hours after the failure to enable basic operations to continue whilst the main system is repaired.  The temporary equipment will be housed in a mobile container and provided through an approved supplier from the supply chain. The Service Provider will distribute temporary electrical heaters to the student residences as an interim measure if the failure is not rectified by 19.00 on the day of failure.

4.1.23 CHP Plant [DSRMS0023]
The Service Provider will appoint Cogenco to maintain the CHP plant and ancillary equipment in the Energy Centre, including providing reactive attendance and repairs.  The maintenance operatives will conduct and record day to day monitoring and operational checks of the equipment to ensure it meets its operating criteria.
4.1.24 Fire risk assessment rectification works [DSRMS0024]
The Service Provider will undertake all rectification works (M&E or BF), that are identified in the fire risk assessment using the site operatives or specialist Approved Subcontractors as appropriate.
4.1.25 Energy Management [DSRMS0025]
The Energy Manager will, on request by the University, attend and participate in any meetings regarding the University's energy efficiency requirements, providing assistance as needed.
4.1.26 Energy Performance Certification and Display Energy Certificates [DSRMS0026]
(a) The Service Provider will produce Display Energy Certificates ("DECs") annually for all qualifying buildings in accordance with the Energy Performance of Buildings Directive ("EPBD").  Accompanying Advisory Reports will be reviewed to ensure they are valid.  The operational ratings of each building requiring a DEC will be reviewed by the Energy Manager and trends reported to the University.

(b) Energy Performance Certificates ("EPCs") for qualifying buildings will be renewed every ten years using the services of an approved commercial energy assessor.  The asset rating and recommendations in the accompanying report will be reviewed by the Energy Manager and reported to the University.

(c) Records will be retained in the Maximo and MICAD systems.

4.1.27 Electrical safety [DSRMS0027]
(a) The Service Provider will undertake a programme of electrical test and inspection works of all fixed wire systems in accordance with, and at the frequency stated by Applicable Laws and Regulations (including the Electricity at Work Regulations 1989, the Health and Safety at Work etc. Act 1974), the Institution of Engineering and Technology 17th edition wiring regulations (BS7671) and any other applicable standards.

(b) Test certificates will be issued for each installation and any non-conformances will be reported in a prioritised list for further action or rectification.

(c) The Service Provider will undertake full record keeping (including statutory documentation) using the Maximo and MICAD systems.

4.1.28 Gas safety [DSRMS0028]
(a) The Service Provider will ensure the University's statutory obligations in terms of gas safety are met by carrying out the servicing, maintenance and certification of the gas distribution systems and gas fired plant in accordance with the Gas Safety (Installation and Use) Regulations 1998 Approved Code of Practice and guidance.

(b) The Service Provider will ensure the University's landlord responsibilities are met by conducting inspection and maintenance of gas appliances and systems in tenanted properties and issuing landlord gas safety certificates (CP12).

(c) The Service Provider will undertake a programme of planned and reactive maintenance and repairs including full record keeping (including statutory documentation) using the Maximo and MICAD systems.

4.1.29 Life Safety Systems (emergency lighting, fire detection, fire suppression, fire fighting and fire fighting equipment) [DSRMS0029]
The Service Provider will undertake an annual programme of planned and reactive maintenance of all "life safety systems" in accordance with Applicable Laws and Regulations to ensure statutory compliance on behalf of the University.  This will be carried out through a combination of direct delivery and the engagement of specialist Approved Subcontractors.  The programme will be managed and records kept utilising the Maximo and MICAD systems.
4.1.30 Heating, Ventilation and Air Conditioning (HVAC) Systems [DSRMS0030]
(a) The Service Provider will undertake an annual programme of planned and reactive maintenance of all HVAC systems in accordance with the appropriate standards and regulations and to ensure statutory compliance on behalf of the University.  This will be carried out through a combination of direct delivery and the engagement of specialist Approved Subcontractors. The programme will be managed and records kept utilising the Maximo and MICAD systems.

(b) The maintenance programme will include undertaking air conditioning inspections and producing advisory reports for qualifying plant and equipment in accordance with the EPBD.  The outcomes of the inspections will be included in the monthly management report.

4.1.31 Air Compressors [DSRMS0031]
The Service Provider will undertake an annual programme of planned and reactive maintenance of all air compressors in accordance with Applicable Laws and Regulations to ensure statutory compliance on behalf of the University.  This will be carried out through the engagement of specialist Approved Subcontractors.  The programme will be managed and records kept utilising the Maximo and MICAD systems.
4.1.32 Passenger and Goods Lifts and Lifting Gear [DSRMS0032]
The Service Provider will undertake an annual programme of planned and reactive maintenance of all passenger and goods lifts and lifting gear in accordance with Applicable Laws and Regulations and to ensure statutory compliance on behalf of the University.  This will be carried out through a combination of direct delivery and the engagement of specialist Approved Subcontractors.  The programme will be managed and records kept utilising the Maximo and MICAD systems.
4.1.33 Safety Systems [DSRMS0033]
The Service Provider will undertake an annual programme of planned and reactive maintenance of all safety systems (such as lanyard systems, ladders, access platforms and eyebolts) in accordance with Applicable Laws and Regulations and to ensure statutory compliance on behalf of the University.  This will be carried out through a combination of direct delivery and the engagement of specialist Approved Subcontractors.  The programme will be managed and records kept utilising the Maximo and MICAD systems.
4.1.34 Lightning Protection of buildings [DSRMS0034]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the lightning protection systems in accordance with Applicable Laws and Regulations to ensure statutory compliance on behalf of the University.  This will be carried out through the engagement of specialist Approved Subcontractors who will undertake inspections at eleven month intervals.  The programme will be managed and records kept utilising the Maximo and MICAD systems.
4.1.35 External lighting [DSRMS0035]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the external lighting systems in accordance with Applicable Laws and Regulations including monthly checks for failed lamps which will be replaced as required.  The programme will be managed and records kept using Maximo.
4.1.36 Warranties [DSRMS0036]
Where new items of plant and equipment are covered by warranty a note will be added against the asset record on Maximo so that the maintenance operatives are aware of the equipment status in the event of a breakdown (the status will be indicated on their PDA).  This will avoid undertaking any work which may invalidate a warranty and will prompt the maintenance staff to contact the supplier or manufacturer as necessary.  Where required the Service Provider will engage the manufacturer provide a maintenance programme for any new plant and equipment that requires specialist attention.
4.1.37 Standby power provision [DSRMS0037]
(a) The Service Provider will engage a specialist generator maintenance Approved Subcontractor to undertake the service programme on all standby generator sets including six-monthly service intervals.

(b) In addition, the maintenance operatives will undertake monthly off-load generator run tests for a minimum of fifteen minutes to check the plant operation.

(c) The Service Provider will provide and monitor fuel stocks and report to the University monthly including advice on the fuel condition.

4.1.38 Maintenance and repair of Assets [DSRMS0038]
The Service Provider shall maintain and repair all fixed plant as part of the PPM and Reactive Maintenance detailed service requirements (Ref. Nos. DSRMS001, 002 and 006) and replace components with equivalent specification.
4.1.39 Inspections of furniture, seating and equipment [DSRMS0039]
The Service Provider will undertake termly (three times per year) inspections of furniture and equipment in the GTS and report its findings and recommendations for upgrades or replacements where beneficial to the teaching environment to the University in the subsequent management report.
4.1.40 External sculpture and architectural features [DSRMS0040]
The Service Provider shall undertake an inspection of and maintain external sculpture and architectural features at the Premises.
4.1.41 Inspections of furniture, seating and equipment in Public Areas including children's play areas [DSRMS0041]
The Service Provider will undertake termly (three times per year) inspections of external furniture and equipment in Public Areas and report its findings and recommendations for upgrades or replacements where beneficial to the campus environment to the University in the subsequent management report.
4.1.42 Locksmith services [DSRMS0042]
The Service Provider will engage the services of a local locksmith to provide ad-hoc support for key cutting, lock replacement and Call Outs to open locks for all internal and external doors, lockers and cupboards.
4.1.43 Access Control System [DSRMS0043]
(a) The Service Provider will maintain the Access Control Systems, undertake repairs and issue new and replacement cards.

(b) The Service Provider shall at the request of the University (through the CCN process) add additional access control to the Salto system following building refurbishment and/or New Premises are constructed or security issues arise.

(c) The Service Provider shall support the University to incorporate other access control systems that have been installed by University schools and directorates into the main University system

4.1.44 Access works [DSRMS0044]
The Service Provider shall carry out an annual programme of works to improve access to buildings and facilities.
4.1.45 Roads, road gullies and pavements [DSRMS0045]
The Service Provider shall carry out an annual programme of works to maintain and improve campus roads, road gullies and pavements.
4.1.46 Reactive Maintenance [DSRMS0046]
The Service Provider will provide a reactive maintenance service to the residential estate responding to and completing repairs in accordance with the specified response times in the tenant's Residents' Handbook.  The Service Provider will log calls on Maximo, prioritise the response according to the nature of the problem and provide attendance of a maintenance operative to rectify the situation.  In this way the Service Provider will minimise disruption to residents and avoid compensation payments.
4.1.47 PPM [DSRMS0047]
(a) Within the Annual Projects Plan process the Service Provider shall agree with the University a separately identifiable subset of the PPM and other project activities, works and budgets forming an annual programme of PPM and works within the Residential Buildings. Since works may be undertaken on Residential Buildings at strictly limited times of the year, the timeliness of such agreement is vital to ensure works can be mobilised at appropriate times, especially in summer.

(b) During Mobilisation the Service Provider will assess the requirements of the residential buildings PPM programme for year one. It will take account of works that have already been committed and will be in progress or awaiting start (e.g. from the Forward Maintenance Programme and/or project works) and will incorporate this into the initial Annual Projects Plan which will detail all planned maintenance, forward maintenance and project works for the year. It will subsequently review the Annual Projects Plan for provisional agreement with the University three months before the start of the financial year and agree it in full with the University one month before the start of the financial year.

(c) All Assets and their maintenance frequencies will be loaded into Maximo which will be used to generate and manage the PPM programme.  Statutory maintenance activities will be automatically up flagged by Maximo in advance to ensure they do not become overdue.  All statutory maintenance records and documentation will be held electronically in Maximo attached to the relevant Asset.

4.1.48 PPM access [DSRMS0048]
In accordance with the University's agreed procedure the Service Provider will provide notice to a student if the Service Provider requires access to their room for maintenance activities other than an emergency.  Notice will be provided via email, SMS, telephone call or message card as appropriate.
4.1.49 Universities UK code of practice for management of student housing [DSRMS0049]
The Service Provider will undertake maintenance services in compliance with the Universities UK Code of Practice for Management of Student Housing.  All operatives will be briefed with regard to any special requirements of the code of practice that may affect their activities.  Where access logs are not created automatically via electronic access systems the Service Provider will use log books at the appropriate locations.
4.1.50 Maintenance and replacement of White Goods [DSRMS0050]
A list of white goods in residences will be created during Mobilisation and uploaded to Maximo as Assets.  Any white goods that can be maintained will be maintained in accordance with the manufacturer's requirements. Items will be repaired where possible or replaced with an equivalent specification model if more economic.
4.1.51 Residential Safety [DSRMS0051]
(a) The maintenance operatives, porters and cleaning staff will be instructed during their day to day activities to look for and report to the Helpdesk any incidences of tampering or damage to safety equipment such as smoke detectors, window restrictors, fire extinguishers etc in the residences. Reports received by the Helpdesk will be forwarded to the University.  Any damage will be rectified accordingly.

(b) Whilst the Service Provider cannot physically prevent bicycles being taken into residential buildings its staff will be under instruction to report any incidences of this kind to the Helpdesk.  Reports received by the Helpdesk will be forwarded to the University.

4.1.52 Service Sensitivities [DSRMS0052]
(a) As far as practically possible the maintenance activities will be undertaken whilst respecting the religious beliefs or customs of the residents by planning works for suitable times of day or dates. The Service Provider will need advice from the University as to which residences this will apply.

(b) All Service Provider Personnel will be required to undergo enhanced CRB checks prior to entering sensitive residential areas.  In collaboration with the University the Service Provider will create suitable protocols for Service Provider Personnel to access specific areas, such as all female residences, which may include the University staff accompanying the Service Provider's or deploying female only staff.

4.1.53 Maintenance of clinical environment to support the operation of MRI and PET/CT scanning [DSRMS0051]
(a) The Service Provider will undertake planned and reactive maintenance to the engineering services and BF of the clinical environment supporting the scanning equipment and operations in accordance with the standards referred to earlier in this section and utilising Maximo to manage the programme.

(b) In so far as the engineering systems have sufficient built in redundancy and resilience the Service Provider will ensure the operating environment is maintained.  The Service Provider will assess this capability and advise the University how it believes the system resilience could or should be improved to guarantee availability, in particular back up power supplies.  Temporary generators will be provided where the mains power supplies cannot be restored for a long period.

(c) The Service Provider shall monitor the availability of electricity and power failure alarms, and in the event of power failure shall restore power or after two days provide and monitor alternative supply of electricity until normal supplies are restored. If the level of helium loss is low and with the agreement of the University, alternative power may not be required until the third day of power failure

(d) The Service Provider will use Maximo to record and report to the University on a monthly basis all maintenance costs associated with this environment for re-charging.

4.1.54 Reverse Osmosis (RO) water systems [DSRMS0052]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the RO water treatment systems serving the laboratories in accordance with the manufacturer's requirements. This will be carried out through the engagement of a specialist Approved Subcontractor. The programme will be managed and records kept utilising the Maximo system.
4.1.55 Gas storage and distribution systems [DSRMS0053]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the gas storage and distribution systems (such as oxygen, nitrogen, CO2) serving the laboratories in accordance with Applicable Laws and Regulations. This will be carried out through the engagement of a specialist Approved Subcontractor. The programme will be managed and records kept utilising the Maximo system.
4.1.56 Fume cupboards [DSRMS0054]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the fume cupboards in accordance with Applicable Laws and Regulations. This will be carried out through the engagement of a specialist Approved Subcontractor. The programme will be managed and records kept utilising the Maximo system.
4.1.57 Autoclaves [DSRMS0055]
The Service Provider will undertake an annual programme of planned and reactive maintenance of the autoclaves in accordance with Applicable Laws and Regulations. This will be carried out through the engagement of a specialist Approved Subcontractor. The programme will be managed and records kept utilising the Maximo system
4.1.58 Pressurised laboratories [DSRMS0056]
(a) The Service Provider will undertake an annual programme of planned and reactive maintenance of the ventilation plant and systems serving the category 3 laboratories in accordance with the standards referred to earlier in this section and utilising Maximo to manage the programme.

(b) In addition to the standard M&E maintenance tasks the Service Provider's procedures will pay special attention to the containment systems and include specific tasks to check the operation of the supply and extract airflow interlocks to ensure negative room pressure at all times, check the operation of reverse airflow prevention devices and checking and replacement of HEPA filters. The Service Provider will engage a specialist Approved Subcontractor to undertake regular audits of the areas concerned and conduct air pressure tests to ensure the environment integrity.

(c) Site specific risk assessments will be produced for maintenance of the plant and systems in these areas which will identify any risk control measures required for the operatives and how to deal with the safe disposal of contaminated HEPA filters.

4.1.59 Maintenance of specialist facilities [DSRMS0057]
(a) The Service Provider will undertake an annual programme of planned and reactive maintenance of the building engineering services serving the academic research facilities in the New Ancillary Building in accordance with the standards referred to earlier in this section and utilising Maximo to manage the programme.

(b) The Service Provider will require from the University details of the Home Office establishment licence concerning the areas where research is conducted in order to determine what, if any, special maintenance procedures are needed to comply with the licence.  For instance, are the facilities used for short or long term holding, are they sterile or non-sterile and what are the suitability codings?

(c) Site specific risk assessments will be produced for maintenance of the plant and systems in these areas which will identify any risk control measures required for the operatives and any special procedures for entry.

4.1.60 Subway, paths and steps leading to Falmer Train station and steps to bus stop on A27 south side [DSRMS0058]
The Service Provider will undertake repairs and maintenance to the infrastructure and services of the subway, paths and steps on the route from the campus to Falmer Train station to ensure the safety of University staff, students and visitors.
4.1.61 Food preparation and serving areas [DSRMS0059]
The Service Provider shall maintain the BF within the food preparation and serving areas to comply with Applicable Laws and Regulations (in particular the requirements of The Food Hygiene (England) Regulations 2006 (as amended)).
4.1.62 Grease trap [DSRMS0060]
The Service Provider shall undertake an annual inspection survey of the grease trap in Bramber House and make an assessment of its condition and report it to the University including any recommended works required.
4.1.63 Toilets and changing areas [DSRMS0061]
The Service Provider shall maintain the BF for the toilets and staff changing areas in Bramber House.
4.2 Monitoring and auditing
4.2.1 Quality control will be managed through a combined process of task inspection and information audit.

4.2.2 The Service Provider will conduct post delivery inspections on approximately 5% of tasks.  These inspections will largely be delivered by the supervisors but will be supplemented by the M&E and Building Fabric and Infrastructure Maintenance Managers and the technically qualified members of the site team.  The core technical standards used for these inspections will be produced by Interserve's central technical support resources.  The QSHE and Compliance Manager will set out the inspection procedures to be followed and records to be taken whilst the Estates Manager will be responsible for delivery of the inspection programme.

4.2.3 The inspection process will include an examination of the completeness and accuracy of information gathered. In addition the QSHE and Compliance Manager will conduct information audits on all tasks using automated reports to determine:

(a) records with missing or 'out of band' information;

(b) records with improbable data (e.g. hours taken outside those available within the start/finish window); and

(c) late invoice returns for material and subcontract costs.

4.2.4 The QSHE and Compliance Manager will also conduct a manual sample of audit of records, primarily subcontractor records, but may also include operatives not using mobile devices for whatever reason.

4.2.5 They will produce an information quality report on a monthly basis identifying problem areas and actions required to rectify them.

(a) Performance monitoring

(i) The QSHE and Compliance Manager will use Maximo to track and predict the Service Provider's PPM and statutory maintenance performance.  Any potential shortfall identified will be flagged to the Estates Manager for corrective action ensuring the Service Provider meets the SLR obligations and Applicable Law and Regulation requirements.

(ii) The QSHE and Compliance Manager will be responsible for collating the performance data and providing the University with detailed monthly reports based on their SLR model.

(iii) The Service Provider will run monthly contract progress meetings with the University to facilitate a detailed review of its Service delivery.  The performance and inspection/audit data discussed above will be reported in these meetings so the Service Provider can agree any changes or improvements required.

(b) Quality assurance procedures

(i) Interserve's Integrated Management System ("IMS") is certified to BS PAS99 which is an integrated standard that unifies ISO 9001 (Quality), ISO 14001 (Environmental Management) and OHSAS 18001 (Health and Safety). This provides a set of core processes and procedures that will ensure the Service Provider's Services are delivered to a consistent standard in a safe and sustainable manner and with minimised environmental impact.

(ii) During Mobilisation Interserve will prepare a contract specific quality plan which will describe in detail how the Service Provider will deliver to the University's Service Specification and in accordance with the policies and procedures included in Interserve's IMS.  This approach allows tailoring of the processes to meet the University's needs, but the Service Provider will need to demonstrate how any revisions still comply with the policies and core procedures.  The quality plan will be produced by Interserve's central QSHE team who will ensure it specifies contract operations compliant with the IMS.  It will be the site management's responsibility to ensure the service is delivered in accordance with the plan.

(iii) The quality plan will detail the audit process and programme to be adopted.  The Service Provider will conduct audits at three levels:

(1) contract team level – cross audit between contracts, focussing upon specific process checks;

(2) central QSHE team audits – formal compliance checks against the Interserve IMS to ensure compliance with corporate standards at site level; and

(3) directors' audits – primarily on Health, Safety and Environmental compliance and performance.

(iv) In addition to this the Service Provider will be subject to external independent audit by BSI to ensure compliance with PAS99.  It is expected BSI will conduct an audit of the contract within 18 months of commencement.

(v) This stringent monitoring of the operations will deliver the highest levels of quality and compliance ensuring the University's staff, students and visitors are satisfied customers.

5. interaction with other in-scope services
5.1 Cleaning Services
Cleaning staff will be expected to report any damaged engineering services, Infrastructure or BF items to the Helpdesk for rectification by the Building Fabric and Infrastructure Maintenance Team.  This will be particularly important for Turn-around weekends to enable repairs to be undertaken prior to the new residents moving in. The maintenance operatives will liaise with the cleaning staff to obtain specific details of the issues reported and coordinate any follow up cleaning that may be required.
5.2 Security Services
5.2.1 Security staff will also be expected to report any incidences of damaged engineering services, Infrastructure or BF items to the Helpdesk for rectification by the Building Fabric and Infrastructure Maintenance Team.

5.2.2 Security staff will be required to provide first line response to Call Outs for maintenance problems, however this will apply primarily Outside of Normal Operating Hours when there are no maintenance staff on site.  They will be in touch with the out of hours call out team and in the event they are unable to deal with a problem out of hours they will call out the appropriate operative.

5.2.3 Maintenance of CCTV, access control and intruder alarm systems will be coordinated with the Security team so they are aware of forthcoming works and are able to make arrangements so that security is not compromised during the works.

5.3 Health, Safety and Wellbeing Management Services and Statutory Compliance Services
5.3.1 It will include liaison with the QSHE and Compliance Manager to ensure all statutory maintenance is undertaken at the appropriate time, to the required standard and that records are kept. The maintenance staff will facilitate insurance inspections that are required from time to time.

5.3.2 The QSHE and Compliance Manager will ensure that site specific risk assessments are in place for all maintenance activities and that method statements are produced where required.  They will ensure all maintenance staff are briefed in these procedures.

5.4 Energy and Environmental Management Services
It will include liaison with the Energy Manager to ensure that all meters are read and details recorded, that all BMS and controls are set for energy efficient plant operation and that energy efficient replacement parts are used wherever possible. It will require that the operation and maintenance of all the building engineering Services is carried out with due regard to any energy efficiency project works being undertaken or planned for the future.
5.5 Grounds Maintenance Services and Sports Grounds Services
It will include liaison with the Grounds Maintenance Services and Sports Grounds Services maintenance team to coordinate any maintenance and repairs of external engineering services or Infrastructure that affect the grounds or sports facilities (such as external lighting and water supplies). The Grounds team will provide support and assistance to the maintenance team where access to engineering services requires disturbance to the grounds (such as underground cables or pipework).
5.6 Project Management Services
It will include working with the Project Managers to directly undertake minor Works (maintenance workload permitting), providing support services to projects underway such as isolations, disconnections and temporary supplies and preparing and delivering revised or new maintenance programmes required for new plant and equipment installed.
5.7 Launderette Services
It will include planned maintenance of the power, light, heating and utilities connections to the Launderettes and Launderette Equipment (as defined in the Launderette Services Specification), as well as the BF. Breakdowns will be attended to when required.
5.8 Portering Services
The porters will be required from time to time to assist the maintenance team with moving furniture and materials or consumables around the Premises.
5.9 Print and Reprographics Services
It will include planned maintenance of the power, light, heating and utilities connections to the Print and Reprographics Services areas and equipment, as well as the BF. Breakdowns will be attended to when required.
5.10 Space Information and Moves Services
The maintenance team will provide assistance with Moves and Relocations (as defined in the Space Information and Moves Services Specification) including works such as the provision of new or reconfiguring of existing power supplies, preparation of new areas, making good of vacated areas and building of new furniture.
5.11 University Events Services
The maintenance team will ensure any BF, services and Infrastructure repairs are completed prior to scheduled Events (as defined in the University Events Services Specification) so as to present the University facilities in the best possible condition.  Planned maintenance activities will be coordinated around Events so as to avoid any conflict with or disruption to the Events.
5.12 Helpdesk Services
It will include liaison with the Helpdesk service to coordinate planned and reactive Works Orders delivery against the annual PPM programme and in accordance with the reactive response and rectification priorities.  The Helpdesk will issue Works Orders to the operatives via their PDAs and monitor works progress via Maximo based on the real time communications received back from the PDAs.  Operatives will log Reactive Repair works they identify during their day to day activities with the Helpdesk.
6. interaction with catering and conferencing Service Provider
6.1 The Estates Manager, M&E Manager and Building Fabric and Infrastructure Maintenance Manager will interact with the Catering and Conference Service Provider when undertaking works in their operational areas to ensure disruption to their operations is minimised.  All heating, hot water, ventilation, gas, power and lighting systems serving their areas will be maintained to provide a functional and safe environment.

6.2 The Service Provider will work with Catering and Conference Service Provider to meet their requirements during conference events such as the provision of temporary power and water supplies and coordinating repairs and maintenance of the rooms they will be using in advance so as to avoid disruption and provide a high quality environment for their customers.

6.3 Maintenance will be programmed around the catering and conference programme.

7. interaction with the University
7.1 The Service Provider will interact with the University client team and all University directorates and schools as necessary to deliver the service whilst ensuring statutory compliance at all times.

7.2 The Service Provider understands the importance to the University of maintaining the campus infrastructure and Services to the highest possible level so as to support and improve its image and reputation thus attracting more students and external investment.

7.3 The Service Provider recognises the potential for disruption to the University's operations arising from plant or equipment failure and possible health and safety hazards that may occur.  The Service Provider will mitigate these issues by providing a comprehensive, well managed, technologically supported planned maintenance programme together with a highly responsive and flexible reactive service 24 hours per day, 365 days per year.

7.4 The table below shows a proposed meeting schedule.

	Frequency
	Information for Discussion
	University Representative
	Service Provider Representative

	Daily
	Daily service provision
	Building occupants ie students and the University staff
	The maintenance team

	Weekly
	Next Week's Requirements

Future events
	Residential Operations Manager

Conference Services Manager
	Mechanical Supervisor

Electrical Supervisor

Building Fabric & Infrastructure Manager

	Monthly 
	Contract Review :
Performance, SLR, QA etc
	Director of Estate Services

Residential Services Manager

Residential Operations Manager

Support Services Manager
	Estates Manager

M&E Manager

Building Fabric & infrastructure Manager

	Quarterly 
	Quarterly Review:
Quarterly Progress Report

Quarterly QA Report
	Director of Residential, Sport and Trading Services

Director of Estate Services
	Estates Manager

M&E Manager

Building Fabric & infrastructure Manager

	Quarterly 
	Health, Safety and Environment:
HS&E report, RIDDOR, policy update
	Director of Health & Safety

H&S Coordinator
	Estates Manager

M&E Manager

Building Fabric & infrastructure Manager

QSHE & Compliance Manager

H&S Advisor

	Six Monthly
	Innovation Forum:
Report on innovation identified and implemented
	Director of Residential, Sport and Trading Services

Director of Estate Services

Interested parties (volunteers)
	Partnership Manager

Interested parties (volunteers)

	Annual
	Strategic Review:
Annual Report

Forecast Projection
	the University Finance Director

Director of Residential, Sport and Trading Services

Director of Estate Services
	Partnership Manager

Estates Manager


8. Statutory Compliance Planned Maintenance Tasks
8.1 The PPM programme delivered by the Service Provider will include the following statutory compliance maintenance works.

8.2 Self delivered:

8.2.1 lifts;

8.2.2 electrical maintenance, inspection and testing;

8.2.3 gas systems maintenance, gas safety certificate production;

8.2.4 asbestos management;

8.2.5 fixed and portable appliance testing;

8.2.6 emergency lighting testing and maintenance; and

8.2.7 DEC/EPC production.

8.3 Approved Subcontractor delivered:
8.3.1 water hygiene;

8.3.2 fire alarms and fire safety systems maintenance;

8.3.3 lightning protection;

8.3.4 chillers (FGAS compliance);

8.3.5 pressure vessels inspection and certification;

8.3.6 lifting equipment testing and certification; and

8.3.7 air compressors.

SERVICE SPECIFICATION

Cleaning Services

Service Reference Number:  SSCS01
1. Service Definitions
	"BICSc"
	means the British Institute of Cleaning Science;

	"Cleaning Programme"
	has the meaning set out in Ref No. DSRCS003 of paragraph 4 of the Cleaning Services Specification;

	"Cleaning Services"
	means the cleaning and waste disposal services set out in the Cleaning Services Specification;

	"Cleaning Services Specification"
	means the Cleaning Services specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SCCS01);

	"Collection Points"
	means collection locations for waste at the Premises;

	"Common Area Waste Bins"
	means all waste bins except for recycling bins and desk side waste paper baskets;

	"Conference and Vacation Services"
	means the Cleaning Services provided to support the conference business and events held during the summer vacation;  

	"Consumables"
	means all materials and chemicals used for cleaning, including cloths, cleaning chemicals, all paper, soaps and other materials provided in washrooms including toilet tissue, hand drying towels and liquid soaps; 

	"Contractual Arrangements"
	means arrangements for conference business agreed with the client for each specific conference event;

	"Family Flats"
	means residences for student parent(s) and children;

	"Food Waste"
	means any and all food related waste and refuse arising from the preparation and consumption of food and/or beverages provided at the Premises, including any cooking oils but excluding any packaging waste;

	"Front of House Catering Area"
	means the customer service areas of the catering outlets at the Premises, up to the base of any server or sales counters;

	"Helpdesk"
	means the helpdesk operated by the Service Provider in accordance with the Helpdesk Services Specification (Service Reference Number: SSHS01);

	"High Level Glazing"
	means glazing that cannot be accessed for cleaning from floor level without the use of access equipment;

	"Method Statement"
	means the Service Provider's methodology for undertaking the Cleaning Services;

	"Minimum Service Days"
	means days on which the University is open for minimum services only, which are currently Maundy Thursday, Easter Tuesday and a period of 3 to 4 days between the closure of normal University operations for Christmas and the reopening after New Year. Specific dates for minimum service days are agreed by the University on an annual basis;

	"Normal Operating Hours"
	means between the hours of 08:00 to 18.00, Monday to Friday, excluding public holidays and Minimum Service Days;

	"Outside of Normal Operating Hours"
	means between 18:00 – 08:00 hours Monday to Friday, all day Saturday and Sunday, including public holidays and Minimum Service Days;

	"Residential Buildings Master Housekeeping Manual"
	means a manual containing details of the operations of the residences including cleaning requirements for Turn-arounds; 

	"Turn-around"
	means due to a change of use or tenant, Cleaning Services are required to enable the room to be used by a different client group or occupied by different tenant(s), as further set out in the Residential Buildings Master Housekeeping Manual.


2. Objectives
2.1 The Service Provider shall manage and deliver the Cleaning Services to:

2.1.1 ensure the internal fixtures and fittings at the Premises are cleaned to maximise their life expectancy;

2.1.2 ensure that the Premises remain at the required standard of cleanliness;

2.1.3 provide a consistent flexible customer focused quality approach to the Cleaning Services;

2.1.4 minimise disruption, inconvenience, and/or any business risk to the normal activities of the University; and

2.1.5 make a positive contribution to the student residential experience and deliver the Cleaning Services to meet the specific requirements of the various recipients of the Cleaning Services.

3. Scope of Services
3.1 The Cleaning Services provided by the Service Provider to the Premises shall include:

3.1.1 routine Cleaning Services and janitorial services;

3.1.2 periodic Cleaning Services;

3.1.3 reactive Cleaning Services;

3.1.4 specialist Cleaning Services;

3.1.5 internal cleaning of glass surfaces;

3.1.6 external window cleaning services;

3.1.7 waste management services; and

3.1.8 provision of all washroom Consumables and cleaning equipment.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSRCS001
	Waste removal from Common Area Waste Bins
	The Service Provider shall be responsible for the emptying of Common Area Waste Bins and transportation of the waste to waste Collection Points on a daily basis.

All waste bins and immediate areas must be cleaned daily to keep areas clean, tidy and hygienic.

	DSRCS002
	Desk side waste paper baskets
	The Service Provider shall be responsible for the emptying of desk side waste paper baskets and transportation of the waste to waste Collection Points on a minimum fortnightly basis to promote recycling.

All waste bins and immediate areas must be cleaned weekly to keep areas clean, tidy and hygienic.

	DSRCS003
	Cleaning Programme
	One month before the start of each contract Year, the Service Provider will submit to the University a comprehensive annual cleaning programme covering all planned cleaning activity, including:

· routine Cleaning Services;

· periodic Cleaning Services;

· specialist Cleaning Services;

· internal cleaning of glass surfaces;

· floors and floor coverings cleaning;

· external window cleaning;

· the supply of washroom Consumables; and

· operations of equipment and vending machines

(together the "Cleaning Programme").  

	DSRCS004
	Routine Cleaning Services
	The Service Provider shall be responsible for undertaking the routine Cleaning Services in accordance with the Cleaning Programme and Method Statement.

	DSRCS005
	Periodic Cleaning Services
	The Service Provider shall be responsible for undertaking the periodic Cleaning Services in accordance with the Cleaning Programme and Method Statement.

	DSRCS006
	Reactive Cleaning Services
	The Service Provider shall be responsible for undertaking reactive Cleaning Services and responding to reactive requests received from the Helpdesk including:

· spillages;

· safe removal of any bodily fluids (vomit, blood etc) resulting from illness or accident;

· replenishing Consumables; and

· monitoring the cleanliness of the vending and sanitary facilities

in accordance with the agreed target response times and Method Statement.

	DSRCS007
	Specialist Cleaning Services
	The Service Provider shall be responsible for undertaking the specialist Cleaning Services in accordance with the Cleaning Programme and Method Statement.

	DSRCS008
	Internal cleaning of glass surfaces
	The Service Provider shall be responsible for undertaking the internal cleaning of glass surfaces in accordance with the Cleaning Programme and Method Statement.

	DSRCS009
	External window cleaning 
	The Service Provider shall be responsible for undertaking the external window cleaning in accordance with the Cleaning Programme and Method Statement.

	DSRCS010
	Washroom Consumables, equipment and vending machines
	The Service Provider shall be responsible for ensuring that Consumables are available at all times in all washrooms in accordance with the Method Statement. Any change to the specification of Consumables used at the Effective Date is to be agreed with the University.

The Service Provider shall be responsible for:
· ensuring the washroom equipment is operational; and

· all vending machines in washrooms are operational, fully stocked and cash is collected.
The Service Provider shall supply, maintain, clean and empty feminine hygiene/sanitary disposal units in all washrooms used by female University students, staff and visitors to the University, including any disabled or unisex washrooms. 

	DSRCS011
	Provision of materials, equipment and Consumables
	The Service Provider shall provide all materials, equipment and Consumables, including any personal protective equipment required for undertaking the Cleaning Services.




5. Additional cleaning Service Requirements for the Residential Estate
	Ref No:
	Service Description
	Service Requirements

	DSRCS012
	Routine cleaning of student residencies
	The Service Provider shall clean each residence in accordance with the Cleaning Programme for each residential area.

	DSRCS013
	Reporting any breaches of the tenancy agreement
	The Service Provider shall report any visible evidence of breaches of student tenancy agreements, including damage to fixtures and fittings, smoking and any illegal activity.

	DSRCS014
	All cleaning of designated female student residences identified by the University to the Service Provider as requiring special cultural or religious consideration 
	The Service Provider shall endeavour to undertake the Cleaning Services to designated female-only residences during the students' tenancy agreement with female Service Provider Personnel.

Where it is not possible to provide female Service Provider Personnel, the Service Provider shall inform the University and agree an alternative approach. 

	DSRCS015
	All cleaning of designated student residences identified by the University to the Service Provider as requiring special consideration
	The Service Provider Personnel shall follow any dress code or conduct to respect the cultural diversity of the University campus, as specified by the University, on entering designated student residences, for example, by wearing shoe coverings.

The Service Provider Personnel shall follow any codes of conduct, to be agreed with the University, when entering designated residences where minors are (or may be) resident. 

	DSRCS016
	Change of use Turn-around periods
	The Service Provider shall plan and undertake change of use Turn-around periods, including Turn-around out of operational hours (as defined in the Residential Buildings Master Housekeeping Manual). 

	DSRCS017
	Change of tenant or room occupier Turn-around
	The Service Provider shall, as required by the University, undertake a Turn-around between tenancies (as defined in the Residential Buildings Master Housekeeping Manual), which may include Turn-around out of operational hours, in both single student accommodation and Family Flats.

The Service Provider shall ensure that any valuable personnel items of the tenant or the room occupier left in the room shall be logged, bagged, labelled and handed over to the University's Housing Office.

The Service Provider shall ensure that any non valuable personal items left are recycled or disposed of in accordance with the requirements of the Waste Services Specification.

	DSRCS018
	Conference and Vacation Services
	The Service Provider shall undertake Cleaning Services in accordance with the University's contract arrangements that apply from time to time.


PREMISES SPECIFIC SERVICE REQUIREMENTS

6. Premises Requirements
6.1 The Service Provider shall provide the following Cleaning Services at the following specified Premises only:

	Ref No:
	Name of Premises
	Service Description
	Service Requirements

	DSRCS019
	Jubilee Building

Fulton Building

The Medical School
	Cleaning of atrium glazed surfaces
	The Service Provider shall clean the atrium side glazing of these Premises with a cleaning system that will not cause water damage to atrium walls and the floor finishes.

This is to be carried Outside of Normal Operating Hours with prior agreement from the University. 

	DSRCS020
	Mandela Hall

Debating Chamber

Staircase and Common Room in  Falmer House

The Meeting House

The Library

Bramber House

The Genome Damage and Stability Centre

The Medical School

The Freeman Centre

The Innovation Centre

Sports Halls

Essex House Entrance
	Internal cleaning of High Level Glazing
	The Service Provider shall use specialist access equipment to clean these High Level Glazing areas of these Premises.

This is to be carried Outside of Normal Operating Hours with prior agreement from the University.

	DSRCS021
	Catering outlets at the Premises 
	Cleaning Services 
	The Service Provider shall provide Cleaning Services to the Front of House Catering Areas, including daily routine cleaning on all days that the catering outlets at the Premises are open and any periodic cleaning as required.

The Service Provider shall undertake a second daily clean before 12 noon to the front of house catering area in Bramber House known as "Eat Central".


7. Exclusions
7.1 The following services are excluded from the scope of the Cleaning Services:
7.1.1 the waste removal of Common Area Waste Bins excludes the disposal of Food Waste from the catering outlets at the Premises;

7.1.2 all coloured glazing in The Meeting House is excluded from the internal and external window Cleaning Services;

7.1.3 all Cleaning Services to the Muslim Prayer Room located at Falmer House;

7.1.4 routine and reactive Cleaning Services (with the exception of Turn-around cleaning) shall not be provided to Family Flats (other than by separate agreement with the occupants); and

7.1.5 the provision of feminine hygiene bins/sanitary disposal units to en-suite bathrooms in the student residences.

8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Cleaning Services:
8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
9.1 The Service Provider shall ensure that there is continuity of Service Provider Personnel providing Cleaning Services to each University student residence.

10. reporting
10.1 The Service Provider shall provide the following reports:
10.1.1 details of any areas not cleaned in accordance with the Cleaning Services Specification; and

10.1.2 findings of the weekly self audit and monthly joint audits (included in the monthly management report).

METHOD STATEMENT

CLEANING SERVICES

Service Reference Number:  SSWS01
1. Service management
The Cleaning Services will be provided by two main teams of Service Provider Personnal. One team will be based in the residences and will be managed by the Residences Manager and the other team will clean the office and academic space, managed by the Site Services Manager. The Residences Manager and the Site Services Manager will report to the Partnership Manager. This structure is set out in the diagram below.
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2. service delivery staff
2.1 Service Provider staffing solution
2.1.1 As described above, the Service Provider have developed two separate teams to fulfil the routine cleaning requirements of the residences and the office and academic space. The Service Provider has further subdivided these areas into smaller zones which have their own dedicated cleaning staff appropriate to the activity in the area. There are ten zones in total broken down as follows:
(a) zones one to six - on-site residences;

(b) zone seven - off-site residences; and

(c) zones eight to ten - office and academic space.

2.1.2 The benefit of this approach is that Service Provider Personnel can build close working relationships with University students and staff in their allocated area ensuring that their activities support building occupants and users without causing disruption.

2.1.3 In addition to the routine cleaning teams, the Service Provider has a separate reactive cleaning team who will respond to emergency cleaning requests across the main campus.

2.1.4 The diagram below sets out the structure of the Cleaning Service at the Premises.
[image: image3.emf]Zone 7

Off –site 

Residences

Zone 

Supervisors

x 6

House-

keepers

x 27

Zones

1 to 6

On-site 

Residences

Zones

8  to 10

Campus wide

Zone 

Supervisor

x 1

Zone 

Supervisors

x 3

House-

keepers

x 2

Reactive 

Cleaning 

Team

x 2

Cleaning 

Operatives

x 83

Partnership Manager

Residences Manager Site Services Manager

QSHE & Compliance 

Manager

BICSc

Champion

x 1


2.2 Roles and responsibilities
A description of each of the roles outlined above is included below:

2.2.1 Zone Supervisor - The Zone Supervisor is accountable for all facilities management Service provision within their specific zone. With regard to cleaning, the Zone Supervisor will be responsible for quality control and monitoring on a day to day basis ensuring that the Service is being correctly provided. The Zone Supervisor will bring to the Residences Manager or Site Services Manager's attention any aspects where the Service requires improvement and any Service changes requested by the local University representative. It should be noted that whilst the Zone Supervisor directs the Housekeepers and Cleaning Operatives, the Residences Manager or Site Services Manager has line management responsibility.

2.2.2 Cleaning Operatives - Cleaning Operatives will undertake the various cleaning tasks within a planned sequence as directed by the Zone Supervisor. Cleaning staff will be allocated to work in a particular area of the teaching and academic space. This will enable them to build up a close working relationship with the University personnel based in that area and understand the specific requirement of that area.

2.2.3 Housekeepers - Housekeepers carry out the same main cleaning tasks as the Cleaning Operatives but are based within the student residences. The residences are divided into zones with each zone having a dedicated Housekeeper. This allows the Housekeeper to develop a rapport with the students living there. Housekeepers will be directed in their day to day tasks by the Zone Supervisor

2.2.4 Reactive Cleaning Operatives - These are multi-skilled staff who will carry out reactive cleaning in response to requests made to the Helpdesk. In addition to responding to ad-hoc requests for cleaning, these Service Provider Personnel will be trained in deep cleaning techniques so that resources can be optimised during downtime and high-activity requirements. These Service Provider Personnel will report to the Site Services Manager.

2.2.5 BICSc Champion - In addition to the operational cleaning staff, the Service Provider will introduce a BICSc Champion who will be responsible for carrying out continuous auditing and inspection of the Cleaning Services. This will include monitoring the cleaning standards achieved across the Premises on a regular basis and carrying out unannounced spot checks of all areas to ensure that the cleaning tasks are being undertaken to the agreed standard and that QA records are being maintained.

2.3 Matching resources to workload
2.3.1 The Service Provider will deploy Service Provider Personnel at the best times and in the optimum numbers to provide the Cleaning Services. Through this approach the Service Provider will be flexible around the peaks and troughs in demand for cleaning across the academic year. The Service Provider has calculated staffing levels to meet the detailed service requirements and the required standards.

2.3.2 The following tables detail the number of cleaning staff and Zone Supervisors across the campus.

	Zone
	Residence
	Zone Supervisors
	Housekeepers

	
	
	Staff
	WTE
	Staff
	WTE

	1
	Northfield Residences
	1
	1.0
	6
	5.6

	2
	Lewes Court
	1
	1.0
	4
	2.9

	3
	Park Village Residences
	1
	1.0
	3
	2.4

	4
	Brighthelm and East Slope
	1
	1.0
	5
	4.0

	5
	Park Houses and Swanborough
	1
	1.0
	6
	4.1

	6
	Stanmer Court
	1
	1.0
	3
	2.8

	7
	Off-site residences
	1
	1.0
	2
	2.0


	Zone
	Teaching and Academic Space Accommodation
	Zone Supervisors
	Cleaning Operatives

	
	
	Staff
	WTE
	Staff
	WTE

	8
	Essex House, Bramber House, Jubilee Building, Silverstone, Arts C, Arts B, Library, Asa Briggs (A1 & A2) Lecture Theatres, Arts A, Fulton, Sussex Centre for Language Studies
	1
	1.0
	32
	11.1

	9
	Shawcross, Chichester I, II and III, Arundel, Richmond, Accelerator Building, Chichester Lecture Theatre, Pevensey I, II and III, Meeting House,  Sussex House,  Falmer House, Attenborough Centre, Sports Centre
	1
	1.0
	31
	10.0

	10
	Friston, Hastings, John Clifford West, Falmer Sports Complex, SHORE-C, Trafford Centre, CISC, Thermo-fluid Mechanics Research Centre, Aisin Sekhi, Ashdown House, Freeman Centre, BSMS Research, BSMS Teaching, John Maynard Smith, Mantell, Genome Centre
	1
	1.0
	20
	6.8

	
	
	
	
	
	


	Zone
	Reactive Team
	Zone Supervisors
	Rapid Response Cleaners

	
	
	No Staff
	WTE
	No Staff
	WTE

	N/A
	Falmer Campus
	N/A
	0.0
	2
	2.0


Turn-around cleaning
2.3.3 Casual Service Provider Personnel will be employed for the peaks in demand caused by the end of the academic year and start of the academic year weekend Turn-around cleans.
	Residence
	Supervisors
	Cleaning Operatives

	
	Total Hours
	WTE
	Total Hours
	WTE

	
	TBC
	0.0
	TBC
	0.0


2.4 Training from day one
2.4.1 The Service Provider will develop a bespoke training programme for its cleaners which will include instruction in its 'step forward' customer service ethos as well as best practice methods accredited by BICSc. The Service Provider intends to make the University contract a centre of excellence for BICSc, using the Agreement to train cleaning staff across the rest of its existing University cleaning business as well as for any future business. With this approach, the Service Provider will provide a friendly service with high standards of cleanliness, improving the University's student and staff experience.

2.4.2 The Service Provider will provide all cleaning staff with comprehensive company induction training which will include the following:

(a) induction to the LLP, its philosophy and ethos;

(b) induction to QSHE – overview covering:

(i) manual handling;

(ii) safe use of equipment;

(iii) fire procedures and equipment;

(iv) company health and safety policy; and

(v) individual's duties as an employee;

(c) Chartered Institute of Environmental Health (CIEH) -
(i) health and safety; and

(ii) moving and handling.

2.4.3 In addition to the general staff induction training, a structured programme of skills development from day one of employment will cover the following:
	NVQ Levels 1 and 2
	Customer care
	Control of substances hazardous to health (COSHH)

	BICSc training
	Chemical dilution and care guidance
	Equipment-specific training

	Use of microfibre system

	Lifting and handling
	Pest identification and reporting


2.4.4 All casual Service Provider Personnel employed to carry out Turn-around cleaning or conference and vacation services will receive the QSHE induction and an induction to their local area of work.
2.5 Approved Subcontractors to be used
As far as possible all Cleaning Services will be provided by directly employed staff with Approved Subcontractors only used for specialist services. Window cleaning will be provided by Interserve's window cleaning company, SSD UK Ltd and PHS will provide the feminine hygiene services.

3. equipment, premises, technology and systems
3.1 Equipment
3.1.1 The Service Provider will provide dedicated equipment to the different residences and larger academic facilities where it is cost effective to do so. The larger, more specialist pieces of equipment used for deep cleaning or specialist cleaning will be used across the Premises. The proposed cleaning equipment will include the following:
(a) vacuum cleaner, tub or upright depending on floor covering and size of the area;

(b) scrubber drier;

(c) carpet cleaner;

(d) disc machine, wet scrubbing, dry buffing and spray cleaning;

(e) wet vacuum; and

(f) cleaning trolley.

3.1.2 The Service Provider will also provide all non-mechanical equipment required for the provision of the Service, including mops and cloths, buckets, cleaning trolleys, warning signs and high dusting tools.

3.1.3 The Service Provider will introduce microfiber as a pilot study to one of the residences and a sample of the teaching and academic buildings to assess the viability of introducing the system to all Premises.

3.1.4 PPE and safety equipment will be provided where appropriate and the Service Provider will ensure that all Service Provider Personnel using such equipment are properly instructed (and certified where required) via our QSHE training and safe systems of work (SSoW) combined risk assessment and method statements.

3.2 Premises
The Service Provider anticipates using existing storage facilities such as a central store where the cleaning supplies are delivered to and local cleaner's cupboards located within the residences and teaching and academic space. All cleaning products will be stored securely in accordance with COSHH regulations. COSHH data sheets will be retained in each local cleaner's cupboard and centrally in the site facilities management office.

3.3 Technology
3.3.1 Zone Supervisors will be issued with PDAs which will form the basis of communications with cleaning staff across the Premises. Calls for cleaning support will be made to the Helpdesk who will in turn contact the Zone Supervisors or the reactive cleaning team. The PDA will also be used by Zone Supervisors as a monitoring tool which is described in more detail below.

3.3.2 Mobile telephones will be issued to team leaders and the Reactive Cleaning Operatives.

3.4 Systems
The Service Provider's quality monitoring system software allows data to be collected on handheld PDAs loaded with the University's performance measures. This simplifies cleanliness audits and the ability to download results via the CAFM will enable the development of records and management reports. The system will be able to assess data for each individual building within the Premises.

4. processes and activities
4.1 Scope of services to deliver a compliant Cleaning Service
4.1.1 Waste removal from Common Area Waste Bins [DSRCS001]
(a) The Service Provider will schedule the emptying of general waste bins to ensure waste does not build up. All bins will be emptied on a daily basis and any Service Provider Personnel who notices an overflowing waste receptacle will report it to the Helpdesk for rectification. Cleaning team staff will carry out the daily removal of waste from residences, schools and directorates to the local waste Collection Point ensuring all waste is appropriately bagged and sealed in accordance with the waste management policy.

(b) The waste removal proposals are set out in detail in the Method Statement in relation to Waste Services (Service Reference Number: SSWS01).

4.1.2 Desk side waste paper baskets [DSRCS002]
Cleaning Operatives will empty desk side waste paper baskets as part of the cleaning work schedule.  Waste will be removed from office areas and taken to the waste Collection Point on a frequency that avoids the accumulation of waste and overflowing bins.
4.1.3 Cleaning Programme [DSRCS003]
A bespoke Cleaning Programme will be developed using the Service Specification as the basis for the programme. The Service Provider will ensure the Cleaning Programme accurately reflects local requirements and will allocate timings to the performance of the tasks. The plan will include twice weekly, weekly and periodic cleaning tasks.
4.1.4 Routine cleaning [DSRCS004]
(a) The Service Provider will develop a cleaning work schedule for every area of the Premises. These schedules will be agreed with the local University representative to ensure that the cleaning matches the requirements of the area and is carried out at times that do not disturb students in the residences or impact on the academic day.

(b) The schedules will set out the frequency of cleaning needed to meet the standards required in each area and will be incorporated into the cleaning manual each member of the cleaning team will be provided with as part of the induction process.

(c) The schedules will address the following:

(i) any specific  residence, school or department requirements;

(ii) the standards of cleaning required for each area;

(iii) the activity in the area and footfall;

(iv) access times which will least impact the activity in the area; and

(v) the volume of furniture or equipment in the area.

(d) The cleaning schedules will incorporate all the necessary tasks to deliver a hygienic and aesthetic cleaning regime. Typically cleaning duties will include:
(i) vacuuming carpets until they are free of dirt and debris;

(ii) furniture, appliances and fixtures will be dusted applying additional treatment to any marks or stains where required;

(iii) all waste paper bins will be emptied on a daily basis;

(iv) replenishment of Consumables (including toilet rolls, hand towels and soap);

(v) cleaning of sanitary ware;

(vi) control of cleaning materials and equipment for specific use in particular areas of the campus; and

(vii) control of Consumables, including procurement and safe storage in line with COSHH requirements.

(e) The Zone Supervisors will carry out weekly audits to ensure the Service Provider has met standards and that University representatives are happy with the level of cleaning. The Service Provider will record results electronically via PDA to compile audit scores and the monthly performance report.

(f) The BICSc Champion will carry out auditing and inspection of our Cleaning Services, again using a PDA to capture results. Not being linked to the Service delivery, the BICSc Champion will be able to provide an independent view of the Cleaning Services. The BICSc Champion will also carry out joint audits with the University representative.

4.1.5 Periodic Cleaning Services [DSRCS005]
(a) Periodic, deep cleaning will be pre-programmed annually in consultation with local representatives to ensure the timings do not interrupt the annual timetable. The plan will be reviewed each term and amended accordingly.
(b) Periodic cleans will include the following:

(i) carpets;

(ii) toilets;

(iii) residences communal areas, for example kitchens, shared washrooms, corridors and entrances;

(iv) site wide public toilets; and

(v) sports centres' changing and washroom facilities.

(c) The periodic cleaning schedule will be loaded on to the CAFM system. Each week a programme of cleaning activity will be produced and issued to the affected residence, school or directorate in writing a week in advance to ensure the cleaning can take place as scheduled.
4.1.6 Reactive Cleaning Services [DSRCS006]
(a) The reactive cleaning team will respond to emergency cleaning requests immediately. The Service Provider will provide them with training and awareness programmes and extensive risk and contingency management to ensure that emergency situations are rectified within ten (10) minutes. Response times will be recorded and included in the monthly performance report. The reactive cleaning team will be trained in special cleans such as:
(i) spillages of bodily fluids and other substances;

(ii) replenishment of materials, disposables and Consumables such as toilet tissue, hand towels and hand soap;

(iii) flooding; and

(iv) cleaning of non-hazardous spillages.

(b) Reactive cleaning will be requested via the Helpdesk. During Normal Operating Hours, a Helpdesk operative will log the cleaning request as a work order on the CAFM system, assign it with the appropriate priority level and forward it to the reactive cleaning team via PDA. Outside of Normal Operating Hours' periods, the Helpdesk Services will be provided by the Security Services team. Security staff or the Residence Porters will attend the incident and cordon off the area as necessary. Specialist cleaning will be carried out as soon as the reactive team reports for duty.

(c) The reactive cleaning team will be given comprehensive training to ensure Service Provider Personnel are able to work in all areas and respond to any situation.

4.1.7 Specialist Cleaning Services [DSRCS007]
Cleaning of areas that require specialist equipment to carry out the work such as access equipment or a specific care regime such as cleaning, sanding, relining, abrading and resealing of certain floor types such as parquet or sports hall floor will be incorporated into the annual programme. The maintenance regime for these specialist requirements will be agreed with the local residence, school or directorate representative and will take place at an agreed frequency and time.
4.1.8 Internal cleaning of glass surfaces [DSRCS008]
Internal glazing such as door vision panels and glass balustrades will be cleaned twice a year in accordance with the cleaning schedule covering that area. Requests for additional cleaning outside of the scheduled clean will be made with the Helpdesk.
4.1.9 External window cleaning [DSRCS009]
(a) External window cleaning will be carried out by the Interserve specialist company, SSD UK Ltd. Scheduled window cleaning will form part of our agreed planned Cleaning Programme and will be undertaken at frequencies and at a time that does not disrupt University academic activities. Windows will be cleaned at least twice a year although front of house areas will be cleaned more frequently. Additional cleaning requirements will be provided at a pre-agreed cost.

(b) The Service Provider's estates team will be responsible for managing the window cleaners and ensuring that the appropriate permits and safe working method statements are in place.

(c) Before each clean and as necessary, a Permit to Work will be requested from the estates team to ensure all safety precautions are in place. The Service Provider will notify each affected residence, school or directorate in writing a week before our window cleaners come on site.

(d) On satisfactory completion of the cleaning, the local University representative will be asked to sign off the work. The Zone Supervisors will be responsible for ensuring work meets the correct standard in their respective areas.

4.1.10 Washroom Consumables, equipment and vending machines [DSRCS010]
(a) The Service Provider will ensure that all washrooms are fully stocked with items including toilet rolls, soap and disposable hand towels. The zone's Housekeeper or Cleaning Operative will be responsible for replenishing all washroom Consumables as part of their daily cleaning routine. Urgent requests for washroom Consumables will be made to the Helpdesk which will forward the request to either the reactive cleaning team or on-duty logistic staff.

(b) The Service Provider will provide the feminine hygiene and washroom vending machine service through our subcontractor PHS. The Service Provider will agree the number and location of waste containers and collection frequency with the University prior to commencement of the Service. The Service Provider will also agree the number, type and location of vending machines.

4.1.11 Provision of materials, equipment and Consumables [DSRCS011]
(a) The table below shows the Consumables that will be provided by Interserve.
	Toilet tissue
	Paper hand towels
	Hand soap 

	Black sacks
	Bin liners
	Air freshener

	Blue recycling sacks (residences)
	Sanitary disposal bags (residences)
	


(b) The Service Provider will introduce a real-time ordering system for Consumables which will allow the establishment of minimum and maximum stock levels for each consumable product in each zone across the Premises. The Service Provider will use a just-in-time delivery system to ensure that the Service Provider keep only the required amounts of Consumables on site, minimising the storage space needed.

(c) Only the Zone Supervisors will be able to order Consumables, and will do so using handheld data capture devices. Cleaning Operatives / Housekeepers will ensure that stocks are replenished and that all vending machines are fully stoked and operational. Cleaning staff will inform their Zone Supervisor when stocks of any Consumables are approaching minimum agreed levels. Any faulty equipment will be logged with the Helpdesk.

4.1.12 Routine cleaning of student residencies [DSRCS012]
(a) The Service Provider will draw up cleaning work schedules for each residence that take into account the different room configurations (e.g. en-suite or study room only), and indicate areas to be cleaned on a weekly or monthly basis. A separate schedule will be developed for Turn-around cleans and periodic cleaning.

(b) Cleaning services will be carried out Monday to Friday with emergency cleaning available outside of these times via the Helpdesk. Cleaners will only clean study rooms on vacation / change of occupant during term time and will carry out an end of term deep clean. En-suite facilities will be cleaned once a month and students will be given at least 24 hours notice of cleaning. Communal areas (kitchen areas), washrooms, TV rooms, foyers and hallways will be cleaned once a week.

4.1.13 Reporting any breaches of the tenancy agreement [DSRCS013]
All residence Housekeepers will be fully aware of the content of the students' tenancy agreement. They will be trained to spot and report any breach of the agreement to the Zone Supervisor immediately who will in turn inform Residential Services.
4.1.14 All cleaning of designated female student residences identified by the University to the Service Provider as requiring special cultural or religious consideration [DSRCS014]
The Service Provider's procedures will reflect the need to respect the customs and beliefs of different cultures to avoid causing unintentional offence. The Service Provider Personnel will be trained in customer care techniques to ensure they provide an empathetic service and that requests for female staff are strictly complied with.
4.1.15 All cleaning of designated student residences identified by the University to the Service Provider as requiring special consideration [DSRCS015]
(a) As part of the customer care training, cleaning staff will be made aware of the different religious / cultural practices they may encounter in order to understand the appropriate action to take in terms of dress and action. The Service Provider will work with the University to identify the flats or study rooms which have specific religious / cultural requirements.

(b) Cleaning staff working in residences with Family Flats will be CRB vetted. The Service Provider will adhere to the code of conduct drawn up with the University regarding entering residences where minors may or may not be resident.

4.1.16 Change of use Turn-around periods [DSRCS016]
(a) The Service Provider will provide Turn-around cleaning on change of tenant throughout the academic year. The bulk of the Turn-around cleaning occurs in two main peaks, one at the end of the academic year (June) and the other at the start of the next academic year (September). Turn-around cleaning will also be provided at other times during the year, particularly January. The high volume of summer school students and conference attendees means that Turn-around cleaning takes place in a very short timeframe, typically over a weekend.

(b) Additional cleaning resource will be required to meet these surges in workload. Through multi-skilling staff and integrating the operation of the facilities management Services, the Service Provider will be able to cover some of the extra requirement from the facilities management team on-site. The volume of the Turn-around cleaning is such that the Service Provider will need to supplement its workforce with casual Service Provider Personnel. The Service Provider will advertise such opportunities around the Premises in the first instance to give students priority in applying for the part-time contracts and then widen the recruitment drive to the local community.

(c) Turn-around cleaning will be organised well in advance of requirement and will involve the Residential Services Management Team at all stages of the planning. The Turn-around cleaning programme will cover the following:

(i) wash and dry all furniture, bed frames;

(ii) wash, dry and polish mirror;

(iii) empty and clean wastepaper bins;

(iv) vacuum and spot clean carpets unless instructed to deep clean by Zone Supervisor;

(v) en-suite rooms (where applicable):

(1) remove soil from sanitary fixtures and fittings and replenish consumable items in sanitary areas (where required);

(2) wash floor and leave free of stains;

(3) wall tiles, painted walls and glass-panelled areas are clean, smear free and lime scale free;

(4) shower curtains are to be removed and washed, replaced as necessary;

(5) waste outlets and overflows are free from soil and debris;

(6) identified faults are to be reported immediately to the Helpdesk; and

(vi) wash and dry all walls, from top to bottom.
4.1.17 Change of tenant or room occupier Turn-around [DSRCS017]
(a) Any room that becomes vacant during the academic year will be fully cleaned before the next tenant takes up occupancy.

(b) Should the outgoing tenant leave belongings in the room, two members of the cleaning team will clear the room and place items left behind in a clear plastic bag. The bag will be labelled and kept in lockable storage within the residence. Disposal of unclaimed items will be carried out in accordance with University guidelines.

4.1.18 Conference and Vacation Services [DSRCS018]
The Service Provider will provide conference and vacation services in accordance with the requirements of the specific accommodation service level booked by the individual group. Bedding, towels, soap, vanity packs and beverage ingredients will be provided depending on the accommodation package booked and bed making will be provided to conference delegates only.
4.1.19 Cleaning of atrium glazed surfaces [DSRCS019]
(a) Some of the Premises have structures with difficult access and features such as atria. Cleaning of these areas will be carried out by Interserve's specialist window cleaning division, SSD UK Ltd. Window Cleaning Operatives will wear a harness at all times these areas are being accessed.

(b) In order to minimise the risk of water damage, windows will be cleaned with a cloth or sheepskin type applicator using a mild detergent, and the residue removed using a squeegee or scrim cloth. Any residue left on the frame or windowsill will be removed and all areas are left clean and dry.

4.1.20 Internal cleaning of High Level Glazing [DSRCS020]
The internal cleaning of high level glazing will be undertaken on a planned periodic basis by SSD UK Ltd. The window cleaning will be the subject of a detailed risk assessment to ensure the safety of the cleaning staff. Access equipment and cleaning methodologies will be determined by location of the glazing, for example:
(a) first floor windows will be accessed by double extension ladders and footed if necessary;

(b) above the first floor all ladders will be footed or tied; and

(c) where work has to be carried out at a constant height, light-scaffolding towers will be used.

4.2 Monitoring and auditing
4.2.1 The Service Provider will carry out a comprehensive audit schedule to validate the cleaning standards. Daily check sheets will be produced for each area and completed by the Housekeeper or Cleaning Operative. These check sheets will be signed off by the local Zone Supervisor. The Zone Supervisors themselves will carry out separate inspections and submit results via PDA to the CAFM for performance measurement and inclusion in the monthly report.

4.2.2 The Service Provider will record results electronically via PDA to compile audit scores and the monthly performance report. ServiceTrac software, which can be configured to measure specific standards as agreed with the University, will be used to monitor the standard of the Cleaning Services.

4.2.3 The Service Provider will also carry out joint monitoring with the University's representative(s) and include the results in the monthly report.

5. interaction with other in-scope services
5.1 As part of the 'step forward' customer service ethos, all facilities management Service Provider Personnel will become front of house employees with a pro-active approach to customer service. The integrated approach and the multi-skilling of certain roles makes for a joined-up facilities management Service. Staff will develop the attitude that 'no job is not my job' and consequently cleaning staff report maintenance and other service issues, residence porters staff carry out security tasks and maintenance staff pick up litter rather than leaving it for someone else.  Therefore interaction between the Services is an automatic function.

5.2 On a more structured basis, the cleaning team will interface with other in-scope Services as follows.

5.2.1 Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services
(a) Due to the nature of the Cleaning Services and the close attention that will be paid to all areas of the Premises, cleaning staff will often be the first to identify maintenance requirements. All maintenance failures will be reported to the Helpdesk for logging onto the CAFM system.

(b) Housekeeping staff in the residences will be particularly vigilant in the weeks leading up to the Turn-around weekends so that the Building Fabric and Infrastructure Maintenance Team have sufficient notification to effect the repairs before the new tenant arrives.

(c) The external window Cleaning Services falls within the remit of the Site Services Manager who will liaise with the Estates Manager to ensure the appropriate Permits to Work (as defined in the Helpdesk Services Specification) and safe working methods are in place.

5.2.2 Logistics Services
Cleaning staff will require assistance from logistics assistants for the movement of cleaning deliveries and items of equipment around the Premises. They will also work with waste operatives to co-ordinate the removal of large volumes of waste.
5.2.3 Security Services
Cleaning staff will report to the Helpdesk any instances of doors being found unlocked or windows left open Outside of Normal Operating Hours periods will be logged with the Helpdesk as security breaches.
5.2.4 Health, Safety and Wellbeing Management Services
The QSHE team will provide advice on:
(a) health and safety;

(b) cleaning chemicals, COSHH data;

(c) safe use and storage of chemicals; and

(d) risk assessments.

6. interaction with catering and conferencE SERVICE PROVIDER
It will be important to agree the parameters of the Cleaning Service with the Catering and Conference Service Provider as early as possible. The key issues that will need to be established include the following:

6.1.1 roles and responsibilities;

6.1.2 demarcation of areas to be cleaned by the Service Provider and the Catering and Conference Service Provider;

6.1.3 cleaning standards required;

6.1.4 common understanding of the different Cleaning Services required in particular the accommodation service levels for the various types of booking;

6.1.5 interface between the Service Providers (i.e. via the Helpdesk or in person); and

6.1.6 process to follow if things go wrong.

7. interaction with the University
7.1 The initial interaction with the University will be during the set up period when the Service Provider will agree the Cleaning Programme with the schools, directorates and Residential Services. The Service Provider will also agree the ongoing interfaces with the University and the means by which both parties communicate with each other to share information. This will be through the establishment of meetings between interested parties in each organisation that address aspects such as Service delivery, health and safety, performance for example.

7.2 The table below shows our proposals for a meeting structure.

	Frequency
	Information for Discussion
	University representative
	Interserve Representative

	Daily
	Daily service provision
	Premises occupants ie students and University staff
	The cleaning team

	Weekly
	Next Week's

Requirements

Future events
	Residential Operations Manager

Conference Services Manager
	Residences Manager

Zone Supervisor(s)



	Monthly 
	Contract Review :
Performance, SLR, QA etc
	Residential Services Manager

Residential Operations Manager

Support Services Manager
	Residences Manager

Site Services Manager

BICSc Champion

	Quarterly 
	Quarterly Review:
Quarterly Progress Report

Quarterly QA Report
	Director of Residential, Sport and Trading Services

Director of Estate Services
	Partnership Manager

Residences Manager

Site Services Manager

	Quarterly 
	Health, Safety and Environment:
HS&E report, RIDDOR, policy update
	Director of Health & Safety

H&S Coordinator
	BICSc Champion

QSHE & Compliance Manager

H&S Advisor

	Six Monthly
	Innovation Forum:
Report on innovation identified and implemented
	Director of Residential, Sport and Trading Services

Director of Estate Services

Interested parties (volunteers)
	Partnership Manager

Interested parties (volunteers)

	Annual
	Strategic Review:
Annual Report

Forecast Projection
	University Finance Director

Director of Residential, Sport and Trading Services

Director of Estate Services
	Partnership Manager

Residences Manager

Site Services Manager


SERVICE SPECIFICATION

Emergency Response and Business Continuity Services

Service Reference Number:  SSEBC01
1. Service Definitions
	"BAU"
	means business as usual and is the normal level of operations or service in the University. As far as possible, this level should be maintained during circumstances that could cause business interruptions or regained as soon as possible after a business interruption;

	"Business Continuity Plans"
	means plans written by the University, setting out the actions to be taken by the UIMT in the event of an emergency situation that threatens the safety of University staff and students, third parties or the integrity of any of the Premises. The plan(s) also detail the processes, procedures and responsibilities to be followed by the University and its service providers to enable the University to return to BAU after an emergency or other business interruption;

	"Business Continuity"
	means a University management process that identifies potential impacts that threaten University operations, and provides a framework for building resilience and identifying contingency arrangements which allow it to continue business operations at an acceptable pre-defined level;

	"CAFM"
	means computer aided facilities management;

	"Disaster Recovery Plan"
	means a disaster recovery plan produced by the Service Provider which is aligned with and takes into account any Business Continuity Plan prepared by the University, as further detailed in Schedule 14 (Business Continuity and Disaster Recovery);

	"Emergency Equipment"
	means equipment to be used in the event of an emergency, including fire extinguishers, evacuation chairs and stretchers;

	"Emergency Response"
	means the University procedures in place to respond to sudden, unplanned and unwanted incidents that could threaten the health and safety of the staff, students and others on the Premises or working/studying off campus on University business;

	"Emergency Response and Business Continuity Policy"
	means a policy written by the University detailing the arrangements and responsibilities to ensure that the University and its service providers can plan for and respond to significant events which might compromise the safety of the Premises, University staff and students and third parties or which may impact the ability of the University to undertake its normal operations;

	"Emergency Response and Business Continuity Services"
	means the emergency response and business continuity services set out in the Emergency Response and Business Continuity Specification;

	"Emergency Response and Business Continuity Specification"
	means the Emergency Response and Business Continuity Services specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSEBC01);

	"Emergency Response and Business Continuity Test"
	means a test of the Emergency Response and Business Continuity Plans to simulate the processes and procedures that the University, University schools and its service providers will follow if a significant event were to occur and so provide assurance that the plans are practicable and known to staff;

	"Minimum Service Days"
	means days on which the University is open for minimum services only, which are currently Maundy Thursday, Easter Tuesday and a period of 3 to 4 days between the closure of normal University operations for Christmas and the reopening after New Year. Specific dates for minimum service days are agreed by the University on an annual basis;

	"Outside of Normal Operating Hours"
	means between 18:00 – 08:00 hours Monday to Friday, all day Saturday and Sunday, including public holidays and Minimum Service Days;

	"UIMT"
	means University Incident Management Team.

	"University Client Function"
	means those members of University personnel who are sufficiently senior and who are authorised to interact with the Service Provider in relation to the provision of the Services.


2. Objectives
2.1 The Service Provider shall manage and deliver the Emergency Response and Business Continuity Services to assist the University to:

2.1.1 assess and evaluate the impact of foreseeable internally/externally generated emergencies or other business interruptions to its routine operations;

2.1.2 develop suitable Emergency Response and Business Continuity plans; and in conjunction with the University shall ensure that the plans are regularly reviewed and tested;

2.1.3 revert to BAU operation as quickly as possible after an emergency or other business interruption;

2.1.4 maintain a Disaster Recovery Plan to address foreseeable business interruptions to allow the University to continue to operate normally during the Service Provider's emergencies or other business disruptions; and

2.1.5 ensure University emergency procedures are fit-for-purpose and practicable.

3. Scope of Services
3.1 The Emergency Response and Business Continuity Services provided by the Service Provider shall include:

3.1.1 implementing an Emergency Response and Business Continuity Policy and Business Continuity Plan developed by the University;

3.1.2 preparing a suitable response to all foreseeable potential emergencies and threats (including pandemics, meningitis, major incidents, transport disruption, etc.) arising from internal or external factors that affect the University's operations and supporting the University through such crises or business interruptions;

3.1.3 training in Emergency Response and Business Continuity planning;

3.1.4 training in evacuations, fire drills and security emergencies;

3.1.5 complying with legal requirements during emergency situations or business interruptions; and

3.1.6 liaising with the University's Insurance Officer and Loss Adjusters in the event of an emergency or other activation of the Business Continuity Plan.

4. Detailed Service Requirements
	 Ref No:
	Service Description
	Service Requirements

	DSREBC001
	Emergency Response and Business Continuity Planning
	The Service Provider shall support the University's Emergency Response and Business Continuity Plan by providing advice on issues such as the safe evacuation of the Premises during an emergency and the operation of emergency systems.

The Service Provider shall use its knowledge and experience of emergency response, business continuity, communication technology and data recording to advise the University on improving the Emergency Response and Business Continuity Services.

The Service Provider shall have its own business continuity and Disaster Recovery Plan to ensure that it can continue to deliver the Services at the Premises in situations including (but not limited to) failure of the Service Provider's IT systems and temporary closure of the Service Provider's own buildings.

The Service Provider will assist the University with  contingency arrangements including services provided by third parties such as utilities providers to enable it to return to BAU as soon as is reasonably practicable after an emergency or other business interruption.

The Service Provider shall provide this service Outside of Normal Operating Hours if required by the University in the event of any emergency or other activation of the business continuity plan. 

	DSREBC002
	School and directorate Emergency Response  and Business Continuity Plans
	The Service Provider shall assist the University to support University schools and directorates with the development of their local Emergency Response and Business Continuity Plans.

The Service Provider shall assist the University in collaborating with University schools and directorates to test and exercise their plans and to establish a programme of tests. 

	DSREBC003
	University Emergency Response Business Continuity Plan Test
	The Service Provider shall assist the University to conduct an Emergency Response and Business Continuity Test once per year. A mutually agreeable date shall be agreed between the University and the Service Provider thirty (30) days before the start of the financial year. 

	DSREBC004
	Designated Schools / units (five) Emergency Response and Business Continuity Test
	The Service Provider shall assist the University to conduct emergency response tests once per year for five designated University schools/units. Dates are to be agreed with the University thirty (30) days before the start of the financial year. 

	DSREBC005
	Schools and directorates Emergency Response and Business Continuity Test
	The Service Provider shall assist the University to conduct Emergency Response and Business Continuity Tests once every two (2) years for all University schools and directorates.

Dates for such tests are to be agreed with the University thirty (30) days before the start of the financial year. 

	DSREBC006
	Scheduled evacuation drills
	The Service Provider shall be responsible for the scheduling, planning, testing and reporting of the University's evacuation drills.

Dates for such evacuation drills are to be agreed with the University thirty (30) days before the start of the financial year.

The Service Provider shall be pro-active in identifying areas of potential risk and propose any changes to the operation of emergency procedures and report changes to the University.

All buildings on the Premises shall undergo a scheduled evacuation drill once per academic year.

High risk areas (as agreed with the University) shall undergo scheduled evacuation drills twice per academic year.

Dates for drills are to be agreed with the University thirty (30) days before the start of the financial year.

The Service Provider shall ensure adequate security is provided at each exit of a building during a scheduled evacuation drill. 

	DSREBC007
	Evacuations during normal working hours
	The Service Provider shall attend all unscheduled evacuations, manage the evacuation, liaise with any emergency services and record and report on the evacuation to the University.

In the event of a false alarm, the Service Provider shall contact East Sussex Fire & Rescue.

The Service Provider shall ensure adequate security is provided at each exit of a building during an unscheduled evacuation.

	DSREBC008
	Evacuations outside of normal working hours
	The Service Provider shall attend all unscheduled evacuations, manage the evacuation, liaise with any emergency services and record and report on the evacuation to the University.

In the event of a false alarm, the Service Provider shall contact East Sussex Fire & Rescue.

The Service Provider shall ensure adequate security is provided at each exit of a building during an unscheduled evacuation.

	DSREBC009
	University emergency procedures
	The Service Provider shall ensure that the University's emergency procedures are kept up to date with changes to to the Premises, University operations and/or Applicable Laws and Regulations.

Immediately following any updates to the University's emergency procedures, an up to date copy of the University's emergency procedures shall be delivered to the University in both hard and soft format and the University shall be notified of the change.

The Service Provider shall check on a monthly basis that the University holds the most up to date version of the University's emergency procedures and shall notify the University if the emergency procedures are not up to date.

The Service Provider shall check/update and/or replenish stock to the University's three emergency administration crates stored at designated locations on the Premises once per quarter and shall include confirmation of this in the monthly management report. 

	DSREBC010
	Emergency Response and Business Continuity training
	The Service Provider shall be responsible for providing and monitoring e-learning for identified University staff which includes evacuation, emergency response and business continuity planning, tests and exercises, and which takes into consideration Applicable Laws and Regulations. The University's existing e-learning provision will be provided to the Service Provider.

The Service Provider shall keep an up to date record of all trained Service Provider staff and University staff and include this record in the monthly management report and shall ensure that the required number of Service Provider Personnel and University staff (as set out in the University's Business Continuity Plan) are trained in Emergency Response and Business Continuity. 

	DSREBC011
	Provision and maintenance of Emergency Equipment
	The Service Provider shall be responsible for the procurement and maintenance of all Emergency Equipment.

The Service Provider shall notify the University immediately if any such Emergency Equipment requires replacement.

	DSREBC012
	Assist liaison with the University's Insurance Officer and Loss Adjusters
	The Service Provider shall assist the University to liaise with the University's Insurance Officer and Loss Adjusters. 

	DSREBC013
	Enhanced security advice
	The Service Provider must inform the University if there is, or if the Service Provider expects there to be, disruption affecting persons within the Premises during periods that require or will require additional security resources. 


5. Additional business CONTINUITY Service Requirements for the Residential Estate
	Ref No:
	Service Description
	Service Requirements

	DSREBC014
	Emergency Protocols
	The Service Provider shall provide all users of the residences (including University students, parents, family and visitors) with the protocols to be used in case of an emergency.  The University shall provide the Service Provider with the current emergency protocols used.

The Service Provider shall be responsible for updating the protocols on an annual basis, and must agree the updated protocols with the University thirty (30) days before the start of the new academic year. 

	DSREBC015
	Residential area Emergency Response and Business Continuity Plan
	The Service Provider shall support the University in the implementation of residential areas' local Emergency Response and Business Continuity Plans.


PREMISES SPECIFIC SERVICE REQUIREMENTS

6. Premises Requirements
6.1 The Service Provider shall provide the following Emergency Response and Business Continuity Services at the following specified premises only:

	Ref No:
	Name of Premises
	Service Description
	Service Requirements

	DSREBC016
	The Genome Damage and Stability Centre
	Enhanced security during emergencies affecting the premises or staff
	The Service Provider must inform the University if there is or the Service Provider expects there to be an emergency affecting the Genome Centre that requires or will require additional security.

	DSREBC017
	The New Ancillary Unit
	Enhanced security during emergencies affecting the premises or staff


	The Service Provider must inform the University if there is or the Service Provider expects there to be an emergency affecting the New Ancillary Unit that requires or will require additional security. 


7. not used
8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Emergency Response and Business Continuity Services:

8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
9.1 The Service Provider Contract Manager will be a key member of the UIMT.

9.2 The Service Provider must ensure there are sufficient Service Provider Personnel available in the Premises to act as fire marshals to cover each exit of the affected building or buildings in the event of an emergency.

10. Reporting
10.1 The Service Provider shall provide the following reports:

10.1.1 details of any updates to the Emergency Response and Disaster Recovery Plan or Business Continuity Plans, any changes to the in-scope Services (which may have an impact on Business Continuity), the results of any tests, training and response levels to University support requests (included in the monthly management report); and

10.1.2 confirmation of checks made by the Service Provider to the University's emergency administration crates (as set out in DSREBC009 of paragraph 4 of the Emergency Response and Business Continuity Services Specification).

METHOD STATEMENT

EMERGENCY RESPONSE AND BUSINESS CONTINUITY SERVICES

Service Reference Number:  SSEBC01
1. Service management
1.1 Responsibility for the Emergency Response and Business Continuity Services will be held by the Partnership Manager. This team will plan, implement and practice all resilience operations at the University, undertaking all such responsibilities for the Service Provider and University through the Term.
1.2 The Service Provider will also employ a dedicated full time QSHE and Compliance Manager whose remit will include the management of Emergency Response and Business Continuity Services planning and monitoring implementation throughout the estate. The role will report directly to the Partnership Manager and will co-ordinate input from other managers, University schools and directorates to ensure all Services, Premises and University and Service Provider businesses are represented during the planning process and implementation embedded throughout the day to day delivery.

1.3 The QSHE and Compliance Manager will provide and co-ordinate all necessary support to the University in the development and implementation of their Emergency Response and Business Continuity Services operations and will co-ordinate input from within the organisation as required. The QSHE and Compliance Manager will hold full responsibility for ensuring that united continuity and incident response actions and plans are implemented utilising Service Provider and University personnel.

1.4 During Mobilisation the Service Provider will engage Interserve's Business Continuity specialists to support the QSHE and Compliance Manager reviewing existing policies and plans, ensure compliance with Applicable Laws and Regulations and to develop joint policies and harmonised Business Continuity Plans. They will also be available to support the contract team with specialist advice as necessary through the Term.

1.5 The Service Provider will implement Business Continuity and Emergency Response operations in line with BS25999 and utilise the emergency response format used by the UK Emergency Services, employing three tiers of response, referred to as 'Gold', 'Silver' and 'Bronze'. This will also be reflected within the Emergency Response and Business Continuity Services planning operations.
	Level
	
	Planning and Emergency Response Management 

	GOLD
	Strategic Planning and Incident Response
	Central Incident Response Team (CIMT) develop Business Continuity and Emergency Response Plan.

Response to a catastrophic event that has widespread disruption. CIMT will assume management of response and recovery utilising the whole organisation and possibly external support resources. 

	SILVER
	Tactical Planning and  Incident Response


	Business Continuity and Emergency Response Plan developed by CIMT to include specific sections addressing Non-residential, Residential and Partnership resilience requirements to be implemented by Incident Management Teams (IMT’s).

Response to a significant disruption effecting a number of facilities or high priority operations. Area IMT’s will manage appropriate operational delivery teams to respond and recover. 

	BRONZE
	Operational Planning and incident Response
	Operational implementation of resilience planning and response.

Response to a localised event deploying response and recovery personnel. Containment and recovery managed by the appropriate IMT activating specific operational delivery personnel. 


2. Service delivery staff
2.1 The Partnership Manager will establish and head a Central Incident Management Team (CIMT). The team members will include the following Service Provider Personnel and will be supplemented by subject matter experts as required to address specific issues:
2.1.1 QSHE and Compliance Manager;

2.1.2 Finance and Commercial Manager;

2.1.3 Site Services Manager;

2.1.4 Residences Manager;

2.1.5 Estates Manager;

2.1.6 HR Manager;

2.1.7 Business Systems Representation;

2.1.8 Key Supply Chain Personnel; and

2.1.9 University personnel with representation from each school and directorate nominated.

2.2 This team will develop and manage all Emergency Response and Business Continuity Services planning responsibilities for both the University and the Service Provider. They will be called on to manage any incident which threatens widespread disruption to Service delivery.
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2.3 The Partnership Manager, Site Services Manager and Residences Manager will each lead an Incident Management Team (IMT) who will implement area specific Emergency Response and Business Continuity Services requirements and will be activated in the event of an incident disrupting their area of operation or Service delivery. Team members will be selected from the Service Provider's operational delivery teams and identified within the Emergency Response Plan. Key personnel from within the supply chain will also included where their specific skills and knowledge maybe required. In the event of an incident two activities will be undertaken by these teams:
2.3.1 Initially emergency response – Service Provider Personnel will attend and assess the situation and make safe if required. Their main objective will be the welfare of all personnel, ensuring any parties affected are informed, securing a damaged site and also manage any media coverage. Enquiries from the media will always be referred to the University.

2.3.2 Emergency recovery – Service Provider Personnel will then be activated to manage the structured recovery of Services.

2.4 These teams will include University Incident Management Team personnel who are identified in the University's Emergency Response plans. This will include existing trained volunteers currently utilised by the University. During working hours all volunteers will be in constant radio contact with the Security Control Room, so they can be mobilised at short notice in advance of the emergency services arriving at the Premies. These personnel will all be first aid trained including some individuals with advanced life saving training, for example in the use of defibrillators and oxygen therapy. The team will also have the use of a van, which will be equipped with their first aid and Emergency Equipment.

2.5 The Partnership Manager and QSHE and Compliance Manager will provide support for the University in development and implementation of Business Continuity and Emergency Response Services operations. In addition to a direct supporting role they will also co-ordinate the provision of assistance from Business Continuity specialists or CIMT personnel to address particular issues.

2.5.1 Roles and responsibilities
A description of each of the roles outlined above is included below:
2.5.2 Central Incident Management Team (CIMT)
(a) Partnership Manager – They will hold ultimate responsibility for Emergency Response and Business Continuity Services and will provide corporate and contract strategic input into the team.
(b) QSHE and Compliance Manager – They will hold the responsibility for the development, maintenance and control of Business Continuity and Emergency Response documents. They will co-ordinate training, exercise plans and monitor compliance in operational implementation. The QSHE and Compliance Manager will also provide input to the team on Quality, Health & Safety and Environmental issues.
(c) Finance and Commercial Manager - They will provide input to the team on financial and commercial operations and issues.
(d) Site Services Manager – They will provide input to the team on cleaning, security, transport, Helpdesk and logistics (reprographics and portering) issues.
(e) Residences Manager – They will provide input to the team on the residences, housekeeping, portering and laundry issues.
(f) Estates Manager – They will provide input to the team on the estate facilities including energy management, M&E infrastructure, grounds, building fabric and project management issues.
(g) HR Manager – They will provide input to the team on human resource and welfare issues.
(h) Business Systems Representation – Representation will be requested from Interserve's central Business Systems department to provide input on information technology and communication systems.
(i) Key Supply Chain Personnel – They will provide input on the issues within their areas of delivery, providing specific skills and knowledge.
(j) Customer Representatives - Customer Representatives will provide input on University issues and operations. Representation from each school and directorate will be nominated.
2.5.3 Incident Management Teams (IMT)
(a) Partnership IMT - They will respond to and rectify a loss or disruption to the Service Provider's business functions, organisation and the tools that support them. This will include the Service Provider's HR, finance, commercial, QSHE operations and information technology and communication tools. This team will be led by the Partnership Manager. As the concerns of this team are with the continuity of our Service delivery support system it is anticipated this team will consist of Service Provider Personnel both located on the Agreement and from Interserve's central support personnel with regards to functions such as Information Technology.
(b) Non-Residential IMT – They will respond and rectify a loss or disruption to Service delivery or manage an emergency situation in non-residential zones (zones 8, 9, 10). This team will be lead by the Site Services Manager and will consist of both Service Provider and University representatives. A representative from each of the University's schools and directorates will be included within the team and in the event of an incident effecting their specific areas they will be activated by the team leader to join the response and rectification operations providing guidance. In these circumstances their specific skills and knowledge and liaison with other parts of the University will be invaluable.
(c) Residence IMT – They will respond and rectify a loss or disruption to service delivery or manage an emergency situation in residential zones (zones 1, 2, 3, 4, 5, 6 and 7). This team will be led by the Residence Manager. University representation from each of the residences will be included within the team and in the event of an incident affecting their facility they will be activated by the team leader to join the response and rectification operations.
2.5.4 Liaison with University
(a) Partnership Manager - The Partnership Manager will also be retained within the University Incident Management Team to provide input on the Service Provider's operations and support University requirements.
(b) QSHE and Compliance Manager – The QSHE and Compliance Manager will provide a consistent point of contact for the University to support its Emergency Response and Business Continuity Services operations. They will provide support and ensure alignment of plans of both parties. Where required they will co-ordinate additional support resources from the CIMT or specialist business continuity resources.
(c) The QSHE and Compliance Manager will also provide support to individual University schools and directorates in the development, testing and exercising of their Business Continuity and Emergency Response plans. They QSHE and Compliance Manager will be nominated as the first point of contact for University schools and directorate personnel with regards to Business Continuity and will work directly or will co-ordinate input from other personnel with specific skills or knowledge if required dependent on the school or directorate needs. It is anticipated that the single point of contact will enable University schools and directorates to access this Service easily to receive any support required and that the consistency will allow a good working relationship to develop.
2.6 Approved Subcontractors to be used
2.6.1 The Emergency Response and Business Continuity Services will be undertaken using the Service Provider's own resources.

2.6.2 Any Approved Subcontractors who are contracted to provide emergency response or rectification provision (e.g. communication network rectification to agreed service levels or information technology fall back equipment) will be documented within the developed Business Continuity Plan and Emergency Response plan.

3. equipment, Premises, technology and systems
3.1 The Service Provider's Emergency Response and Business Continuity Services operations will be undertaken utilising general Microsoft Office tools. Documents will be shared utilising Interserve's 'SharePoint' platform allowing authorised personnel to view plans and exchange information. The Service Provider will utilise its standard Business Continuity systems, ISS-10-PM-00 Business Continuity Management Model, which guides the collation of information and development of Business Continuity and emergency response plans. These are compliant with BS 25999-1:2006 and aligned with ISO 22301 and include:

3.1.1 Risk assessment - The Service Provider will undertake a risk analysis to understand the risks to the success of the project and document an agreed method of dealing with the risk. This will be documented in a spreadsheet risk register.

3.1.2 ISS-11FM-01.1 Threat analysis – The Service Provider will undertake a threat analysis utilising a standard form which directs the University to investigate what situations could lead to the loss of people, information, Premises and any other issues which are specific to the project.

3.1.3 ISS-11-FM-01 Business Impact Analysis (BIA) - A spreadsheet based BIA will be undertaken to investigate the impact any incident will have on the Service Provider's delivery and University business. This will facilitate the development of continuity and recovery priorities.

3.1.4 Continuity requirements analysis - Included within the business impact analysis is a continuity requirement analysis which investigates the resources required to recover functions following an incident and the level they are required to sustain normal delivery.

3.1.5 ISS-11-FM-01.2 Strategy and tactics development - Following the analysis of the project the Service Provider will develop and agree the strategy and tactics that are to be employed to maintain continuity and respond to an incident. This decision making and recording is guided using a standard form.

3.1.6 ISS-11-WI-01 Business Continuity Plan Template – A base template will be utilised to develop a Business Continuity and Emergency Response plan for operational implementation.

3.1.7 ISS-11-FM-02 Business Continuity Activity Report – Whenever a plan is tested or an actual incident has been responded to the Service Provider's performance and the effectiveness of the plan will be reviewed on the Business Continuity activity report format.

3.2 The University e-learning provision will be utilised as required to provide emergency response and Business Continuity training to University staff (in accordance with Ref No. DSREBC010 of the Emergency Response and Business Continuity Services Specification).

3.3 The Service Provider will utilise its CAFM system Maximo to:

3.3.1 schedule exercising of plans and evacuation drills;

3.3.2 plan and manage the maintenance of Emergency Equipment; and

3.3.3 produce monthly Emergency Response and Business Continuity performance reports.

3.4 Radio provision will be made for Service Provider Personnel with key emergency response roles (including security personnel) and the University volunteers. This provision will be managed by the Security Manager.

4. processes and activities
4.1 Scope of Services to deliver a compliant Emergency Response and Business Continuity Service
4.1.1 Emergency Response and Business Continuity Planning [DSREBC001]
(a) Advice on emergency evacuation

(i) The Partnership Manager and QSHE and Compliance Manager will liaise with the University on all issues regarding resilience including advice on emergency evacuation procedures. In the development of emergency response plans for disruption to Service Provider or University schools and directorates business, the CIMT (including representation from the University) will investigate the usage, Premises layouts and risks from the operations undertaken in each facility to develop efficient and safe evacuation procedures. Evacuation tests will be monitored and if any issues are encountered they will be notified to the University with recommendations for revisions to evacuation procedures.

(ii) The Estates Manager as a member of the CIMT will provide expertise on the legislation, maintenance and operation of the emergency systems within the University facilities. They will ensure current systems are fit for purpose and fully operational and will submit recommendations to the University for any upgrades, maintenance or changes required.

(iii) The Service Provider will also utilise the specific business continuity specialists to provide information on the experience and best practice employed in other parts of the organisation, in particular where the Service Provider has successfully implemented any Business Continuity communication technology and data recording systems. Where they have demonstrated value for money and enhanced emergency procedures the Service Provider will present proposals to the University for consideration.

(b) Service Provider Business Continuity and Emergency Response Plans

Documents

(i) The Service Provider will develop and implement a Business Continuity Plan and aligned Emergency Response plan for the contract and manage and support the production and implementation of plans for all University schools and directorates. These plans will provide a framework that ensures the Service Provider maintains resilient Service delivery and a state of readiness to respond promptly to any circumstance, whether a major incident or a specific element of the Agreement.

(ii) The Service Provider will develop one Business Continuity and Emergency Response plan for the Agreement which will be divided to address three specific areas of delivery – residential zones, non-residential zones and the business functions. The Business Continuity Plan will set out the policies, procedures, an understanding of the Services and environment, resources and strategies the Service Provider will employ to maintain continuity in the Service delivery and support University operations. The Emergency Response plan will outline how all parties will respond to an unplanned interruption to its services and support the University in an emergency situation. It will provide guidelines that will enable Service Provider Personnel to respond effectively and efficiently and facilitate the re-instating of normal business practice in a structured manner and minimise the impacts on all parties' business.

Analysis

(iii) To develop the plans the Service Provider will undertake an investigation to identify possible areas where disruption may occur, an understanding of the Agreement and its environment and the possible impact of any disruption to both Service Provider and University operations. The analysis will be undertaken by the CIMT who will utilise the tools detailed in section 3.1.

(iv) The Service Provider will complete a Business Continuity threat analysis to identify the major threats to the critical processes and functions which would result in a serious incident undermining the successful delivery of the functions. This will include the loss of people, Premises and information. The Service Provider also undertakes a risk analysis to understand the risks to the success of the Agreement and document an agreed method of dealing with the risk. This risk analysis will identify any common causes for the risks and then enables the University to embed solutions within the service delivery and develop strategies to minimise the possibility of them occurring thus increasing resilience.

(v) A business impact analysis will be undertaken to investigate the impact an incident will have on the Service Provider and University operations. This analysis will identify the functions, facilities and infrastructure which are critical to the successful delivery of services and support of the University operations and the impact that will result from disruptions. A maximum tolerable period of disruption and recovery time object will be allocated thus enabling functions and services to be prioritised and determine the order functions are maintained or re-instated in the event of an emergency. Interdependencies between the functions will also be highlighted to establish if there are any single points of failure which warrant mitigation strategies being included in the Business Continuity Plan. Included within the business impact analysis is a continuity requirement analysis which investigates the resources required to recover functions following an incident and the level they are required to sustain normal delivery.

Plan and Maintenance

(vi) From the analysis undertaken the Service Provider will develop strategies and tactics to maintain resilience, respond to an emergency situation and resume normal service delivery. The Business Continuity and Emergency Response Plans will then be developed by the CIMT and documentation produced by the QSHE and Compliance Manager.

(vii) The Service Provider recognises that they will be operating in a dynamic environment that may be subject to changes in Service Provider Personnel, processes, Agreement strategy and Agreement deliverables. To ensure that the plans remain relevant it will be maintained to reflect the current situation. To achieve this requirement the CIMT will be responsible for undertaking a strategic review of the Business Continuity and Emergency Response Plan at annual review meetings with the University and other stakeholders involved in the contract. The QSHE and Compliance Manager will be responsible for collating the data, maintaining a controlled copy and issuing any amendments to the parties affected.

Testing

The Service Provider will implement a testing regime that will be undertaken at various levels of complexity and will evaluate the current competence, identify areas for improvement or missing information, develop teamwork, instil confidence and test the Service Provider's recovery infrastructure, logistical and administrative aspects:

(viii) a desktop exercise in which the Plan can be tested in a safe environment, which involves little or no risk to the Business. Periodically the 'key' Service Provider Personnel involved in the Business Continuity Plan and Disaster Recovery Plan will have to 'talk through' their respective procedures;

(ix) a 'component' test will provide a more realistic, but still low risk, exercise. This involves parts of the business being relocated to an alternative location and continuing to work there for a small period of time with minimum resources. Additionally, certain elements of the plan such as notification and escalation can be tested.

(x) the 'Real Disaster Simulation' test will provide the ultimate examination of the plan and the associated teams. It is recognised that a full test is not to be undertaken lightly and requires careful planning which will involve other stakeholders both in the planning stage and the actual test.

(c) In addition to testing of the Disaster Recovery Plan whenever an actual incident has been responded to a review of the Service Provider's performance and the effectiveness of the plan will be reviewed.
Contingency arrangements

Within the Emergency Response Plan the Service Provider will include any actions required by the University to accommodate and support third parties they have contracted to provide contingency arrangements. This will include points of contact and the activities they have been contracted to provide. In the event of an emergency the incident Management Teams will activate the appropriate operation delivery personnel to accommodate attendance by the third parties or undertake supporting tasks to enable them to operate.
4.1.2 School and Directorate Emergency Response and Business Continuity Plans [DSREBC002]
(a) The QSHE and Compliance Manager will be a point of contact for University schools and directorates to request support in the development of their Emergency Response and Business Continuity Plans. They will meet with the University school or directorate to discuss their requirements and will facilitate completion of any analysis or plan development.  If support is required with a specific aspect of the plan they will co-ordinate input from other personnel from within the Service Provider's organisation with the specific skills or knowledge required. The QSHE and Compliance Manager will also co-ordinate and record all Business Continuity training undertaken by the Schools and Directorates to enable them to develop their plans. If required, the QSHE and Compliance Manager will extend the training undertaken by Service Provider Personnel to University staff. In addition to maintaining a consistent level of understanding throughout the organisation it will also promote team working.

(b) The QSHE and Compliance Manager will liaise with the University Schools and Directorates and plan and implement a programme of tests of their plans. This co-ordinating role in the programming of tests will ensure they meet the frequencies required, all Schools and Directorates are included and tests are levelled throughout the year so supporting resources are not stretched and effect other areas of business. The QSHE and Compliance Manager will advise on the level of complexity of the test either disaster simulation, component or desktop testing and facilitate the development of appropriate scenarios.  The QSHE and Compliance Manager will then arrange any supporting resources required to simulate the incident and notify external parties such as the emergency services and other areas of Interserve and University business that maybe effected of the event.

(c) During the test the QSHE and Compliance Manager will attend, advise and assist in maintaining records of the event and will review the outcome with the University school or directorate on completion.  Any lessons learnt will be circulated to be accommodated within Emergency Response and Business Continuity Plans.
4.1.3 University Emergency Response Business Continuity Plan Test [DSREBC003]
(a) The QSHE and Compliance Manager will liaise with the University and plan an annual real disaster simulation. The test will evaluate the joint current competence, identify areas for improvement or missing information, develop teamwork, instil confidence and test the recovery infrastructure, logistical and administrative aspects. A scenario will be developed and the date agreed with the University at least thirty (30) days before the start of the financial year. The QSHE and Compliance Manager will then arrange the resources required to simulate the incident and notify external parties such as the emergency services of the event.

(b) During the test detailed records will be made of the actions undertaken and their outcome when implemented. These records will be retained and reviewed by the CIMT to identify any areas that have configured effectively or caused conflict during the incident. In a joint meeting the effectiveness of the response will be reviewed and any lessons learnt will be circulated to be accommodated within Emergency Response and Business Continuity Plans.

4.1.4 Designated schools/units (five) Emergency Response and Business Continuity Test [DSREBC004]
(a) The QSHE and Compliance Manager will liaise with the University and plan an annual component or desktop test of the Universities Emergency Response and Business Continuity Plans for each of its designated schools/units. Five (5) scenarios will be developed and the date of each of the five (5) tests agreed with the University at least thirty (30) days before the start of the financial year. The QSHE and Compliance Manager will then arrange the resources required to simulate the incident and notify external parties such as the emergency services of the event if they are likely to be effected.

(b) During the test detailed records will be made of the actions undertaken and their outcome when implemented. These records will be retained and reviewed by the QSHE and Compliance Manager with the University to identify any areas that have not been configured effectively or caused conflict during the incident. The effectiveness of the response will be reviewed with the associated school/unit and any lessons learnt will be circulated to be accommodated within the other Emergency Response and Business Continuity Plans.
4.1.5 Schools and directorates Emergency Response and Business Continuity Test [DSREBC005]
(a) The QSHE and Compliance Manager will liaise with the University and plan a desktop test of the Universities Emergency Response and Business Continuity Plans for all of the University schools and directorates. A range of scenarios will be developed and the tests scheduled on a two (2) year programme and agreed with the University at least thirty (30) days before the start of the financial year. The QSHE and Compliance Manager will then arrange the resources required to simulate the incident prior to each test.

(b) During the test detailed records will be made of the actions undertaken and their outcome when implemented. These records will be retained and reviewed by the QSHE and Compliance Manager with the University to identify any areas that have not been configured effectively or caused conflict during the incident. The effectiveness of the response will be reviewed with the associated school or directorate and any lessons learnt will be circulated to be accommodated within the other Emergency Response and Business Continuity Plans.

4.1.6 Scheduled evacuation drills [DSREBC006]
(a) The Estates Manager will develop a schedule of evacuation drills utilising the CAFM system, Maximo. All Premises will be recorded within the asset database and a programme of evacuation drills developed. All Premises will have a drill programmed annually with high risk buildings, identified by the University, having another additional drill each year. This schedule will be presented by the QSHE and Compliance Manager and agreed with the University at least thirty (30) days before the start of the financial year.

(b) The CAFM system will produce a task sheet which will identify the building to be tested and date which will be allocated to a member of the estates team for activation. In liaison with the on duty security shift leader, to provide security at the exits of the Premises, the individual will activate the fire alarm within the allocated Premises. The on duty security shift leader will monitor the evacuation maintaining radio contact within his team at each exit. Any issues will be reported to the QSHE and Compliance Manager who will liaise with the University and advise on potential changes that maybe required to emergency procedures.

4.1.7 Evacuations during normal working hours [DSREBC007]
(a) When an unscheduled evacuation of Premises occurs, the emergency response personnel for the area will be activated. The on duty security shift leader and a member of the estates team will immediately attend the Premises. Utilising radio contact with their team the security shift leader will deploy personnel to secure all exits to the Premises. The on duty security shift leader will monitor the evacuation and liaise with any emergency services that attend maintaining a log of the incident. The emergency response personnel will assess the situation, make safe, deal with any welfare issues and on the all clear reset any alarm systems that have been activated.

(b) Any issues will be reported to the QSHE and Compliance Manager who will liaise with the University and advise on appropriate action.

4.1.8 Evacuations outside of normal working hours [DSREBC008]
(a) When an unscheduled evacuation of Premises occurs, the on duty security shift leader will immediately attend the building. Utilising radio contact with their team the security shift leader will deploy personnel to secure all exits to the Premises. The on duty security shift leader will monitor the evacuation and liaise with any emergency services that attend maintaining a log of the incident. The shift leader will contact the leader of the IMT and individuals on call within the Estates Team to attend site, make safe, deal with any welfare issues and on the all clear reset any alarm systems that have been activated.

(b) Any issues will be reported to the QSHE and Compliance Manager on the next working day who will liaise with the University and advise on appropriate action.

4.1.9 University emergency procedures [DSREBC009]
(a) The Site Services Manager will take ownership of the University's current emergency procedures during Mobilisation. As a member of the CIMT, the Service Provider will develop these procedures to align with the Service Provider's own and the University's residence Emergency Response and Business Continuity requirements in time for the Services Commencement Date. The agreed protocol will be documented within Emergency Response Plan for the facilities ensuring that the Site Services Incident Management Team, operational personnel and University staff will be fully aware of requirements, trained and can efficiently respond and support.

(b) The CIMT will review the emergency procedures plan annually. The inclusion of a University representative in this team will ensure any changes to University Operations will be captured. The QSHE and Compliance Manager will table any changes to Applicable Laws and Regulations and the Estates Manager any changes to Premises which may affect emergency procedures.

(c) The QSHE and Compliance Manager will present any amended documents to the University in hard and soft copy. The document will be controlled using identification and revision numbering with the copy held by the University checked monthly by the QSHE and Compliance Manager to confirm or re-issue the current edition.

(d) The QSHE and Compliance Manager will check/update and/or replenish stock to the three emergency administration crates stored at designated locations on the Premises once per quarter and will include confirmation of this in the monthly management report.

4.1.10 Emergency Response and Business Continuity training [DSREBC0010]
(a) The QSHE and Compliance Manager will co-ordinate all Business Continuity and Emergency Response training for both Service Provider Personnel and the University staff. A record will be maintained of all personnel trained and the level of training, and be submitted within the monthly report. Training will be given at various levels of complexity by the QSHE and Compliance Manager, line managers or Interserve Business Continuity specialists.

(b) Training will include:

(i) Business Continuity training given to persons involved in the development of Business Continuity and Emergency Response plans. It will include instruction in the tools and processes that will be employed and an overview of BS25999 requirements;

(ii) an induction given to all employees on commencement of their employment will include a session on Business Continuity and reaction to an incident to ensure they appreciate the importance, understand their role and carry out any responsibilities allocated to them. All Service Provider Personnel will be issued with details of emergency evacuation procedure informing them on the emergency procedures pertaining to their areas of work;

(iii) specific resilience training will also be provided to those personnel (both Service Provider and University) more actively involved in the implementation of the Business Continuity and Emergency Response plan and within joint training with other parties involved; and

(iv) University and Service Provider Personnel will also have the opportunity to practice activities when taking part in practice/testing exercises.

(v) As part of the support given to the University schools, directorates and staff in the development and implementation of their Business Continuity and Emergency Response joint training opportunities will be offered to the University.

(c) The QSHE and Compliance Manager will manage the University's e-learning provision and in liaison with the University, will identify personnel and assess their requirements. The QSHE and Compliance Manager will then contact individuals to arrange the training and monitor its completion. A record will be maintained of all University personnel trained and the level of their training which will be submitted within the monthly report.
4.1.11 Provision and maintenance of Emergency Equipment [DSREBC0011]
The provision and maintenance of Emergency Equipment will be managed by the Estates Manager and their team. All Emergency Equipment will be recorded within the CAFM system, Maximo, asset database. A regime of inspection and testing will be scheduled and undertaken as part of the planned maintenance provision. The frequency of inspections will be timetabled in line with Applicable Laws and Regulations and manufacturers recommendations. If any equipment is found to be defective or requires replacement, the remedial works required will be processed as a high priority response requirement and notified to the University immediately.
4.1.12 Assist liaison with the University's Insurance Officer and Loss Adjusters [DSREBC0012]
(a) The QSHE and Compliance Manager will act as a point of contact for the University Insurance Officer and Loss Adjusters. The QSHE and Compliance Manager will call on other Service Provider Personnel within the organisation with specific knowledge of events or resultant works as required by the University.

(b) In the event of any incident the CIMT and IMT will log all actions undertaken. Emergency response personnel from these teams will make and record an initial assessment including any injuries or damages. Emergency recovery personnel will also maintain full record of rectification operations including any associated costs. On resolution the QSHE and Compliance Manager will complete a Business Continuity activity report including collation of all records made during the incident. This document will allow the QSHE and Compliance Manager to liaise and provide information requested to the University Insurance Officer and Loss Adjuster.

4.1.13 Enhanced security advice [DSREBC0013]
The Service Provider will inform the University if there is, or if they expect there to be, disruption affecting University users within the Premises, during periods that requires or will require, additional security resources.
4.1.14 Emergency Protocols [DSREBC0014]
(a) The Residences Manager will take ownership of the University's current emergency protocols during Mobilisation. As a member of the CIMT, they will develop these protocols to align with the Service Provider's and the University's residence's Business Continuity and Emergency Response requirements in time for the Services Commencement Date. The agreed protocol will be documented within the Emergency Response Plan for the facilities ensuring that the Residence IMT and operational personnel will be fully aware of requirements, trained and can efficiently respond and support. The Service Provider will arrange regular evacuation tests to ensure its plans are robust and that University staff, students and other parties are aware of the procedures to be followed.

(b) The Central Incident Team will review the protocols annually and agree any changes with the University at least thirty (30) days prior to the start of each academic year.

(c) The Residence Manager will ensure that the emergency protocols are displayed within each of the residences and zone supervisors will issue a copy to residents as they commence their stay in the facilities. All visitors to the residences, including parents and family will be issued with a copy of the protocols as they are issued with access passes. Fire drills will be undertaken in September and January just after residents arrive for the new term to ensure any new residents are aware of the procedures.

4.1.15 Residential Area Emergency Response and Business Continuity Plan [DSREBC0015]
(a) The Business Continuity Plan and Emergency Response Plan developed by the CIMT will include provision to be made to residential areas. The inclusion of the Residence Manager and Estates Manager within this team will ensure that considerations with regards to the Premises and services delivered to residences are addressed within the plans. The team will also liaise with University representatives for the residences.

(b) The Service Provider will establish a Residential Incident Response Team led by the Residence Manager who will implement resilience requirements and activate the Emergency Response Plan in the event of an incident.

4.2 Premises Requirements
4.2.1 The Genome Damage and Stability Centre [DSREBC0016]
(a) Within the Emergency Response Plan the Service Provider will include the requirement for the Security Manager to deploy security personnel to the Genome Damage and Stability Centre and monitor the building on CCTV in the event of any incident that affects this facility.  The plan will include a layout of the building and identification of access points which must be guarded.
(b) Including this feature will ensure that the IMT and the Security Team are aware of, trained and immediately activate this response requirement and secure the facility.
4.2.2 The New Ancillary Unit [DSREBC0017]
(a) Within the Emergency Response Plan the Service Provider will include the requirement for the Security Manager to deploy security personnel to the New Ancillary Unit and monitor the building on CCTV in the event of an incident that affects this facility.  The plan will include a layout of the building and identification of access points which must be guarded.

(b) Including this feature will ensure that the IMT and the Security Team are aware of, trained and immediately activate this response requirement and secure the facility.

4.3 Monitoring and auditing
4.3.1 The Service Provider will undertake all performance monitoring, of the Emergency Response and Business Continuity Service using a range of system-based and inspection-driven records developed as per the performance measurement system and the quality management system. The performance measurement process is linked to the service level requirements and the related service level requirements (SLRs). These SLRs will be managed via the CAFM system which will provide the data for the monthly performance report.

4.3.2 The monthly report will also include details of any resilience incidents, updates to the Emergency Response and Business Continuity plans, any changes to the Services (which may have an impact on Business Continuity), the results of any tests, training and response levels to the University support requests.

5. interaction with other in-scope services
To ensure the resilience of the Service delivery and support of University business, the Service Provider will ensure that all aspects of the organisation understand and implement the Business Continuity and Emergency Response operations. The CIMT will include representation from all Service delivery streams and zones of the estate with Business Continuity and Emergency Response Plans clearly detailing the roles, responsibilities and liaison points of each to provide a cohesive resilience and emergency response delivery.

6. interaction with catering and conferencing Service Provider
The QSHE and Compliance Manager will liaise with the University Catering and Conference Service Provider to exchange information and align Business Continuity and Emergency Response Plans. This environment of information exchange and support will be fostered by holding or attending regular meetings and workshops with the University and its Third Party Service Providers. The alignment of plans will ensure the actions of all parties involved in response to an incident work in unison and are focused on the same objectives. This will be achieved by:

6.1.1 agreeing the common objectives required by the Business Continuty Plans and Emergency Response Plans through involvement in an analysis of the business and agreeing areas of responsibility;

6.1.2 reviewing each parties plans to achieve the common objectives and ensuring co-ordination of response and that there are no conflicting actions; and

6.1.3 agreement that if amendments are required to any plan they are notified to other participants to assess any implications in their own plans.

7. interaction with the University
7.1 The Service Provider will interact with the University Client Function and University directorates and schools as necessary to deliver this Service. The Service Provider will provide two consistent points of contact with regards to Business Continuity and Emergency Response issues. They will be, at a strategic level, the Partnership Manager, and on a day to day management basis, the QSHE and Compliance Manager. These personnel will liaise and support the University staff and continuity teams and also have the ability to draw on the other resources as required.

7.2 Incident Response personnel from both parties will be called on to respond to any incident that threatens the business of the University. With their Emergency Response Plans aligned this will be as a unified team with their roles and responsibilities clearly defined and practiced ensuring calm and un-conflicting actions to control and rectify the situation.

7.3 During Mobilisation the Service Provider will review the existing Business Continuity policies and plans and put in place a joint forum to collaboratively review these plans alongside their own plans to harmonise policies, procedures and processes so that all plans are joined up and aligned. If it is felt appropriate by the University the Business Continuity planning tools maybe adopted as a consistent template for all parties to utilise.

7.4 This partnership approach will ensure the Service Provider are ready with an integrated, joined-up response to any Business Continuity or emergency management issue as and when it arises as shown below.

Figure 1 Harmonised approach to Business Continuity issues
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7.5 During Mobilisation the Service Provider will require the following information from the University and its schools and directorates:
7.5.1 full Asset list to allow the Service Provider to ascertain and mark on its CAFM system the facilities and plant that are assessed as high priorities to maintain continuity;

7.5.2 copies of current all Business Continuity documentation;

7.5.3 copies of existing fire and evacuation plans for facilities;

7.5.4 access to University schools and directorates to gather a full understanding of the operations they undertake in each facility and the associated risks;

7.5.5 access to the University Client Function and personnel from schools and directorates to develop a common understanding and agree Business Continuity policies, process and procedures; and

7.5.6 access to the University Client Function and personnel from schools and directorates to agree priorities of areas/facilities and Services to direct response and recovery activities in the event of a major incident.

SERVICE SPECIFICATION

Energy and Environmental Management Services

Service Reference Number:  SSEE001
1. Service Definitions
	"BREEAM"
	means the assessment method used in sustainable building design, construction and operation to measure environmental performance;

	"Carbon Management Plan"
	means the University's long term plan for the management of carbon;

	"Carbon Reduction Commitment"
	means the mandatory scheme aimed at improving energy efficiency and cutting emissions in large public and private sector organisations;

	"CHP"
	means combined heat and power;

	"DEC"
	means a Display Energy Certificate;

	"EAUC"
	means the Environmental Association for Universities and Colleges;

	"EMS"
	means the environmental management system of the University;

	"Energy and Environmental Management Services"
	means the environmental management services set out in the Energy and Environmental Management Services Specification;

	"Energy and Environmental Management Services Specification"
	means the Energy and Environmental Management Services specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSEE001);

	"Environmental Management Policy"
	has the meaning set out in Ref No. DSREE001 of paragraph 4 of the Environmental Management Services Specification; 

	"ISO14001"
	means the international standard of environmental management;

	"People and Planet Green League"
	means the annual environmental performance league table for the Higher Education sector published by People and Planet;

	"Salix"
	means the organisation which (in partnership with the Carbon Trust and the Higher Education Funding Council for England) provides conditional funding grants for carbon reduction projects in public sector organisations; 

	"SUAG"
	means the Southern Universities Affinity Group, an energy purchasing consortium currently comprising of the Universities of Brighton, Portsmouth, Bournemouth and Sussex;

	"TEC"
	means The Energy Consortium;

	"USSU"
	means the University of Sussex Students' Union.


2. Objectives
2.1 The Service Provider shall manage and deliver the Energy and Environmental Management Services to:

2.1.1 support the University with environmental management, in particular reaching the University's strategic goals for sustainability and carbon reduction; and

2.1.2 deliver energy efficiencies and reduce the University's environmental impact.

3. Scope of Services
3.1 The Energy and Environmental Management Services provided by the Service Provider to the Premises shall include:

3.1.1 develop, implement and maintain energy and environmental strategies to reduce the University's environmental impact and energy consumption;

3.1.2 make informed recommendations to the University regarding the purchase of gas and electricity;

3.1.3 maintain the University's EMS based on ISO14001;

3.1.4 monitor any legislative changes which many impact the University;

3.1.5 implement the University's Carbon Management Plan that includes targets for carbon reduction, including subsequent monitoring of progress against targets;

3.1.6 identify and assist the University to pursue opportunities to fund environmental projects from available external sources, including Salix;

3.1.7 assist the University's submission to environmental benchmarking schemes such as the People and Planet Green League; and

3.1.8 manage the carbon reduction commitment obligations of the University.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSREE001
	Environmental Management Policy
	The Service Provider shall support the University to develop and agree a policy, strategy and procedures in accordance with ISO14001 across a broad range of environmental topics (the "Environmental Management Policy"). 

	DSREE002
	Environmental Management 
	The Service Provider shall deliver action plans to the University, including annual improvement targets which the University shall agree with the Service Provider, addressing waste management, energy use, emissions and discharges, construction, biodiversity, community engagement, health and safety, water use, sustainable procurement and sustainable transport.

The Service Provider shall provide access to skilled and experienced expertise.

The Service Provider shall advise the University on the management and operation of the CHP in order to maximise its efficient and economic use. 

	DSREE003
	Energy audit management 
	The Service Provider shall complete and lodge all DECs for all buildings on the Premises within the statutory timelines.

The Service Provider shall agree an annual programme of detailed energy audits with the University thirty (30) days before the start of the academic year.

The Service Provider shall complete detailed building energy audits in accordance with Applicable Laws and Regulations and the Carbon Management Plan.

	DSREE004
	Procurement of energy and water
	The Service Provider shall assist the University to manage the University's procurement of gas supply via its broker, currently SUAG.

The Service Provider shall assist the University to manage the University's procurement of electricity supply via TEC.

The Service Provider shall provide data from bills, reports and from meter reading on energy consumption, including gas and electricity and on water and shall support the University in the reconciliation of all utility invoices including the provision of  meter reading and consumption data as requested by the University.

The Service Provider shall advise on metering strategy to enable the University to manage energy consumption. 

	DSREE005
	Representation on external bodies
	The Service Provider shall support the University with its representation on the following external groups:
· Brighton and Hove City Sustainability Partnership;

· People and Planet Green League Oversight Group;

· EAUC Southern Region University Environmental Management Group; and

· the EcoCampus Environmental Management Systems Regional Group.

	DSREE006
	People and Planet Green League and other data submission
	The Service Provider shall collect and submit data to the People and Planet Green League or other bodies as required on an annual basis before the relevant submission date.

The Service Provider shall obtain approval from the University before releasing data to any third parties. 

	DSREE007
	Carbon management
	The Service Provider shall manage the University's carbon reduction programme in accordance with the Carbon Management Plan including:

· collation and validation of evidence and analysis of emissions data;

· identification of projects to achieve reduction targets;

· monitoring and reporting to relevant University committees on progress; and

· communicating with any other relevant internal stakeholders, as required by the University.

	DSREE008
	Carbon Reduction Commitment
	The Service Provider shall support the University with maintaining registration with applicable Regulators, including submitting annual carbon footprint and annual reports to Regulators or other relevant bodies.

The Service Provider shall also communicate with relevant internal stakeholders as required by the University, including the USSU.

	DSREE09
	Environmental awareness campaigns 
	The Service Provider shall identify opportunities for changing University users and visitor of the University's behaviours in order to achieve environmental improvements.

The Service Provider shall proactively seek to work with the USSU to undertake environmental awareness campaigns with students.

The Service Provider shall produce and submit to the University, business cases for identified campaigns in a format to be agreed with the University, including detailed costing and benefits.

The Service Provider shall implement campaigns agreed by the University and shall report on progress and achievements on an annual basis.

	DSREE010
	Environmental improvement minor Works 
	The Service Provider shall identify, propose and deliver agreed minor Works to deliver reductions in carbon and energy use and other environmental improvements, including:

· identifying potential minor Works;

· producing, and submitting to the University, all business cases (to be in a format agreed with the University), including detailed costing and benefits;

· contribute to funding projects in exchange for gainshare payments (to be agreed with the University as part of the relevant business case);

· manage and implement the minor Works within the agreed budget to deliver the expected benefits; and

· reporting on an annual basis, thirty (30) days before the start of the academic year in a format to be agreed with the University, on minor Works identified, business cases submitted, projects approved, gainshare payments made and results achieved. 

	DSREE011
	Major environmental improvement projects
	The Service Provider shall support the University with major environmental projects to deliver significant reductions in carbon and energy use, including:

· identifying potential projects and project funding;

· evaluating potential projects and funding with the University and assessing energy saving/carbon reduction potentials of potential projects against funding criteria;

· submitting business cases and other supporting documentation to the relevant funding bodies on behalf of the University;

· overseeing projects to ensure delivery against agreed budget and outputs; and

· maintaining and reporting obligations to funding bodies.


5. NOT USED
6. NOT USED
7. NOT USED
8. Added Value
8.1 The Service Provider shall carry out the following "valued added" services as part of the Environmental Management Services:

8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
The Service Provider shall ensure that it provides qualified Service Provider Personnel to provide the specialist advice necessary for the Energy and Environment Management Services.
10. Reporting
The Service Provider shall provide information on the Energy and Environmental Management Services in the monthly management reports.
METHOD STATEMENT

ENERGY AND ENVIRONMENTAL MANAGEMENT SERVICES

Service Reference Number:  SSEE001

1. Service management
1.1 The Energy Manager, reporting to the Estates Manager, will be responsible for the compliant, effective and efficient delivery of the Energy and Environmental Management Service to ensure the University's strategic objectives are accounted for and that all works are coordinated around projects and campus development work.

1.2 The Partnership Manager will retain overall ownership of the environmental management plan and will direct activities and monitor outcomes, reporting these to the operational and strategic governance boards as appropriate.  The plan will be reviewed annually and targets adjusted to reflect continuous improvement targets, the University's development plans and changes in circumstances, national initiatives and legislation.

2. service delivery staff
2.1 The Service Provider's staffing solution
2.1.1 The Service Provider will appoint a full time campus based Energy Manager, reporting to the Estates Manager, who will take overall responsibility for carbon and energy management as well as the coordination of hard services maintenance activities and project works around this.

2.1.2 Their primary duty will be management and delivery of the energy efficiency and carbon reduction measures in order to support the University to achieve and exceed its strategic goals.  They will oversee delivery of the day to day energy management activities, supported by the M&E Manager and their team, ensuring all required energy management data is captured and that the operations are carried out in the most energy efficient manner. They will work with the Project Managers providing technical support through all project phases. They will also take an active role in promoting the behavioural change programme through regular interaction with all stakeholders.

2.1.3 The QSHE and Compliance Manager will take overall responsibility for environmental activities and ensure compliance with ISO14001 processes, as well as the usual statutory compliance activities required for hard services delivery.  Interserve's central QSHE department will provide the core environmental management systems and processes.

2.1.4 As part of the site management team the QSHE and Compliance Manager, the Energy Manager and the Estates Manager will work together to ensure the Service Provider meets the University's environmental objectives in all aspects of the Services, reducing the University's environmental impact at all levels.

2.1.5 Interserve off-site support
(a) Interserve's corporate Energy Technical Advisor will make monthly visits to site to support the Energy Manager ensuring they are kept up to date with the policies and services in what is a quickly changing environment.  They will also help to identify further energy saving measures that could be utilised on site, in particular where new technologies are commercially viable.  This will ensure the University receives close attention and is kept up to date with the latest changes in Applicable Laws and Regulations, government policy and technology.
(b) Whilst the Energy Manager will be professionally qualified and capable of managing a wide range of activities independently on site, Interserve's wider corporate energy management resources will provide support when required.
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2.2 Approved Subcontractors to be used
The Service Provider will not be using subcontractors for this Service.
2.3 Roles and responsibilities
A description of each of the roles outlined above is included below:
2.3.1 Energy Manager – They will report to the Estates Manager and will be responsible for management and delivery of energy and carbon activities at site level. A profile for the role is provided below:

(a) minimum qualification to a recognised industry standard level (CIBSE Low Carbon Energy Assessor/Consultant or similar);

(b) knowledge and experience of AMR and BeMS platforms;

(c) good knowledge and skills in relation to ISO14001 & ISO50001, CRC compliance and EUETS;

(d) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(e) ability to understand and work effectively, excellent interpersonal and communication skills; and

(f) ability and experience to drive and implement energy and carbon initiatives including behavioural change at all levels.

3. equipment, Premises, technology and systems
3.1 Premises Required
The Energy Manager will occupy the shared office space with other members of the Service Provider Personnel.

3.2 Technology & Systems
The Energy Manager will utilise the functionality of Maximo and MICAD to record available energy and environmental data against specific plant or building locations, in particular energy and utility consumption readings.

4. processes and activities
4.1 Scope of services to deliver the Energy and Environmental Management Service
4.1.1 Environmental Management Policy [DSREE001]
Interserve is accredited to ISO14001 and its systems and processes will be put in place on the contract enabling the University to achieve ISO14001 compliance for the Services.  The Service Provider will provide environmentally qualified on site resources (the QSHE team) which will be able to assist the University in working towards achieving the standard.
4.1.2 Environmental Management [DSREE002]
(a) The QSHE and Compliance Manager will be the person responsible for the management and delivery at site level of Interserve's "SustainAbilities" corporate sustainability framework.

(b) The on-site team will use the SustainAbilities framework to develop a contract specific Environmental Management Plan within Interserve's overall ISO14001 certified environmental management system.  The Environmental Management Plan will be agreed with the University to ensure it complies with the University's own EMS and the requirements of EcoCampus.  It will also contain targets for the service activities designed to support the University's overall targets.  The plan will ensure that all the activities comply with Applicable Laws and Regulations and where the Service Provider holds appropriate responsibility the Service Provider will ensure that the University's estate also complies.

(c) The University has a built up very good environmental reputation and it is important to protect this not only at a time when the University will be experiencing significant change resulting from this Agreement but also into the future.  The SustainAbilities framework will provide a solid foundation to work from but there is a softer role in dealing with external bodies that will have an interest in what the University is doing.  Whilst the Energy Manager will be dealing with the technical aspects of TEC, SUAG etc., the QSHE and Compliance Manager will work with them to manage the interfaces with bodies such as the People and Planet Green League, Brighton and Hove City Sustainability Partnership, EcoCampus or any other organisations the University may have to deal with.  In particular, the University receives frequent FOIA requests and the Service Provider will assist the University in responding to these.  The highly capable site resources, supported by Interserve's significant central resources, will ensure the University's reputation is protected throughout the transition and further enhanced during the Agreement.

(d) The Service Provider will advise the University on the management and operation of the CHP plant in order to maximise its efficient and economic use.
4.1.3 Energy audit management [DSREE003]
(a) DECs
The Energy Manager will be responsible for preparing and managing an annual programme of DEC production for all the University's qualifying buildings. This will include reviewing accompanying advisory reports and updating them on expiry (every seven (7) years).  The Energy Manager will undertake the work directly or with the assistance from the Interserve Group if required.
(b) Energy Audits
(i) Whilst the University's carbon emissions baseline has been established by the HEFCE based on the EMS submissions for 2005/6, the Service Provider's approach to establishing the energy consumption baseline will be to carry out an initial energy audit within three (3) months of Mobilisation.  As well as forming the basis of the investigation into energy efficiency measures it will provide a starting point against which actual consumption will be measured and reported monthly (i.e. consumption audits), in absolute terms, as part of the reporting programme.

(ii) The Service Provider will apply the ISO50001 Energy Management standard Monitoring and Targeting (M&T) procedure to ensure ongoing energy consumption is monitored to a recognised standard in addition to any monitoring and verification protocols (e.g. IPMVP) deployed as part of an energy performance contract the Service Provider may be asked to deliver.

(iii) This data will be compared with the baseline figure to demonstrate the absolute position, taking account of any changes in the estate, and to calculate the energy performance KPI in kWh/m2.  It will also be used to calculate the financial savings achieved and the reduction in carbon emissions to check compliance with the University's Carbon Management Plan.

4.1.4 Procurement of energy and water [DSREE004]
(a) The Energy Manager will have an ongoing responsibility to track the status of the electricity and gas markets in order to assist the University to manage its procurement of gas and electricity via the University's supply brokers and advise of the best time to go to market to achieve the most favourable tariffs.  They will assist the University in its representation at TEC and SUAG.

(b) The Energy Manager will help the University to collate and verify all energy and utilities consumption data from bills and meter readings.  They will support the University in the reconciliation of all utility invoices against the consumption data.

(c) The Service Provider will identify in which buildings Automatic Meter Reading (AMR) is not installed and conduct monthly manual meter readings in these locations. The data will be uploaded to Maximo. The Service Provider will review the quality and quantity of metering data available and will advise on changes to the University's energy monitoring and targeting strategy which will include recommendations for improvements to metering.  The fitting of AMR equipment is likely to be included within the proposed energy retrofit programme.

(d) The Energy Manager will be able to access Interserve's central energy management resources for advice on procurement and, if included in the Agreement at a later stage, directly engage Interserve's energy bureau service and its central procurement team.

(e) Interserve has been awarded the "Gold Standard" for compliance with BS8903:2010, the British standard for sustainable procurement.  All procurement activities the Service Provider delivers on the University's contract will be conducted in accordance with BS8903, further enhancing the University's environmental standards.  Interserve will share its expertise with the University to assist with its procurement activities.

4.1.5 Representation on external bodies [DSREE005]
When requested, the Energy Manager will support and collaborate with the University in communications, meetings with and representation on external organisations such as the Brighton and Hove City Sustainability Partnership; People and Planet Green League Oversight Group; EAUC, the Southern Region University Environmental Management Group; and the EcoCampus Environmental Management Systems Regional Group.
4.1.6 People and Planet Green League and other data submission [DSREE006]
(a) The Energy Manager will be responsible for collating, preparing and submitting energy and environmental data to the People and Planet Green League and any other bodies on behalf of the University as required annually by the required date.  The information will be collected from various sources such as meter readings, audit reports, waste records produced from the day to day Services activities.

(b) The Service Provider will obtain clearance from the University before releasing data to any third parties.

4.1.7 Carbon management [DSREE007]
4.1.8 The Energy Manager will take the lead role in collating carbon emissions data, identifying and managing carbon reduction projects, reporting progress and annually updating the University's Carbon Management Plan. This will provide the University with reliable evidence to demonstrate its achievements and ensure it remains on track to meet its carbon reduction target.
4.1.9 Carbon Reduction Commitment [DSREE008]
(a) Compliance with the Carbon Reduction Commitment scheme will be managed for the University by the Energy Manager and will include all communications with the scheme Regulator, submission of annual carbon footprint reports and regular communication with the University's Finance Director not only to ensure the University meets statutory obligations but to minimise its liability in terms of carbon allowance costs.

(b) As chair of the proposed energy and carbon strategic action group, the Energy Manager will have an active role in communicating the University's Carbon Reduction Commitment status with all internal stakeholders, such as the USSU, all of whom will be invited to participate in the group.  Formal Carbon Reduction Commitment status updates will be produced and circulated to all stakeholders annually.

4.1.10 Environmental awareness campaigns [DSREE09]
(a) As part of the energy audit and consumption reduction activities, the Energy Manager will identify where changes in how Premises occupants make use of their space could improve energy efficiency. As part of Interserve's SustainAbilities framework the QSHE team will also identify where changes in building usage or user behaviour could deliver environmental benefits such as reduced waste, increased recycling and improved water efficiency.

(b) The Energy Manager will take the lead role in working with the University and its stakeholders, in particular the USSU, to develop an environmental awareness programme in an agreed format and style. The programme of campaigns will be submitted to the University as a business case(s), using the findings of the Energy Manager and QSHE team to demonstrate the benefits that could be achieved. The campaigns agreed with the University will be rolled out and targeted at Premises users, with special emphasis on involving the academic stakeholders, to inform them how their activities and behaviours affect things like energy consumption, carbon emissions and water consumption and therefore, what their impact on the environment is. As well as raising awareness the campaigns will include instructional information.

(c) The Service Provider will have experience in the design and delivery of behavioural change programmes which can be aimed at Premises users' behaviours affecting all environmental performance, although energy saving is the most common target.  The campaigns will be tailored to meet the University's specific requirements and will use various methods of communication such as posters, newsletters, emails, social media and roadshows.

4.1.11 Environmental improvement minor Works [DSREE010]
(a) As part of the energy audit and consumption reduction activities mentioned in section 4.1.9, the Service Provider will identify potential opportunities for carbon reduction and energy efficiency measures to be implemented as Works (as defined in the Project Management Services Specification).

(b) The energy audit will list the potential measures indicating the approximate costs, benefits and payback periods.  This will enable it to produce recommendations for the University as to which measures could be accommodated within the Works Threshold value and the priority order in which they should be tackled. The Service Provider will then agree with the University which measures should be developed into business cases (in the format to be agreed) which the Service Provider will produce and submit for approval in accordance with the University's Minor Projects Gateway Process (all as defined in the Project Management Services Specification).

(c) The same approach will be taken for potential environmental improvement measures the Service Provider identifies through the proposed sustainability assessment which are not energy or carbon related.

(d) Interserve is willing to contribute to funding projects of this nature on the principle that it receives gainshare payments resulting from the cost savings delivered by the projects.  The exact mechanism will be agreed with the University as part of each business case and will depend on factors such as the value of the project, the payback period and the percentage of the funding the Service Provider contribute.

(e) The Works approved will be managed and delivered by the site based Project Managers as part of the overall Project Management Services and in close liaison with the Energy Manager and QSHE team to ensure the environmental objectives of the works are properly understood and achieved.

(f) As part of the overall reporting programme for Services, the Service Provider will include full details of the status of all environmental Works from the feasibility stage, through to business case stage and then project approval, delivery and completion.  A monthly rolling report, in a format to be agreed, will be produced plus an annual consolidated report thirty (30) days before the start of the academic year.  The ongoing performance of each measure implemented will be monitored by the Service Provider against the agreed criteria and the results reported in order that gainshare payments can be calculated and made.

4.1.12 Major environmental improvement projects [DSREE011]
(a) The Service Provider will support the University in identifying projects that have the potential to achieve significant reductions in energy consumption and carbon emissions which will be detailed in the energy audit the Service Provider undertake.  This will also take into account the projects and initiatives the University is already implementing and committed to.

(b) The Energy Manager, supported by Interserve's corporate energy management and project management resources, will be responsible for initiating and developing the business cases in accordance with the Project Governance Framework (defined in the Project Management Services Specification).  This will include identification of potential funding sources in the market in addition to any funding the Service Provider offer.

(c) Major projects of this nature are likely to be delivered via an energy performance contract as part of the energy retrofit programme the Service Provider introduces. The preference is for Interserve's central project team to deliver them because of the benefits it will bring the University however, they will have to compete for the works or they could be engaged simply to provide a project management service to oversee the works.

(d) On behalf of the University the Energy Manager will take responsibility for dealing with external funding bodies that are involved in any major projects including the production and submission of business cases to them and subsequent reporting requirements.  They will have an ongoing role to maintain awareness of any new funding sources and advise the University of their suitability.

4.2 Monitoring and auditing
4.2.1 The Service Provider must recognise the importance of energy and environmental management and the far reaching effects it can have in terms of energy savings, carbon emissions, the University's reputation and on the well being of campus users.  The Service Provider will put in place specific monitoring measures and procedures driven by Interserve's ISO14001 accredited standards to ensure it performs to the standards the University requires.

4.2.2 The Energy Manager and QSHE and Compliance Manager will undertake all Energy and Environmental Management Services monitoring using a range of system-based and inspection-driven records developed as per both the performance measurement system and the quality management system.  The performance measurement process is linked to the service level requirements and the related service level requirements (SLRs).  These SLRs will be managed via the CAFM system which will provide the data for the monthly performance report.

5. interaction with other in-scope services
5.1 The Energy and Environmental Management Services will interact with the majority of the Services the Service Provider will be delivering as follows:
5.1.1 Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services
The Handypersons, Mechanical Engineers and Electricians will undertake the day to day reading of meters and the routine checking of plant and equipment for energy efficient operation especially where projects have been implemented to deliver energy and cost savings.

5.1.2 Cleaning Services
The Cleaning Services teams will participate in the behavioural change programme the Service Provider delivers for the University to ensure they are aware of the energy and environmental initiatives and measures being implemented.  They will be required to act accordingly and promote good environmental practice to all University users.

5.1.3 Security Services
The Security Services team will participate in the behavioural change programme the Service Provider delivers for the University to ensure they are aware of the energy and environmental initiatives and measures being implemented.  They will be required to act accordingly and promote good environmental practice to all University users.

5.1.4 Transport Services
It will provide advice and information on energy efficient and environmentally friendly travel initiatives, in particular with regard to carbon emissions.

5.1.5 Health, Safety and Wellbeing Management Services and Statutory Compliance Services
It will include the provision of DECs and returns data for Carbon Reduction Commitment compliance plus working with the QSHE team to assist the University in working towards achieving the ISO14001 environmental standard.

5.1.6 Grounds Maintenance Services and Sports Grounds Services
It will include providing advice and assistance to the Grounds Maintenance team on various aspects such as the use of energy efficient plant and equipment and environmentally friendly products or chemicals.

5.1.7 Project Management Services
As detailed in sections 4.1.10 and 4.1.11 it will include working directly with the on-site based Project Managers and Interserve's off-site Projects Team to deliver energy efficiency, carbon reduction and general environmental improvement projects.

5.1.8 Porters and Residences Teams
The Portering Staff and Residence Porter teams will participate in the behavioural change programme the Service Provider delivers for the University to ensure they are aware of the energy and environmental initiatives and measures being implemented.  They will be required to act accordingly and promote good environmental practice to all University users.

6. interaction with catering and conferencing Service Provider
The Energy and Environmental Management Service will interact with the Catering and Conferencing Service Provider by inviting it to participate in the behavioural change programme with regard to energy and environmental initiatives to help ensure their activities are aligned with the University's energy and environmental strategies.  They will be included in communications to all stakeholders concerning awareness campaigns.

7. interaction with the University
The Energy Manager's role will be a wide ranging, highly visible, 'hands on' position due to the significance of maintaining and improving the University's green credentials.  It will involve interfaces with the University, in particular the USSU with regard to student awareness and supporting the "Sussex Switch Off" campaign, and the University schools and directorates for which the Service Provider will be creating energy account centres to incentivise energy efficient behaviour.

SERVICE SPECIFICATION

Estates Management Services

Service Reference Number:  SSEM01
1. Service Definitions
	"BHCC"
	means Brighton and Hove City Council;

	"Biodiversity Plan"
	means the University's biodiversity plan agreed with English Heritage and BHCC dated January 2006;

	"Conditions Survey"
	means the detailed condition and statutory compliance survey of the building fabric and buildings services of the Premises;

	"Conservation Report"
	means a document prepared in consultation with English Heritage that provides guidance for all work carried out in and around the University's listed buildings;

	"Estates Data"
	means data relating to the Premises, including (but not limited to) all deeds, key Leases and Licences, covenants and option agreements;

	"Estates Management Services"
	means the estates management services set out in the Estates Management Services Specification;

	"Estates Management Records Retention Periods"
	means the table attached at Appendix A setting out the time periods that specified records pertaining to the Estates Management Services should be retained;

	"Estates Management Services Specification"
	means the Estates Management Services Specification set out in, and agreed in accordance with, Schedule 2 (Reference Number SSEM01);

	"Estate Strategy"
	means the University's overall estate strategy as currently outlined in the "University of Sussex Estates Strategy 2009-2015" (and as updated from time to time);

	"Leases"
	means leases with Tenants at the Premises and other University owned properties located off-campus;

	"Lease Events"
	means events that are scheduled in leases, including the end of the lease, renewal, rent review, break clause, schedule of dilapidations and any other such events that the University should be reasonably be made aware of;

	"Licence"
	means licences entered into by the University and any third parties relating to the occupation of areas of the Premises or other University owned properties located off-campus;

	"Listed Buildings"
	means English Heritage listed buildings Grade 1 and 2* at the Premises (as part of the original Sir Basil Spence design);

	"Local Authority Development Plans"
	means the BHCC city plan currently being formulated;

	"Local Authority Planning"
	means the planning activities of BHCC and Lewes District Council;

	"Market"
	means the UK commercial property market;

	"Property Management System"
	means an IT system used in the management of the operation, control, and oversight of properties;

	"Quadrennial Inspections"
	means an inspection occurring once every four years; 

	"Rating List"
	means the list of ratings assessments;

	"RICS"
	means the Royal Institution of Chartered Surveyors;

	"RICS Standards"
	means RICS appraisal and valuation standards and relevant RICS codes of practice and guidance;

	"Tenants"
	means those organisations or companies leasing space or properties from the University (excluding residential tenants).


2. Objectives
2.1 The Service Provider shall manage and delivery the Estates Management Services to:

2.1.1 support the University to effectively manage the Premises;

2.1.2 provide specialist estates management advice on future planning for the University;

2.1.3 manage estates management information; and

2.1.4 provide Market advice and forecasts.

3. Scope of Services
3.1 The Estates Management Services provided by the Service Provider shall include:

3.1.1 advice on acquisition and disposal of Buildings;

3.1.2 advice on valuation of Premises in compliance with all RICS Standards;

3.1.3 advice on all Lease, landlord and Tenant issues at the Premises and off-campus;

3.1.4 advice on short term head-lease units;

3.1.5 provide information and records for audit purposes; and

3.1.6 advice on Local Authority Planning in relation to the University campus masterplan and its future development.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSREM001
	Estates Management advice and support
	The Service Provider shall provide advice and support to the University on the Estate Management Services, including:

· Leases;

· Estate Strategy planning;

· acquisitions and disposals;

· the local property market;

· planning and development;

· general surveying;

· changes to Applicable Laws and Regulations;

· providing support to the Director of Estate Services in drafting and preparing internal briefing papers and letters for specific projects;

· producing papers in support of property transactions and portfolio changes (where required by the University);

· providing input to and review of other property services documents;

· attending ad-hoc meetings (as required) to support the Director of Estate Services;

· whole life investment appraisal;

· private funding;

· Market trends and rental forecasts;

· risk transfer;

· residual values;

· residential unit developments; and

· legal matters.

	DSREM002
	Valuations 
	The Service Provider shall undertake valuations including insurance valuations upon request by the University in compliance with RICS Standards.

	DSREM003
	Business rating Service 
	The Service Provider shall liaise as required with the University's business rating advisers to offer support services including:

· reviewing the Rating List and advising on the merits of appealing each assessment and agreeing with the University where appeals for reduction are to be made before submitting business rate revaluation appeals;

· negotiating to achieve the best settlement, with a formal report and recommendation provided for each proposed settlement;

· attending Valuation Tribunals or Valuation Appeal Committees as required by the University;

· making any material change of circumstance appeals as required by the University;

· completing rate return forms on behalf of the University within the required time frames;

· seeking deletion and/or removal from the Rating List or obtaining discretionary section 44 of the Local Government Finance Act 1988 (as amended) rate reliefs, where appropriate;

· providing ad-hoc advice on rating issues, either specific to the Premises or at a national policy change level; and

· providing supporting rating budgeting advice, as required by the University.

	DSREM004
	Property management 
	The Service Provider shall provide property management services to the University's freehold and leasehold property portfolio including:

· liaising with Tenants and sub-Tenants, handling day to day queries and ensuring compliance with lease terms;

· dealing with Tenant applications for assignment of Leases, sub-letting and licence for alterations;

· overseeing landlords and dealing with enquiries and requests;

· ensuring that the University's obligations for repairs and maintenance in Premises leased to third parties are fulfilled;

· undertaking inspections of all properties in the portfolio, at frequencies agreed by the University;

· providing an accurate and appropriate inspection report to the University which highlights any particular issues to be addressed by the University;

· notifying the University in advance of significant key dates (for example, dates for Lease renewals, rent reviews, planning applications, etc). The University shall advise the notification period required for each;

· managing and overseeing all rent reviews and Lease/Licence renewals to optimise the financial provision of the property portfolio including:

· providing advice to the University regarding appropriate financial amounts for rent, etc.;

· the service and receipt of required notices;

· negotiation of any heads of terms; and

· liaison with external solicitors as appropriate.
· production of all appropriately completed and signed documentation relating to rent reviews and Lease renewals and supply of original documentation for these to the University;

· seeking to lease vacant and surplus property to maximise rental income including:

· marketing;

· negotiation of any heads of terms;

· instruction of external solicitors;

· negotiation of lease terms, and

· managing any marketing of vacant properties and payment of any marketing services.

	DSREM005
	Estates financial management
	The Service Provider shall advise the University on approval of all billing and payments related to (non-residential) Tenants and landlords including:

· rents;

· rates;

· any service charges;

· all utility bills (for common areas);

· all building insurance;

· authorised maintenance expenditure;

· any other relevant payments due;

· arrears; and

· credit control.

	DSREM006
	Managing agent
	The Service Provider shall act as a managing agent for the University as regards Tenants upon request by the University.

As managing agent, the Service Provider shall be responsible for managing the operations of Leases including:

· rents;

· rates;

· any service charges;

· all utility bills (for common areas);

· all building insurance;

· authorised maintenance expenditure;

· any other relevant payments due;

· arrears; and

· credit control.

	DSREM007
	Estates information management 
	The Service Provider shall be responsible for the management of Estates Data, including:

· collecting and verifying Estates Data;

· producing warranted key Estates Data, and adding it to the Property Management System;

· supplying and administering the Property Management System; and

· providing a record retention service for relevant records (both in paper and electronic format), in line with University's Record Management Guidance and make these available to the University within forty-eight (48) hours of a request. The relevant Estates Management Records Retention Periods are as set out in Appendix A.

	DSREM008
	Building consultancy and surveying


	The Service Provider shall provide building consultancy and surveying services upon request by the University including:

· building and condition surveys;

· design and contract administration;

· dilapidation advice;

· whole life/lifecycle costing;

· building pathology;

· compliance with Applicable Laws and Regulations;

· expert witness and advocacy;

· topographical, measured, elevation and level surveys;

· party wall surveyor duties;

· refurbishment and demolition surveys (including asbestos);

· planning and building regulation applications; and

· access agreements and crane over sailing agreements.

	DSREM009
	Planning advice 
	The Service Provider shall liaise with the University's planning consultant and advise the University on planning issues with BHCC, Lewes District Council, English Heritage and South Downs National Park Authority including:

· ongoing monitoring of Local Authority Development Plans to identify opportunities or threats to the University; and

· submission of representations on Local Authority Development Plans on behalf of the University, when appropriate and at the request of the University.

· The Service Provider shall advise and support the University and its planning advisors with planning, including:

· providing town planning advice upon request by the University;

· developing appropriate high level recommendations for the University, as a result of monitoring plans regarding properties in the existing portfolio and potential acquisitions;

· development and submission of appropriate planning applications, notices and appeals upon request by the University; and

· attending any public inquiries for University planning applications.

	DSREM010
	Acquisitions and disposals
	The Service Provider shall advise the University on acquisitions and disposals, including:

· assist with the creation of indicative budgets and pricing for property acquisition and disposal;

· assist with the acquisition of new freehold and leasehold properties to meet University needs;

· assist with the disposal of surplus properties, by sale or letting, including:

· marketing, assessment of offers;

· negotiation of terms;

· instruction of external solicitors and agents; and

· negotiation of sale contract or lease agreement;

· provision of strategic advice, property searches, negotiation of terms and instruction of solicitors and agents;

· managing and overseeing acquisitions and disposals;

· coordinating all parties (including internal project teams, business stakeholders and external consultants) to progress in the required timeframes through to completion;

· assisting the University and external solicitors, as appropriate, including provision of all relevant, accurate information relating to properties, financial matters, lease details as required;

· providing accurate, timely information regarding portfolio changes, via a controlled change process, to all relevant parties, including the University and entry and/or updates made to the Property Management System; and

· undertaking building and land surveys prior to any property acquisition by the University.

	DSREM011
	Conditions Surveys


	The Service Provider shall be responsible for updating the Conditions Survey of the Premises every three years, in accordance with relevant RICS Standards. 

	DSREM012
	Statutory Testing and Inspections programme


	The Service Provider shall be responsible for providing a programme of statutory testing and inspections for properties leased to Tenants.

The Service Provider shall ensure that testing is completed prior to signature of the Lease and thereafter as a minimum every five (5) years or on change of the occupant (whichever is the sooner). 

	DSREM013
	Listed Buildings 
	The Service Provider shall be responsible for ensuring all Estate Management Services are tailored to take into account the specific requirements applicable to the Listed Buildings in accordance with Applicable Laws and Regulations.

The Service Provider shall be responsible for providing, on request, a Conservation Report in respect of the University's Listed Buildings.

The Service Provider shall also undertake Quadrennial Inspections of the University's Listed Buildings including an in-depth professional inspection of the whole of the historic fabric is undertaken by a specialist conservation consultant at four-yearly intervals. 

	DSREM014
	Audit support
	The Service Provider shall be responsible for providing all estates information required for the University's audit process on request. 


5. not used
6. not used
7. Exclusions
7.1 The following services are excluded from the scope of the Estates Management Services:

7.1.1 short term head-lease residential units and the joint head-lease scheme with the BHCC and University of Brighton;

7.1.2 all residential leases;

7.1.3 the Licences between the Service Provider and the University for the spaces occupied on the Premises by the Service Provider; and

7.1.4 all legal advice.

8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Estates Management Services:

8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
9.1 The Service Provider shall ensure that it provides qualified personnel to provide the specialist advice necessary for the Estates Management Services.

10. Reporting
10.1 The Service Provider shall provide a monthly report for the Estates Management Services operations (included in the monthly management report) detailing any:

10.1.1 condition reports;

10.1.2 Lease Events due in the following six months;

10.1.3 disposal of Premises;

10.1.4 rental issues;

10.1.5 leasehold transactions;

10.1.6 valuation advice;

10.1.7 planning advice;

10.1.8 strategic risk advice;

10.1.9 legal matters; and

10.1.10 audit responses.

APPENDIX A

Estates Management Records Retention Times

	Archive
	Years

	Accident reports
	5

	Crime reports
	5

	Charge outs
	5

	Daily transactions
	5

	Day files
	7

	District heating boiler log books
	10

	Emergency lighting test reports
	3

	Fire alarm/test/service reports
	3

	Fire drill records
	3

	Former employees
	20

	Gas boiler service sheets and safety certificates
	3

	Incident reports
	5

	Key orders
	5

	Legionella control records
	7

	Lift serviced reports
	7

	Lifting equipment inspection reports
	7

	Lost property books
	2

	Meter reading books
	10

	Method statements
	2

	Permits to work/enter
	2

	Permits to work/asbestos
	40

	Phone recharges
	5

	Pressure vessel inspection reports
	7

	Projects contract minor (from practical completion)
	13

	Purchase requisitions
	3

	Purchase orders
	3

	Risk assessments
	2

	Tender documents (successful)
	15

	Tender documents (unsuccessful)
	3

	Security daily reports
	3

	Security desk logs
	3

	Security key sheets
	1

	Space charges
	3

	Sport Centre bookings
	3


METHOD STATEMENT

ESTATES MANAGEMENT SERVICES

Service Reference Number:  SSEM01

1. Service management
1.1 The University has a wide and varied property portfolio ranging from major academic buildings on campus to small residential properties in the nearby town, each of which has its own specific requirements.

1.2 The solution is to provide Estates Management Services through Interserve's corporate estate management professionals combined with selected local estate management specialists. This approach has the benefits of being able to draw on Interserve's strength and depth of resources for strategic and operational activities – landlord and tenant services - and also access to specialist estates practices with local presence for a range of surveying expertise and a good knowledge of the local market.

1.3 The Estates Manager will have overall responsibility for the Estates Management Services, reporting into the Partnership Manager.

2. service delivery staff
2.1 The Service Provider's staffing solution
2.1.1 The volume and variable nature of the Estates Management Services work is such that a full time site based resource for this activity would not be suitable. Instead, the Service Provider will provide visiting personnel from various sources to carry out the base charge services and attend when variable charge work is requested.

2.1.2 Under the management of the Estates Manager the Service Provider will engage the corporate specialists from the Interserve Group who also have the capability to provide estates strategy and advice.

2.1.3 Additionally the Service Provider will engage preferred local estates management practices to meet the requirements of the University, where their local knowledge and presence offers an advantage over the corporate resources.

2.1.4 This arrangement is reflected in the organisation chart below.
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2.2 Roles and responsibilities
A description of each of the roles outlined above is included below:
2.3 Estates Team
2.3.1 Through the core agreement the Service Provider will provide all asset related landlord's and Tenant's services on behalf of the University, including:
(a) Tenant liaison;

(b) liaison with the University's legal advisors on conveyancing and other property related matters;

(c) gas certification;

(d) common areas maintenance (landlord);

(e) Tenant's maintenance;

(f) gas certification;

(g) grounds maintenance; and

(h) refurbishment advice and management.

2.3.2 The following transactional services will be provided through the Administration Services Agreement:
(a) rental payment and collection service; and

(b) service charge payment and collection service.

2.4 Interserve Group
They will report into the Estates Manager and be responsible for activities including:
2.4.1 advice on managing the property portfolio and most effective use of the estate;

2.4.2 development co-ordination;

2.4.3 capital and rental valuations;

2.4.4 dilapidations valuation;

2.4.5 rent and Lease reviews; and

2.4.6 planning advice.

2.5 Local Estates Management Companies
The companies listed in section 2.6 will be commissioned by, and report into, the Estates Manager and will be responsible for activities including:
2.5.1 commercial property agency services;

2.5.2 business rating services; and

2.5.3 acquisitions and disposals.

2.6 Approved Subcontractors to be used
The Service Provider will engage the following local companies to undertake various estate management activities commensurate with their specialist capabilities.
2.6.1 Strutt & Parker, Brighton & Lewes;

2.6.2 Gerald Eve, West Malling; and

2.6.3 others as required.

3. equipment, premises, technology and systems
3.1 MICAD
3.1.1 After the Services Commencement Date and within the first 6 months of the Agreement, the Service Provider will migrate all property data provided by the University into the Property Management System, MICAD Internet Property Register ("IPR"), which holds technical and non-technical information, such as CAD drawings, property documents and data, all accessed via a web browser interface.

3.1.2 Also included will be occupancy data, allowing analysis of space utilisation and operating efficiency, which, if required, could be used for allocation of building costs to users to help drive cost reduction across the estate.

3.1.3 With all the estates data in one place the Service Provider will undertake a comprehensive review to identify areas or properties where gaps exist.  The Service Provider will then develop robust plans to address these gaps, providing the University with the assurance that their property information is up to date. This will be complete within (six) 6 months of the Services Commencement Date.

3.1.4 All data for each property will be in one place and accessible to all, to ensure critical activities and performance matrices are visible to the estates team as well as the University. As new property data and information becomes available the Service Provider will add this to the Property Management System so that there is a single up to date database of information which will be accessible for audit purposes when required.

3.1.5 MICAD includes a Land and Property Terrier module which provides access to a range of site and building information including:

(a) boundaries;

(b) covenants;

(c) rights and restrictions;

(d) legal tenure;

(e) charges and valuations;

(f) planning information; and

(g) leases and licences.

3.1.6 All this information is integrated with the building data, occupancy and space information contained in the IPR.
4. processes and activities
4.1 Scope of services to deliver a compliant Estates Management Service
4.1.1 Estates Management advice and support [DSREM001]
(a) The Estates Manager will be the primary point of contact for estates management advice and support requests and will engage the services of the most appropriate resources (such as Interserve Group services or one of the local providers) to deliver the requested work element as a variable charge item.

(b) By coordinating a range of specialist estate management disciplines the Estates Manager will ensure the efficiency of the service whilst retaining an overview of all works being undertaken.

(c) They will also manage transactional services delivered under the Administration Services Agreement to ensure SLA compliance.

(d) The estate management services provided will include advice and support on:

(i) Leases;

(ii) Estate Strategy planning;

(iii) acquisitions and disposals;

(iv) the local property market;

(v) planning and development;

(vi) general surveying;

(vii) changes to Applicable Laws and Regulations;

(viii) providing support to the Director of Estate Services in drafting and preparing internal briefing papers and letters for specific projects;

(ix) producing papers in support of property transactions and portfolio changes (where required by the University);

(x) providing input to and review of other property services documents;

(xi) attending ad-hoc meetings (as required) to support the Director of Estate Services;

(xii) whole life investment appraisal;

(xiii) private funding;

(xiv) Market trends and rental forecasts;

(xv) risk transfer;

(xvi) residual values;

(xvii) residential unit developments; and

(xviii) legal matters.

4.1.2 Valuations [DSREM002]
(a) All valuations the Service Provider are responsible for undertaking will be fully IFRS compliant and prepared in accordance with RICS Standards.

(b) The selected local partner will use their expertise, local market knowledge and property contacts to ensure all relevant supporting information is collated and analysed consistently.  Data will be benchmarked where possible against other similar valuation projects. This will ensure the University continues to be fully appraised of Market conditions and provided with the best possible advice.

(c) The Service Provider will work with the University to agree a programme for undertaking valuations, ensuring performance meets governance procedures including CRB, staff vetting, service directorate liaison and any property specific access restrictions.

(d) Whilst conducting on-site inspections for valuations, the Service Provider will highlight all property issues including service performance, dilapidations, space utilisation, wider development or income potential and capture them through the property management and CAFM systems (MICAD and Maximo).

4.1.3 Business rating services [DSREM003]
The Estates Manager will be the initial point of liaison for the University's business rating advisors and will engage the services of Gerald Eve to deliver the requested work element as a variable charge item, including:
(a) reviewing the Rating List and advising on the merits of appealing each assessment and agreeing with the University where appeals for reduction are to be made before submitting business rate revaluation appeals;

(b) negotiating to achieve the best settlement, with a formal report and recommendation provided for each proposed settlement;

(c) attending Valuation Tribunals or Valuation Appeal Committees as required by the University;

(d) making any material change of circumstance appeals as required by the University;

(e) completing rate return forms on behalf of the University within the required timeframes;

(f) seeking deletion and/or removal from the Rating List or obtaining discretionary section 44 of the Local Government Finance Act 1988 (as amended) rate reliefs, where appropriate;

(g) providing ad-hoc advice on rating issues, either specific to the Premises or at a national policy change level; and

(h) providing supporting rating budgeting advice, as required by the University.

4.1.4 Property management [DSREM004]
(a) These works will be coordinated through the Estates Manager. They will engage the relevant resources to deal with all landlord, Tenant and Lease issues, liaising with Tenants as required, managing all rent reviews and Lease/Licence renewals including the production and management of all associated signed documentation.

(b) All documentation will be stored electronically on the MICAD system which will automatically flag significant key dates, such as Lease renewals and rent reviews, to the Helpdesk which will trigger actions for the estates team and reports to the University. University staff will have online access to the system to review information supporting these activities.

(c) Repairs, maintenance, periodic inspections and reports on property condition will be undertaken by the Building Fabric and M&E maintenance teams.

(d) The Estates Manager will engage the appropriate resources to manage the marketing and leasing of any vacant or surplus University property including coordinating their activities with the University's solicitors for the negotiation of Lease terms.

(e) The services provided for the University's freehold and leasehold property portfolio will also include:

(i) liaising with Tenants and sub-Tenants, handling day to day queries and ensuring compliance with Lease terms;

(ii) dealing with Tenant applications for assignment of Leases, sub-letting and Licence for alterations;

(iii) overseeing landlords and dealing with enquiries and requests;

(iv) ensuring that the University's obligations for repairs and maintenance in Premises Leased to third parties are fulfilled;

(v) undertaking inspections of all properties in the portfolio, at frequencies agreed by the University;

(vi) providing an accurate and appropriate inspection report to the University which highlights any particular issues to be addressed by the University ;

(vii) notifying the University in advance of significant key dates (for example, dates for Lease renewals, rent reviews, planning applications, etc). The University shall advise the notification period required for each;

(viii) managing and overseeing all rent reviews and Lease/Licence renewals to optimise the financial provision of the property portfolio including:

(1) providing advice to the University regarding appropriate financial amounts for rent, etc.;

(2) the service and receipt of required notices;

(3) negotiation of any heads of terms; and

(4) liaison with external solicitors as appropriate

(ix) production of all appropriately completed and signed documentation relating to rent reviews and Lease renewals and supply of original documentation for these to the University;

(x) seeking to lease vacant and surplus property to maximise rental income including:

(1) marketing;

(2) negotiation of any heads of terms;

(3) instruction of external solicitors; and

(4) negotiation of lease terms; and

(xi) managing any marketing of vacant properties and payment of any marketing services.
4.1.5 Estates financial management [DSREM005]
The Finance and Commercial Manager will advise the University on the approval of all billing and payments relating to its non-residential Tenants and landlords such as the Co-op and Barclays.  This information will be captured using the Property Management System MICAD, ensuring robust financial management across the University's portfolio.  This will enable the Service Provider to capture and 'drill down' to analyse budget, cost and performance data by individual or 'bundled' properties, locations, directorates or service delivery points and will include:
(a) rents;

(b) rates;

(c) service charges;

(d) utility bills;

(e) building insurance;

(f) maintenance expenditure; and

(g) arrears and credit control.

4.1.6 Managing agent [DSREM006]
As managing agent, the Service Provider will take responsibility for the day to day management of all activities relating to Tenanted properties, as and when requested by the University. The Service Provider will be responsible for managing the operation of the Leases including:
(a) rents;

(b) rates;

(c) service charges;

(d) utility bills (for common areas);

(e) building insurance;

(f) authorised maintenance expenditure; and

(g) arrears and credit control.

4.1.7 Estates information management [DSREM007]
(a) As mentioned in section 3.1 the Service Provider will deploy MICAD as the Property Management System.  The Service Provider will use to it record and report all estates data required by the University.  The system data will be backed up daily via the central servers and records will be retained for five (5) years.

(b) University staff will have online access to MICAD to search and view the estates data or, if requested, the Helpdesk will interrogate the system and make reports and records available to the University within forty-eight (48) hours of a request.

(c) The management of estates data will include:

(i) collecting and verifying Estates Data;

(ii) producing warranted key Estates Data, and adding it to the Property Management System (MICAD);

(iii) supplying and administering the Property Management System (MICAD);

(iv) providing a record retention service (both in paper and electronic format) for a minimum of five years and make these available to the University within forty-eight (48) hours of a request.

4.1.8 Building consultancy and surveying [DSREM008]
On request the Estates Manager will engage the services of the Interserve Group or a local preferred supplier, appropriate to the work request, to deliver the services as variable charge items. These will include:
(a) building and condition surveys;

(b) design and contract administration;

(c) dilapidation advice;

(d) whole life / lifecycle costing;

(e) building pathology;

(f) compliance with Applicable Laws and Regulations;

(g) expert witness and advocacy;

(h) topographical, measured, elevation and level surveys;

(i) party wall surveyor duties;

(j) refurbishment and demolition surveys (including asbestos);

(k) planning and building regulation applications; and

(l) access agreements and crane over sailing agreements.

4.1.9 Planning advice [DSREM009]
(a) On request from the University the Estates Manager will engage a local preferred supplier to develop and maintain relationships with the planning officers from BHCC and Lewes District Council and other external bodies with the objectives of establishing clear lines of communication, monitoring the councils' planning policies and advising the University on how this affects its development strategy.  This may also require the team to co-ordinate with site developers to ensure an integrated approach. When requested, on behalf of the University they will develop and submit any new planning applications using their local relationships to expedite outcomes to the University's benefit thus avoiding unnecessary delays in the its development programme.

(b) Similarly they will develop relationships with English Heritage and the South Downs National Park Authority to understand how the University's development programme needs to accommodate their specific requirements.

(c) The Services provided will include:

(i) ongoing monitoring of Local Authority Development Plans to identify opportunities or threats to the University;

(ii) submission of representations on Local Authority Development Plans on behalf of the University, when appropriate and at the request of the University;

(iii) providing town planning advice upon request by the University;

(iv) developing appropriate high level recommendations for the University, as a result of monitoring plans, regarding properties in the existing portfolio and potential acquisitions;

(v) development and submission of appropriate planning applications, notices and appeals upon request by the University; and

(vi) attending any public inquiries for the University planning applications.

4.1.10 Acquisitions and disposals [DSREM0010]
(a) From time to time the University will require the Service Provider to support with the acquisition and disposal of buildings. Strutt and Parker have vast experience of buying and selling a wide range of commercial properties in the area and are likely to be the first choice for the negotiation of terms, instructing agents and coordinating work on the transaction with the University's lawyers.

(b) For acquisitions, the Estates Manager's and selected specialist's roles will be to take the time to understand the University's criteria for the particular property search, extracting the University's key priorities. By understanding the University's current and future plans the Service Provider will be able to bring a great deal of clarity to the acquisition process and ensure that the Service Provider don't waste the University's time reviewing unnecessary properties.

(c) For disposals, the University will have access through Strutt and Parker to high-profile colour advertising in local and national property press, a glossy colour brochure and listings on the leading property portals, as well as their own website, in order to ensure the maximum exposure for the University's surplus properties. The Service Provider will ensure the best value is received for any properties taken to that market.

(d) The range of Services provided will include:

(i) assisting with the creation of indicative budgets and pricing for property acquisition and disposal;

(ii) assisting with the acquisition of new freehold and leasehold properties to meet the University's needs;

(iii) assisting with the disposal of surplus properties, by sale or letting, including marketing, assessment of offers, negotiation of terms, instruction of external solicitors and agents and negotiation of sale contract or lease agreement;

(iv) provision of strategic advice, property searches, negotiation of terms and instruction of solicitors and agents;

(v) managing and overseeing acquisitions and disposals;

(vi) coordinating all parties (including internal project teams, business stakeholders and external consultants) to progress in the required timeframes through to completion;

(vii) assisting the University and external solicitors, as appropriate, including provision of all relevant, accurate information relating to properties, financial matters, Lease details as required;

(viii) providing accurate, timely information regarding portfolio changes, via a controlled change process, to all relevant parties, including the University, and entry and/or updates made to the Property Management System; and

(ix) Undertaking building and land surveys prior to any property acquisition by the University.

4.1.11 Condition Surveys [DSREM0011]
The Estates Manager will invite tenders for the three-yearly Conditions Survey updates and with the University's approval award the contract for the works which will be carried out to RICS Standards.  The facilities management team will facilitate the survey works and on completion the Estates Manager will review the results.  The information in the survey will be used to update the Forward Maintenance Programme and will be shared with other managers in the Estates Team to ensure works are fully coordinated around other works such as projects or major planned maintenance.
4.1.12 Statutory Testing and Inspections programme [DSREM0012]
(a) The M&E Manager, reporting to the Estates Manager, will be responsible for managing all electrical test and inspection works at the University Leased properties at the required frequencies (minimum five (5) years).  When a change of Lease occurs the property will be re-tested prior to signature of the Lease and occupation by the new Tenant.

(b) All works will be undertaken by the site electricians including any Reactive Repairs required to meet the University's landlord obligations. Their activities will be scheduled within the Maximo system and triggered through the Helpdesk.

4.1.13 Listed Buildings [DSREM0013]
(a) During Mobilisation the Service Provider will request the latest conservation reports from the University for all Listed Buildings. The Estates Manager will review the reports, assisted by the M&E Manager and Building Fabric and Infrastructure Maintenance Manager, to establish how the standard maintenance tasks need to be tailored to accommodate any specific requirements of the reports.

(b) On request the Service Provider will engage the services of the Interserve Group or a local specialist supplier to produce an updated Conservation Report.  At four-yearly intervals the Service Provider will engage them to undertake an in-depth professional inspection of the entire historic building fabric.

4.1.14 Audit support [DSREM0014]
As mentioned in section 3.1 the Service Provider will utilise MICAD to record and report all the University estates information.  Any audit information request will be responded to by the Helpdesk within forty-eight (48) hours.
4.2 Monitoring and auditing
4.2.1 The Service Provider must recognise how important the accurate collection of property management records is for the University, and will put in place specific monitoring measures and procedures to ensure the Estates Management Service meets the standards the University requires.

4.2.2 On a monthly basis the Service Provider will include full details of the actions they have taken to manage the University's property portfolio including:

(a) Tenant issues;

(b) landlord responsibilities including statutory compliance;

(c) dealings with third parties such as local and national authorities, developers etc.;

(d) condition reports;

(e) disposals;

(f) rental issues;

(g) leasehold transactions;

(h) valuation advice;

(i) planning advice;

(j) strategic risk advice;

(k) legal matters; and

(l) audit responses.

5. interaction with other in-scope services
Estate management services will interact with other in-scope Services as follows:
5.1 Finance and Commercial
The Finance and Commercial Manager will require information from the Estates Management Service in order to prepare bills for Tenants, to arrange payment of the various specialist Service Providers the Service Provider engage to undertake variable and annual budget works and report expenditure to the University.
5.2 Health, Safety and Wellbeing Management Services and Statutory Compliance Services
The QSHE Manager and Advisors will interact with the Estates Management Service in various ways such as:
5.2.1 requesting or accessing information to check the University statutory compliance and that all required documentation is place;

5.2.2 ensuring the University is compliant with its landlord obligations for tenanted properties;

5.2.3 interrogation of the Property Management System to produce health and safety related EMS data; and

5.2.4 periodic auditing of estates management activities.

6. interaction with catering and conferencing Service Provider
The Estates Management Services will interact with the Catering and Conference Service Provider in relation to the management of Leases and rents for space or buildings they occupy.
7. interaction with the University
On a day to day basis the Estates Manager will be the main point of contact with the University for all Estates Management Services.  This is likely to involve direct liaison with the University Director of Estates and heads of University schools and directorates where their space or Premises is affected by any aspect of estates management such as Lease, planning or development.

SERVICE SPECIFICATION

General Management Services

Service Reference Number:  SSGM01
13. Service Definitions
	"Admissions Days"
	means a series of days for University applicants who have applied to the University;

	"CAFM"
	means a computer aided facilities management system;

	"Conditions Survey"
	means the detailed condition and statutory compliance survey of the building fabric and buildings services of the Premises (more particularly set out in the Estates Management Services Specification (Service Reference Number: SSEM01));

	"Event"
	means any organised activity held on the Premises or University campus which has an impact on the Premises or the Services;

	"Forward Maintenance Programme"
	means a ten year plan produced by the Service Provider based upon the Conditions Survey, as amended and updated from time to time by the Service Provider in agreement with the University, which details Works, Tendered Works and Capital Works to the BF, M&E and Infrastructure (all such terms being defined in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services Specification (Service Reference Number: SSMS01)).

	
	the format of the programme is to include a description of requirements, indicative costs and an indicative timetable for all such works;

	"General Management Services"
	means the general management services set out in the General Management Services Specification;

	"General Management Services Specification"
	means the General Management Services Specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSGM01);

	"Management Staff"
	means the Service Provider Personnel who are responsible for managing the General Management Services, parts of the General Management Services and/or managing groups of Service Provider Personnel;

	"Minimum Service Days"
	means days which on which the University is open for minimum services only, which are currently Maundy Thursday, Easter Tuesday and a period of 3 to 4 days between the closure of normal University operations for Christmas and the reopening after New Year. Specific dates for minimum service days are agreed by the University on an annual basis;

	"Normal Operating Hours"
	means 08:00 to 18:00 Monday to Friday, excluding public holidays and Minimum Service Days;

	"Open Days"
	means the large scale Events held for potential University applicants;

	"Outside of Normal Operating Hours"
	means 18:00 to 08:00 Monday to Friday, all day Saturday and Sunday, including public holidays and Minimum Service Days;

	"PPM"
	means planned preventative maintenance;

	"Senior Management"
	means the Service Provider's most senior manager dedicated to the Agreement and the relevant layer of Management Staff reporting to this individual;

	"Service Specifications"
	means all the specifications for each of the Services to be provided by the Service Provider as set out in, and agreed in accordance with, Schedule 2;

	"SIA Licence"
	means a licence issued by the Security Industry Authority;

	"Works Orders"
	means an order issued by the Helpdesk for the Service Provider to undertake a Reactive Repair following the logging of the requirement for such a repair to be undertaken and the subsequent approval of the works order.


14. Objectives
14.1 The Service Provider shall manage and deliver the General Management Services to:

14.1.1 ensure that the Services as stated in all Service Specifications are delivered to the standards described in the individual Service Specifications;
14.1.2 manage all the Services as an integrated operation; and

14.1.3 treat all colleagues, University users and visitors to the Premises with dignity and respect.
14.2 The Service Provider shall:

14.2.1 perform the obligations set out in Appendix 1 (Sections 9 to 13 of the Service Provider's Final Tender Response) to this General Management Services Specification; and

14.2.2 work with and assist the University to ensure the delivery of the commitments and achieve the aims, objectives and targets set out in Appendix 1 (Sections 9 to 13 of the Service Provider's Final Tender Response) to this General Management Services Specification.
14.3 For the avoidance of doubt, any references to "Bidder" and/or "Interserve" in Appendix 1 (Sections 9 to 13 of the Service Provider's Final Tender Response) to this General Management Services Specification shall be deemed to mean "Service Provider" for the purposes of this Agreement.
15. Scope of Services
15.1 The General Management Services provided by the Service Provider shall include:

15.1.1 management of the following Services:

(a) Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services;

(b) Cleaning Services;

(c) Emergency Response and Business Continuity Services;

(d) Energy and Environmental Management Services;

(e) Estates Management Services;

(f) Grounds Maintenance Services;

(g) Health, Safety and Wellbeing Management Services;

(h) Helpdesk Services;

(i) Launderette Services;

(j) Mail Services;

(k) Pest Control Services;

(l) Portering Services;

(m) Print and Reprographics Services;

(n) Project Management;

(o) Security Services;

(p) Signage Management Services;

(q) Space Management and Moves Services;

(r) Sports Grounds Maintenance Services;

(s) Statutory Compliance Services;

(t) Transport Services;

(u) University Events Services; and

(v) Waste Services

16. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSRGM001
	Operational management 
	The Service Provider shall manage the operations of all Services within the scope of the Agreement. 

	DSRGM002
	Normal Operating Hours 
	The Service Provider shall ensure that all Services are available to the University during core Normal Operating Hours. 

	DSRGM003
	Outside of Normal Operating Hours 
	Where specified by the University, the Service Provider shall ensure that all Services required Outside of Normal Operating Hours are delivered as required. 

	DSRGM004
	Branding
	The Service Provider shall ensure that only the branding agreed with the University is used by the Service Provider and Approved Subcontractors in delivering the Services. 

	DSRGM005
	Management Information 
	The Service Provider shall be responsible for collecting and storing all the detailed management information from the Services under its management and shall provide the information as requested by the University on an ad-hoc basis.

At the end of the Term or upon termination of the Agreement, the Service Provider shall hand over all management information to the University in a usable electronic format and comply with all exit obligations set out in the Agreement. 

	DSRGM006
	Management meetings 
	The Service Provider shall comply with the terms of Schedule 9 (Governance) in relation to all required management meetings.

	DSRGM007
	Management reporting 
	The Service Provider shall produce a monthly management report for the previous month as more particularly detailed in paragraph 10 (Reporting).

The monthly management report shall be made available in both PDF and Microsoft Word format and delivered to the University no later than five Working Days after the end of the previous calendar month. 

	DSRGM008
	Resources required
	The Service Provider shall provide all necessary management, supervision, administration, specialist expertise, labour, plant, equipment, transport, test instruments, chemicals and all other materials required for the provision of the Services.

	DSRGM009
	Management Staff
	The Service Provider shall submit CVs of all Management Staff involved in providing the Services to the University five days before they commence work.

The Service Provider shall invite the University to participate in the interviews of all Senior Management being recruited in relation to the Services.

The Service Provider shall inform the University of all changes to Management Staff and shall conduct exit interviews of all Management Staff that leave the Service Provider's employ during the Term and produce a report for the University.

The Service Provider shall invite the University to attend the exit interviews of Management Staff.

	DSRGM010
	Obligations and restrictions
	The Service Provider shall not display or place any advertisements on the Premises.

All works undertaken by the Service Provider are to proceed with the minimum of inconvenience and nuisance to University users and visitors to the University.

The Service Provider shall leave all areas clean and tidy on completion of any works at the Premises or on the University campus.

	DSRGM011
	Quality assurance 
	The Service Provider shall ensure that quality management processes and procedures are in place and shall undertake annual quality audits of the Services in agreement with the University.

	DSRGM012
	Performance Management 
	The Service Provider shall monitor and record performance across all Services and shall report on service level requirements as detailed in each Service Specification and this Agreement. 

	DSRGM013
	Provision of CAFM and other systems
	The Service Provider shall provide and manage IT systems, including a CAFM system, for the effective management of the Services.

The University shall be able to access all systems used in managing and delivering the Services on at least a read-only basis.

The Service Provider shall ensure full transparency of all facilities management information, for ongoing audit/information purposes.

All managerial, quality monitoring, PPM tasks and reactive activities shall be managed, executed and monitored through the CAFM system.

The Service Provider shall ensure that the history of ssets is captured by the CAFM system and shall achieve this by accurate data entry with regard to Works Orders, certification and appropriate management of the CAFM System (in accordance with the Helpdesk Service Specification (Service Reference Number: SSHS01)). 

	DSRGM014
	Disabled Access 
	The Service Provider shall review disabled access on the Premises and shall provide updates and information to the University upon request. 


17. Additional  General management Service Requirements for the Residential Estate
	Ref No:
	Service Description
	Service Requirements

	DSRGM015
	Student Welfare
	The Service Provider shall manage the residential estate in a manner that safeguards the welfare and interests of University students and visitors to the University.

	DSRGM016
	Compliance
	The Service Provider shall ensure the residential estate is managed in compliance with all relevant codes of practice and Applicable Laws and Regulations.

	DSRGM017
	Arrival, Admissions and Open Days
	The Service Provider shall support the University in the arrangements for the arrival of new University students, Admissions Days and Open Days in a way which enhances the University's reputation.

	DSRGM018
	Room occupancy
	The Service Provider shall support the University to maximise room occupancy both during term time and the summer vacation.

	DSRGM019


	Residential telephone service
	The Service Provider shall support and assist the University in maintaining the residential telephone service.

	DSRGM020
	Residential Building Managers
	The Service Provider shall ensure that Residential Building Managers (and their assistants in areas, where they have this support) are responsible for the day to day management of their accommodation areas.


18. NOT USED
19. not used
20. Added Value
20.1 The Service Provider shall carry out the following "value added" services as part of the General Management Services:

20.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
21. not used
22. Reporting
22.1 The Service Provider shall provide the following reports on a monthly basis (included in the monthly management report):

22.1.1 summary of all activities in reporting month showing planned date, actual date activities were carried out;

22.1.2 Services performance in the reporting month;

22.1.3 a forward work plan to show planned PPM for following two (2) months, all specialist or periodic cleaning for following month and the current Forward Maintenance Programme;

22.1.4 contract variation requests;

22.1.5 number and details of all compliments and complaints received;

22.1.6 statement of accounts showing the invoiced amounts, payments made by the Service Provider, payments made to Approved Subcontractors or other third parties and payments made to suppliers;

22.1.7 individual Premises usage of utilities, highlighting areas where each Premise is failing to reach targets and make recommendations to improve performance;

22.1.8 forthcoming changes to Applicable Laws and Regulations which may have the potential to impact the Services;

22.1.9 health, safety and environmental breaches and recordable accidents, incidents and near misses relating to the utilisation of all Premises;

22.1.10 a review of Service Provider Personnel numbers and contract management structures, including any changes since the previous reporting period, rate of staff turnover, live vacancies and a full list of all Service Provider Personnel on site at the start of the reporting month including:

(a) their name

(b) job descriptions

(c) work location

(d) Disclosure and Barring Service status

(e) SIA Licence, and

(f) any other relevant certification details as required;

22.1.11 service delivery proposals and contractual issues (if any changes have occurred); and

22.1.12 all other specific reporting requirements, as detailed in individual Service Specifications and/or as otherwise set out in the Agreement.
Section 9 – Carbon Reduction
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Section 10 – Energy Efficiencies (Consumption)
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Section 11 – Wider Sustainability Initiatives
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Section 12 – Infrastructure and Lifecycle Investment Delivery Plan
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Section 13 – Space Usage and Increased Efficiency in Space
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METHOD STATEMENT

GENERAL MANAGEMENT SERVICES

Service Reference Number:  SSGM01

23. Service management
23.1 The Service Provider’s Partnership Manager will be responsible for the overall delivery of the contract, and the key relationship with the University via the Estates Director. The Partnership Manager will manage the Residences Manager, Site Services Manager, Estates Manager and QSHE and Compliance Manager all of whom will be responsible for the day-to-day management of their respective services, with the Site Services Manager also overseeing the Helpdesk. 

23.2 Above the on-site management team, the Regional Director responsible for the contract will be Neil Sutherland. Neil reports directly to Keith Dorling who is the Managing Director for Interserve’s Civil Government Division. Both will provide strategic management support to the Agreement, with Keith attending strategy board meetings and Neil taking a permanent role on the operations board.

24. service delivery staff
24.1 The Service Provider’s staffing solution
24.1.1 The Service Provider will provide an operating model and management structure that delivers an integrated facilities management Service which will upskill staff, providing a joined up, professional and visible approach to the Services and improving student experiences.

24.1.2 The solution has been designed to put the University's customers, the students, at the centre of the Services' provision. Through the Service Provider’s bespoke ‘step forward’ customer service programme, and through the Service Provider Personnel, the Service Provider will instil the following values into its Services: 

(a) customer-service orientated – all Service Provider Personnel are ‘front-of-house’;

(b) professional – all Service Provider Personnel are well-trained members of a professional team;

(c) diverse and inclusive – mirroring the diversity and inclusivity of University life; and 

(d) service excellence – putting University customers, the students, at the centre of the Services, encouraging a pastoral care approach.

24.1.3 The Service Provider’s Services will reflect a guiding ethos of: 
(a) professionalising the Service, providing Service Provider Personnel with well-defined career paths supported by industry-leading training; 

(b) improving the student experience, making the University the most desirable place to study and live in the UK and beyond; 

(c) helping the University achieve its specific strategic aims; and

(d) providing a service that demonstrably delivers excellent value for money. 

24.1.4 The Service Provider’s organisation chart for the contract is provided at Annex 1 at the end of this section.
24.2 Roles and responsibilities
24.2.1 A description of each of the Service Provider’s roles outlined above is included below:
(a) Partnership Manager – The Partnership Manager will be responsible for the overall delivery of the contract and the line management of the senior management team, who will control and manage their own Service streams.
(b) Site Services Manager – The Site Services Manager will have responsibility for security, transport, Helpdesk and the non-residential logistics services.  He will also have primary responsibility for the coordination of University Events with the University client team.
(c) Residences Manager – The Residences Manager will be responsible for all soft Services delivered to the residences including line management of the residential Zone Coordinators, housekeeping, portering functions.
(d) Estates Manager – The Estates Manager will be responsible for the provision of maintenance across the campus including project works. He will also oversee the PPM system, grounds and sports Ground management, estates management services, space management services and energy and environmental services. 
(e) QSHE and Compliance Manager – The QSHE and Compliance Manager will be responsible for the quality, health, safety and environmental aspects. He will line manage two QSHE Advisors, who will each specialise in fire and environmental services. The QSHE and Compliance Manager will be the nominated Radiological Protection Officer. 
24.3 Approved Subcontractors to be used
The Service Provider does not intend to subcontract any element of the management of the Agreement.

25. equipment, premises, technology and systems
25.1 Office Space
The Service Provider has assumed that the existing office accommodation will be utilised until the new collocated office accommodation is available. 
26. processes and activities
26.1 Scope of services to deliver a compliant general management service
26.1.1 Operational management [DSRGM001]
(a) The Service Provider will deliver an integrated facilities management services operating model, which promotes a ‘step forward’ customer service ethos and professionalises the facilities management activities on campus. They will do this by creating five workstreams, each based on campus, around the different requirements shown below.
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(b) The Service Provider’s dedicated on-campus management team, supported by their integrated operational teams and a proactive Helpdesk that underpins all the Services they provide, will ensure that all Services are delivered to the University’s required standards. In addition the Service Provider’s delivery ethos – where every member of the facilities management team actively contributes to a positive campus experience for University staff and customers will ensure a ‘step forward’ in Service provision. 
(c) Key features of the Service Provider’s approach include:
(i) a defined management structure and strong governance arrangements;

(ii) compliance with policies and procedures through:

(1) a quality management system PAS99 (ISO18001, 9001:2008 and 14001);

(2) comprehensive risk assessment procedures; and

(3) active monitoring of customer satisfaction;

(iii) Services that are delivered both during Normal Operating Hours and Outside of Normal Operating Hours;

(iv) Services that are monitored and audited to ensure compliance;

(v) all resources required to effectively deliver the Services, including consumables, equipment and materials;

(vi) a dedicated finance and commercial team for accurate, timely and transparent accounting;

(vii) systems to track, measure and report performance; and

(viii) a CAFM system that operates and manages the services, providing the University with real-time access to service performance data.

26.1.2 Normal Operating Hours [DSRGM002]
The Service Provider confirm that all Services will be available to the University during core Normal Operating Hours, 08:00 to 18:00 hours, Monday to Friday, excluding public holidays and Minimum Service Days.  The Service Provider will rota the Service Provider Personnel to ensure that they provide the appropriate cover during these hours.  
26.1.3 Outside of Normal Operating Hours [DSRGM003]
The Service Provider will ensure that all Services required Outside of Normal Operating Hours are delivered as required by the University, from 18:00 to 08:00 hours, Monday to Friday, including all day Saturday and Sunday, public holidays and Minimum Service Days. 
26.1.4 Branding [DSRGM004]
Working with the University, the Service Provider will develop a new, bespoke brand for the partnership and Service delivery. This brand will capture the values, spirit, and warmth that surround the new facilities management approach, and will describe an organisation that transferring staff can feel that they belong to, one that is distinct but linked to the University. The Service Provider’s communications approach will be open, straightforward and designed to reflect the new partnership brand.
26.1.5 Management Information [DSRGM005]
(a) The Service Provider is investing in the introduction of an integrated computer aided facilities management system (CAFM) system which will support its services. The CAFM will be configured to provide granularity in real time on how their services are being delivered and how they are performing.  The University will be able to view the Service Provider’s performance at any time via a web portal that they will introduce.

(b) At the end of the Term, the Service Provider will hand over all management information to the University in a usable electronic format and comply with all Exit obligations set out in the Agreement.

26.1.6 Management Meetings [DSRGM006]
(a) The Service Provider will comply with the terms of Schedule 9 (Governance). 

(b) It is important that the Service Provider has in place robust governance arrangements that support daily informal interface with formal procedures. In line with good governance practices they will form a number of governance boards to facilitate formal communication. 

(c) The Service Provider’s governance model will provide clear and simple routes of communication that will be easy for the University to integrate with. The Service Provider will agree any changes to these interfaces with the University prior to implementation and update its service methodologies accordingly.

(d) For longer-term planning and overall partnership governance, the Service Provider proposes forming a Senior Management Board to meet on a quarterly basis with senior University administration staff. Neil Sutherland will be the Service Provider’s nominated member on this board, while Keith Dorling will attend to support as necessary. This board will discuss the general direction and success of the Service Provider, as well as major projects and structural developments in its Services. 

(e) The board will oversee budgetary management for capital works, non-residential long-term maintenance, residential maintenance and discretionary works, with a clear process for sign-off of spend agreed at the latest progress thresholds. The budgeting will be included in the annual plan, helping to set out the scope of and plans for large projects for the forthcoming year, as well as potential cost-saving initiatives and service improvements. 

(f) The board will also review the partnership SLR the Service Provider proposes later in this section, to ensure its relationship with the University team remains strong. The outcome of these meetings will include actions for both parties and, as stated above, these will be reviewed monthly by the management board. They will also be reviewed quarterly at a more senior level at the senior management board, attended on Interserve’s behalf by Neil Sutherland.

(g) The Service Provider will be responsible for the production of all minutes and any action notes of these quarterly meetings and will submit the minutes to the University for approval within 5 Working Days.

26.1.7 Management reporting [DSRGM007]
(a) The Service Provider is investing in the introduction of a CAFM which will support its services. The CAFM is configured to provide granularity in real time on how the Service Provider’s services are being delivered and how they are performing.  The University will be able to view Service performance at any time via a web portal that the Service Provider will introduce. Some screen shots from a web portal, by way of an example, for a large financial Interserve client is appended at Annex 2.

(b) In addition to real time reporting the Service Provider will provide the University with a comprehensive monthly performance report for the previous month. This report will provide all necessary data as detailed in the General Management Services Specification. 

(c) The Partnership Manager has ultimate responsibility for the monthly management report, which will be overseen by the Finance and Commercial Manager, while the Helpdesk Supervisor will be responsible for the collation of the necessary data and production of the report.

(d) Where possible the Service Provider will have automated inputs for the performance report, which are generated through the CAFM. However, there are areas where the relevant senior management team will be responsible for providing the Helpdesk Supervisor with information for inclusion in the monthly performance report, such as results of reviews carried out by external bodies.

(e) The CAFM will generate all necessary data and intelligence on a service-by-service basis and as a total facilities management delivery against the required Service Level Requirements (SLRs). These will include but not be limited to:

(i) summary of activities in the month;

(ii) number of requests; 

(iii) response and rectification times;

(iv) customer satisfaction results including any compliments and complaints; 

(v) audit, inspections and results;

(vi) failures – where failures or areas of non-compliance, the Service Provider will support them with evidence and where appropriate detailed rectification plans or mitigating circumstances data. This will be discussed and agreed with the University during the monthly review meeting; and

(vii) trend information and statistics.

(f) The Service Provider will also provide the following information in the monthly performance report as it believes that it is essential to give the University a full understanding of Service delivery:
(i) health and safety statistics – accident and incident information (monthly, YTD-tracked against previous years);

(ii) utilities usage by building, highlighting areas where each building is failing to reach targets and make recommendations to improve performance;

(iii) forward work plan to show planned PPM for following two (2) months, specialist or periodic cleaning for following month and current Forward Maintenance Programme;

(iv) churn rates and labour resourcing and training;

(v) changes to key personnel;

(vi) innovations and proposed changes to service delivery;

(vii) new legislation and any impacts this may have on the Services;

(viii) financial data – including but not limited to Service-line costs, re-charges, pass-through and variable elements with associated volumetrics; and

(ix) deductions and Service penalties.

(g) The Service Provider’s CAFM is configured hierarchically and can therefore provide granularity of data in many different ways, including:
(i) building by building;

(ii) different user groups (school or directorate); and

(iii) Service by Service.

26.1.8 The Service Provider will agree with the University the appropriate level of granularity required for the performance report, but as a minimum the performance report will provide information on a Service-by-Service basis.

26.1.9 The monthly management report will be made available in both PDF and Microsoft Word format and delivered to the University within 5 Working Days of the start of each calendar month.

26.1.10 Resources required [DSRGM008]
The Service Provider will provide all necessary management, supervision, administration, specialist expertise, labour, plant, equipment, transport, test instruments, chemicals and all other materials required for the provision of the services as detailed in the individual Service method statements.
26.1.11 Management Staff [DSRGM009]
(a) The Service Provider has designated the five senior roles; Partnership Manager, Residences Manager, Site Services Manager, Estates Manager and QSHE and Compliance Manager, as full-time appointments, as they are vital to the effective management of the Services. It will be very important that they form effective relationships with corresponding members the University management team, therefore the Service Provider would welcome the University’s involvement in their selection and appointment.

(b) The Service Provider will seek the right candidates for these roles immediately after the announcement of preferred bidder. Firstly, the Service Provider will review the TUPE list for possible candidates and will liaise with the University about their strengths, abilities and potential, as they will have worked with the University for some time. Concurrently, the Service Provider will advertise within Interserve as it is recognise there are benefits to engaging staff that already have a background within the company and a good understanding of its culture, although preference will be given to TUPE candidates.

(c) The Service Provider will then form a shortlist of potential candidates and invite them for initial interviews, where they will explore whether they have the skills, knowledge and experience to undertake the relevant roles effectively in the Service Provider’s team. Only where there are no internal or TUPE candidates will the Service Provider advertise externally, using local press or agencies to source candidates.  Again the Service Provider will conduct initial interviews for this pool of potential staff. For the Partnership Manager and other key appointments it may be necessary to advertise nationally. This will ensure the Service Provider reach candidates with the right skills and experience to manage the ‘step forward’ in Services it requires. 

(d) Once the Service Provider has found preferred candidates, they will invite them to second interviews which they will conduct jointly with the University. This time they will concentrate more on their people-related soft skills, ultimately selecting candidates who make both the University and the Service Provider confident they will fit into the team and be able to work effectively with all the different user groups on campus. The Service Provider believes this is crucial as the development of good relationships will be essential to the success of the Agreement. This process is shown below and will end with the appointment of candidates ahead of the Effective Date so that they can be actively involved in Mobilisation and transition. 
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(e) The Service Provider will inform the University of all changes to management staff and will conduct exit interviews of all management staff that leave their employ during the term of the contract and produce a report for the University.  The Service Provider will invite the University to attend the exit interviews of all senior management staff.
26.1.12 Obligations and restrictions [DSRGM0010]
(a) The Service Provider confirms that they will not display or place any advertisements at the Premises. 

(b) The Service Provider confirms that all works undertaken by the team will be carried out with the minimum of inconvenience and nuisance to University users and visitors to the University. 

(c) The Service Provider confirms that they will leave all areas clean and tidy on completion of any works at the Premises or on campus.

26.1.13 Quality assurance [DSRGM0011]
(a) Interserve currently holds corporate PAS 99 accreditation, a fully integrated management system based on the common requirements of ISO Guide 72 and will implement this during mobilisation for the LLP.  The PAS 99 system means that the Service Provider can align processes and procedures into an integrated structure, enabling them to run their operations more effectively. The Service Provider’s PAS 99 integrated system will include: 
(i) ISO 9001 Quality; 

(ii) ISO 14001 Environment; and 

(iii) BS OHSAS 18001 Occupational Health and Safety.

(b) The Service Provider will use Interserve’s PAS 99 system to develop a contract-specific management system to achieve specific accreditation for the University contract.  Interserve will develop a quality management system during Mobilisation, so at the Services Commencement Date the Service Provider will have in place the operating systems to effectively manage its Services. 
(c) The Service Provider will also be attaining other accreditation which includes but is not limited to: 
(i) RoSPA;

(ii) SAFE Contractor;

(iii) CHAS; and

(iv) Customer Service Excellence. 

(d) The QSHE and Compliance Manager will have overall responsibility for the management of the PAS 99 system and all other accreditations.  The QSHE and Compliance team will spend the first year of Services embedding the system and carrying out reviews of its services.  This will ensure that the management system reflects the Services and are compliant with the relevant policies, specifications and requirements and, critically, that they continue to be fit for purpose. 

(e) Within six (6) months of the Services Commencement Date the Service Provider will facilitate a pre-check visit of its system from British Standards Institute (BSI).  This will be followed by a full audit by BSI within twelve (12) months for accreditation of the system.

(f) To ensure LLP retains its accreditation, the Service Provider will make the system subject to the audits listed below. 

	Nature of audit
	Audit performed by
	Frequency

	Internal audit and inspection
	QSHE and Compliance Manager
	Monthly (over course of year all services will be subject to an audit)

	Corporate audit
	Interserve regional QSHE Manager
	Quarterly

	External audit
	BSI
	Annual                                        


(g) Following an audit, a list of any minor and major non-conformances will be identified.  Service leads will work with the QSHE and Compliance Manager to develop action plans to implement identified corrective and preventative actions and to identify owners and timescales for implementation and review.

(h) The Service Provider will provide the University with quality assurance audit scores each month in the performance monitoring report.

26.1.14 Performance Management [DSRGM0012]
While the Service Provider will have automated SLR performance data, the Service Provider needs to underpin this with regular monitoring of the Services. The Service Provider will conduct a variety of inspections and audits which will produce measurable statistics and identify areas of non-performance.  The following table identifies the minimum monitoring and auditing measures that it will have in place and suggested frequencies. However, the Service Provider will agree this with the University during Mobilisation and each contract Year thereafter.
	Service 
	Nature of monitoring
	Frequency

	General Management Services
	Scheduled audit of PAS99

Scheduled  inspection of PAS99

Customer satisfaction

Training compliance
	Annual

Quarterly

Monthly

Annual

	Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services 
	Scheduled audit of compliance

Routine audit of compliance  

Ad-hoc check of 10% of jobs
	Annual

Monthly

Daily (10% checked per month)

	Cleaning Services;

Emergency Response and Business Continuity Services;

Grounds Maintenance Services;

Health, Safety and Wellbeing Management Services;

Laundrette Services;

Mail Services;

Print and Reprographics Services;

Security Services;

Signage Management Services;

Space Management and Moves Services;

Sports Grounds Maintenance Services;

Statutory Compliance Services;

Transport Services; and

Waste Services
	Scheduled audit of compliance

Routine audit of compliance  
	Annual

Monthly

	Energy and Environmental Management Services


	Scheduled audit of compliance

Peer check and performance 
	Annual

Quarterly

	Helpdesk Services
	Scheduled audit of compliance

Customer satisfaction

Routine audit of compliance  

Ad-hoc call monitoring
	Annual

Quarterly

Monthly

Weekly

	Pest control Services
	Scheduled audit of compliance
	Annual

	Portering Services
	Scheduled audit of compliance

Routine audit of compliance  

Ad-hoc check of 10% of jobs
	Annual

Monthly

Daily (10% checked per month)

	Project Management Services
	Ad-hoc check of 10% of jobs

Value for money audit
	Quarterly (10% checked per quarter)

Quarterly

	University Events Service
	Scheduled audit of compliance

Post event review  
	Annual

Each event


26.1.15 Provision of CAFM and other systems [DSRGM0013]
(a) The Service Provider is investing in the introduction of an integrated CAFM system which will support its services and provide quality monitoring, PPM tasks and reactive activities. The Service Provider’s CAFM will be configured to provide full transparency and granularity in real time on how the Services are being delivered and how they are performing.  The University will be able to view service performance at any time via a web portal that the Service Provider will introduce.

(b) The Service Provider will ensure that the full history of assets is captured by the CAFM system and will achieve this through the accurate data entry with regard to works orders, certification and appropriate management of the CAFM System.

26.1.16 Disabled Access [DSRGM0014]
(a) The Service Provider will take a pro-active approach (in full consultation with the University) on identifying opportunities for investment that need to be made to improve the campus buildings for use of those with disabilities, and to comply with the public sector equality duty (as defined in section 149 of the Equality Act 2010). Every six (6) months the Estates Manager will review disabled access at the Premises and shall report the findings to the University.

(b) The Service Provider’s Estates Team will be responsible for pulling together the Forward Maintenance Programme and agreeing a programme of works for the forthcoming year with the University. The Service Provider will ensure that works involving DDA compliance are given a high profile in these works programmes.

26.1.17 Student Welfare [DSRGM0015]
The Service Provider will manage the residential estate in a manner that safeguards the welfare and interests of University students and visitors to the University. Reinforced by the Service Provider’s ‘step forward’ customer care programme, this approach will enable housekeeping staff to adopt an attitude of pastoral care towards students, reporting issues to relevant University departments such as students seeming distressed, or evidence of drug use.

26.1.18 Compliance [DSRGM0016]
The Service Provider will ensure the residential estate is managed in compliance with all relevant codes of practice and Applicable Laws and Regulations.
26.1.19 Arrival, Admissions and Open Days [DSRGM0017]
(a) The Service Provider fully appreciates the importance that special Events (as defined in the University Events Services Specification) play to the University business model and the need for their team to work proactively and professionally in order to support these activities, so that prospective students and their parents get a positive impression of the University.

(b) The Support Services Manager will be responsible for the effective pre-planning and coordination of the Services with all parties to ensure that the event is programmed effectively, reflecting the importance of this service to University. 

(c) On the day of the Event the Service Provider’s staff will act with high levels of customer service and professionalism to welcome and assist the University’s guests throughout the day to ensure the safety of all visitors and the success of the Event.

26.1.20 Room Occupancy [DSRGM0018]
The Service Provider will support the University to maximise room occupancy both during term time and the summer vacation.
26.1.21 Residential telephone service [DSRSE0019]
The Service Provider will support and assist the University in maintaining the residential telephone service.
26.1.22 Residential Building Managers [DSRGM0020]
The Service Provider will ensure that its Zone Co-ordinators (and their assistants in areas where they have this support) are responsible for the day to day management of their accommodation areas. The zonal approach will allow quick identification of the Service Provider’s employees by the students and University staff who share their zones, enhancing the student experience with improved customer service.
27. interaction with other in-scope services
The Service Provider’s Helpdesk will serve as the central hub for all facilities management services, co-ordinating planned and reactive works across the campus. It will be a data hub for information about the estate, providing a quantitative and qualitative window for the University management team to monitor the services, in real time and with complete transparency.  It will be the fulcrum around which the Service Provider’s team will operate.

28. interaction with catering and conferencing Service Provider
The Service Provider recognises that in order for a true facilities management function to operate smoothly across the Premises all parties will need to work in the true spirit of partnership. The Service Provider will interact with the Catering and Conference Service Provider and foster a good working relationship in order to ensure they work in a joined up and efficient way of working. Collocation of all three parties; the University client team, the Catering and Conference Service Provider and the Service Provider, will greatly aid this partnership.  

29. interaction with the University
29.1 The Service Provider will encourage all University users to contact their team through the Helpdesk using a variety of media so that they can capture information in relation to the service level requirements. However the Service Provider’s staff will also be approachable and customer oriented in order to provide a professional, courteous and efficient face to face interface when required.

29.2 The Service Provider’s managers will be available for formal and informal meetings with the University as necessary. The table below shows the Service Provider proposals for a meeting structure.

	Frequency
	Information for Discussion
	University representative
	Service Provider Representative

	Daily/Weekly
	Daily/weekly service provision
	Building occupants ie students and University staff
	Operational teams

	Monthly 
	Contract Review :

Performance, KPI, QA etc
	Director of Estate Services and other members of University Client team
	Partnership Manager, supported by other senior managers

	Quarterly
	Quarterly Review:

Long-term planning

LLP (Partnership) governance


	Director of Estate Services and other members of University Client team as necessary
	Regional Director

Partnership Manager

	Annual
	Annual Review: 

Strategic review

LLP (Partnership) governance


	University LLP Sponsors

Director of Estate Services
	Managing Director

Regional Director

Partnership Manager




ANNEX 1 – Organisation Chart
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ANNEX 2 – Web Portal Screen Shots
Client Portal – Home Page
Client portals are set up for every contract, the below is a demonstration of a portal for the contract with a large financial services organisation. Typically, Portals contain reference information and documentation, such as reports and processes. In addition, Portals can be set up to automate business process workflows (see Innovation Log below).
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Client Portal – Reference Documentation

The below is an example of how documentation can be stored and presented on the Portal. As can be seen, typical files can be contained in document libraries with contextual text to explain the files.
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Client Portal – Workflow Automation & Data Collection

Below is an illustration of how and information can be collected using online forms, and this data is then stored on the system with database query capabilities. The below is an example of how Innovation Ideas are submitted by the operations team for direct visibility with the client.
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Client Portal – Workflow Automation & Data Collection - Lists

Following from the previous slide, below is an illustration of how data captured through online forms is stored and displayed for query.
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Client Portal – Online Reporting

Finally, data collected online can be developed into online, dashboard style, reporting to provide an instant view of performance, or progress against projects. 

[image: image115.png]DynamicReporting - reactiveworks - Microsoft Intemet Explorer provided by Interserve

€] htip://teamss.interserve.com/sites/ hsbe/DynamicReportingreactiveworks.as

Favortes | 5 RIS gf) Connects @ Team Sites ), Portals ~ i Maximo » ] eRecnit ] Horizon ] WebEx || SurveyMonkey + [EJ Google Y Wikipedia [E] Linkedin © TFL FI] FT.com )i News v )} Personal »
& DynamicReporting - reactiveworks 5 v B v @ v Pagev Sefetyv Tooksv @+
HSBC Contract Team Site: Welcome Butt, Sajiad @ | My Site | MyLinks = | @

This Site: HSBC Contract Tear »

HSBC Contract Team Site

HSBC Contract Team Site > DynamicReporting > reactiveworks

Dynamic Reporting

Business L= :
T Reactive Works Performance

MENU

KEY INDICATORS CUSTOMER COMPLAINTS CUSTOMER SURVEY PRODUCTIVITY SERVICE AUDITS
REACTIVE WORKS PLANNED MAINTENANCE OPEN WORK ORDERS SIGNIFICANT INCIDENTS QSHE ACCIDENTS

Month: ~ Fortfolio - Month: ~ Fortfolio - Month: ~ Fortfolio -
rall Contract (94. rall Contract (94.78 rall Contract (94.53)
1 1 1
e (96.11) e (95.44) o (95.78)
) 1 |
London (& London (89.33) London (&
{ { 1
Widiands (83,61, Widiands (o Widiands (82.
1 1 1
North En East (93.2 North En East
1 1 1
North En West North Er West (95.11
L L L
Widiands (87.50) Widiands (9 idiands (o
1 1 1
North En 22) North En North En 5.56
) ) )

Done

Local intranet | Protected Mode: Off A v R100% v





SERVICE SPECIFICATION

Grounds Maintenance Services

Service Reference Number: SSGM01
1. Service Definitions
	"Biodiversity Plan"
	means the University's biodiversity plan agreed with English Heritage and Brighton and Hove City Council dated January 2006;

	"Downland Landscape"
	means an area of open chalk hills and in this context used to describe the chalk countryside found in southern England;

	"Events"
	means any organised activity held on the Premises or University campus which has an impact on the Premises or the Services;

	"Grounds Maintenance Services"
	means the grounds maintenance services set out in the Grounds Maintenance Specification;

	"Grounds Maintenance Specification"
	means the Grounds Maintenance Specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSGM01);

	"Off-campus Residences and Land"
	means the residences and land owned and managed by the University in Brighton and Hove and Falmer Village;

	"Planting"
	means all trees, bushes, shrubs, bulbs and other plants;

	"Priority Areas"
	means all roads on the Premises, all pathways that link buildings, car parks and public transport facilities, and the three car parks at the southern end of the Premises, all as further shown on the Priority Areas map shown in Appendix 1;

	"Snow  Clearance Procedure"
	means a document published by the University detailing the procedure to be followed in the event of severe winter weather (particularly ice and snow);

	"Waste Collection Points"
	means collection locations for waste at the Premises;

	"University Client Function"
	means those members of University personnel who are sufficiently senior and who are authorised to interact with the Service Provider in relation to the provision of the Services.


2. Objectives
2.1 The Service Provider shall manage and deliver the Grounds Maintenance Services to:

2.1.1 enhance the campus environment;

2.1.2 promote good environmental practice in all aspects of the Grounds Maintenance Services and University activities;

2.1.3 ensure that the stewardship of the Premises maintains and enhances the Downland Landscape, including planting of indigenous species;

2.1.4 ensure all roads, pathways, entrances, car parks and are safe and usable during periods of snow and ice;

2.1.5 ensure all Planting is kept to a height and form which is aesthetically   pleasing, safe and promotes the health and re-growth of the plants;

2.1.6 ensure all external areas of the Premises are kept free of debris, litter and waste; and

2.1.7 ensure all trees are maintained regularly to ensure safety.

3. Scope of Services
3.1 The Grounds Maintenance Services provided by the Service Provider to the Premises and Off-campus Residences and Land shall include:

3.1.1 grass cutting and seeding;

3.1.2 maintenance of shrub beds, containers and hedgerows;

3.1.3 litter picking and clearance of leaves;

3.1.4 ensuring all external fire escape routes are kept free;

3.1.5 litter picking from woodland paths and boundary;

3.1.6 maintenance of ponds, moats and water features;

3.1.7 tree maintenance;

3.1.8 tree condition surveys;

3.1.9 meadow management; and

3.1.10 frost, snow and ice clearance.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSRGM001
	Biodiversity Plan 
	The Service Provider shall undertake all Grounds Maintenance Services with reference to the University's Biodiversity Plan.

	DSRGM002
	Grass cutting of lawns
	The Service Provider shall be responsible for cutting all areas of lawn to a height of not more than 50mm, with clippings left on the grass to replace nutrients and to ensure areas of wild species (such as orchids) are allowed to grow.

The Service Provider shall sow grass seed to any area where patch replacement is required and to ensure that any dips in levels are raised and repaired. All areas of lawn to be weed and moss free.

The Service Provider shall protect University property, including glazing and vehicles, from stone damage when cutting grass. 

	DSRGM003
	Plant maintenance
	The Service Provider shall be responsible for maintaining all Planting, and shall prune to a height and form which is aesthetically pleasing, safe and promotes the health and re-growth of the plant.

The Service Provider shall ensure all Planting areas are kept largely weed free.

The Service Provider shall undertake a cut back in March and October to hedgerows and any overhanging trees and bushes to ensure pathways are kept clear. 

	DSRGM004
	Annual planting plan 
	The Service Provider and University shall agree to an annual planting plan before the start of each academic year, which shall include a list of all Planting to be used.

	DSRGM005
	Tree and shrub planting
	The Service Provider shall be responsible for the execution of the annual planting plan, including the sourcing and supply of plants and Planting.

	DSRGM006
	Unscheduled tree works
	The Service Provider shall be responsible for ensuring that trees are only felled with specific agreement from the University (including felling for reasons of safety, disease or agreed capital works).

Tree shape and structures must be maintained to ensure safety and to allow for high sided vehicles and street lighting to work effectively.

	DSRGM007
	Tree condition survey
	The Service Provider shall be responsible for producing a detailed tree condition survey on a five year rolling basis, beginning in summer 2015.

Each tree is to be tagged, numbered, have its GPS location recorded and accounted for in the survey.  The report shall include details on individual tree height, spread, age, diameter, whether any signs of disease and amenity value.

The report shall also include a tree hazard rating and commentary, any recommendations, summary and conclusion. 

	DSRGM008
	Diseased trees
	The Service Provider shall report any signs of disease to the University and shall take any necessary action short of felling. 

	DSRGM009
	Planned tree works 
	The Service Provider shall be responsible for completing all tree works identified in the tree condition survey including hazard works, within the timescales of the tree condition survey report recommendations.

	DSRGM010
	Felled trees and pruned material 
	The Service Provider shall either create a habitat pile (if a suitable location is available) or chip all felled trees and pruned material. Any woodchip is to be used on woodland paths on the Premises.

The Service Provider shall remove all diseased tree material that has been cut from site for incineration. 

	DSRGM011
	Weed removal and control 
	The Service Provider shall be responsible for keeping  all external hard surfaces largely free of weeds, moss, lichen or any other organic growth so as to present a tidy appearance at all times.

All chemicals shall be applied in accordance with the manufacturers' instructions and all relevant health and safety codes.

Use of pesticides and artificial fertilisers shall be minimised, by (for example) switching to natural methods of controlling weeds and fungi wherever possible and maintaining soil fertility. 

	DSRGM012
	Watering of plants, trees and grass
	The Service Provider shall be responsible for ensuring that newly planted trees and shrubs are regularly watered during the summer.

The Service Provider shall not water any established plants and lawns unless required in the event of exceptionally hot dry weather and with the prior agreement of the University. 

	DSRGM013
	Snow and ice clearance
	The Service Provider shall be responsible for the provision of a managed snow and ice clearance service to the Premises and comply with the University's Snow Clearance Procedure.

The Service Provider shall take all preventative measures to maintain safe surfaces for pedestrians and vehicle users, including:

· monitoring weather forecasts;

· closing high risk car parks and steps;

· providing signage to safe routes;

· stockpiling grit, ice melt and tools; and

· readying snow ploughs and other equipment.

The Service Provider shall regularly treat Priority Areas, pathways, steps and the entrances to buildings with ice removal products and/or create a path clear of snow in order to reduce the risk of slips.

The Service Provider shall ensure that all snow removed is piled in an area where it does not create a hazard.

Particular care shall be taken during snow clearance not to damage any of the University Premises, including stonework and paving stones.

The Service Provider shall mark any areas in danger from falling snow or ice with hazard tape and notices. 

	DSRGM014
	Woodland paths and boundary walk
	The Service Provider shall be responsible for maintaining all paths to ensure they are kept clear and safe to a width of 3 metres and are free of litter.

Grass cutting and pruning of encroaching undergrowth is to be undertaken to ensure this 3 metre distance is achieved. 

	DSRGM015
	Litter & leaf clearance
	The Service Provider shall be responsible for clearing all leaves that fall ensuring that the site is clear by the end of December.  Any accumulation of leaves on the edge of woods and copses are to be removed so as not to spread to areas already cleared.

Clearance of leaves from University car parks must be completed before 08:30 hours Monday to Friday or during the weekend.

The Service Provider shall maintain and manage a composting site on the Premises.  All leaves collected are to be removed and taken to the composting site.

All litter is to be collected and removed from the Premises and external waste bins emptied daily. All collected materials to be deposited at the University's Waste Collection Points.

All hazardous waste including, faeces, urine, vomit, dog waste, bird droppings, and dead wild animals shall be safely removed and disposed of.

All external ashtrays shall be emptied when full. 

	DSRGM016
	Road Sweeping 
	The Service Provider shall sweep the roads and pathways when required in order to keep the surfaces free of litter, mud and other debris. 

	DSRGM017
	External  escapes routes
	The Service Provider shall be responsible for ensuring all external fire escape routes are kept free from leaves, weeds and any other solid matter and are not overgrown.

	DSRGM018
	Ponds and moats
	The Service Provider shall be responsible for daily inspections and clearing of any litter or debris from the ponds and moats.

Pond plants are to be maintained to keep their best appearance and controlled to ensure that weeds and algae do not take over.

The Service Provider shall feed fish in ponds on a daily basis. 

	DSRGM019
	Meadow management
	The Service Provider shall be responsible for the management of all meadow areas and to ensure areas of wild species (such as orchids) are allowed to grow.

All meadows are to be maintained to flourish and cut back once a year at the end of summer or early autumn. 

	DSRGM020
	Off-campus Residences and Land
	The Service Provider shall maintain the gardens and external areas of the Off-campus Residences and Land, including fields owned by the University in Falmer, to ensure they are aesthetically pleasing.  This shall include:

· cutting of the grass;

· pruning of shrubs and foliage;

· clearing footpaths, patios and gutters of weeds and debris;

· maintaining trees; and

· ensuring the grounds are presentable and tidy in a way that reflects well on the University.

	DSRGM021
	Unauthorised posters, leaflets, flyers and handbills


	The Service Provider shall keep the Premises and vehicles parked on the Premises free of posters, leaflets, flyers and handbills not authorised by the University.

The Service Provider shall take measures to discourage the practice, and if persistent shall take steps to contact the perpetrators and prevent future occurrences, including when required liaising with local authorities and with the University's legal representatives.

	DSRGM022
	Support to Biological Services 
	The Service Provider shall provide grass cutting to two field trials plots upon request by the University. 

	DSRGM023
	Provision of Christmas trees


	The Service Provider shall provide, install and decorate with lights, a 40 foot Christmas tree for Library Square, as well as provide, install and decorate with lights, a 12 foot Christmas tree for the Meeting House. Both Christmas trees are to be installed by the third week of November.

The Service Provider shall remove the Christmas trees by the end of the first week of January. 


5. not used
PREMISES SPECIFIC SERVICE REQUIREMENTS

6. Premises Requirements
6.1 The Service Provider shall provide the following Grounds Maintenance Services at the following specified Premises only.

	Ref No:
	Name of Premises
	Service Description
	Service Requirements

	DSRGM024
	Subway, paths and steps leading from the Premises to Falmer Train Station


	Snow and ice clearance 
	The Service Provider shall note that snow and ice clearance services are to be provided in order to provide a safe route for students and staff to and from the station, even though Falmer train station sits outside of the University Premises boundary.

The Service Provider shall take preventative measures to maintain safe surfaces for pedestrians including monitoring weather forecasts, closing high risk steps, providing signage to safe routes, stockpiling grit, ice melt, tools, readying snow ploughs and equipment.

The Service Provider shall regularly treat Priority Areas with ice removal products and/or create a path clear of snow in order to reduce the risk of slips.

The Service Provider shall ensure that all snow removed is piled in an area where it does not create a hazard.

The Service Provider shall comply with the University's published Snow Clearance Procedure.

	DSRGM025
	Subway and  path leading from the Premises to Falmer Train Station


	Road Sweeping 
	The Service Provider shall sweep the pathway when required in order to keep the surfaces free of litter, mud and other debris. 

	DSRGM026
	Grass bank adjacent to the southern end of the subway leading to Falmer Train Station


	Grass cutting

Plant Maintenance
	The Service Provider shall be responsible for cutting all areas of lawn to a height of not more than 50mm, with clippings left on the grass to replace nutrients.

The Service Provider shall sow grass seed to any area where patch replacement is required and to ensure that any dips in levels are raised and repaired.  All areas of grass are to be weed and moss free.

The Service Provider shall be responsible for maintaining all plants and shall prune to a height and form which is aesthetically pleasing, safe and promotes the health and re-growth of the plant.

The Service Provider shall ensure all Planting areas are kept largely weed free. 

	DSRGM027
	Subway leading to Falmer Station


	Fly posting removal 
	The Service Provider shall keep the subway largely free of fly posters. 


7. Exclusions
7.1 The following services are excluded from the scope of the Grounds Maintenance Services:

7.1.1 Grounds Maintenance Services at Stanmer Court, with the exception of snow and ice clearance.

8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Grounds Maintenance Services:

8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. not used
10. Reporting
10.1 The Service Provider shall provide the following reports on a monthly basis:

10.1.1 all grounds maintenance activities undertaken during the previous month (included in the monthly management report).

Appendix 1
PRIORITY areas map


METHOD STATEMENT

GROUNDS MAINTENANCE SERVICES

Service Reference Number:  SSGM01
1. Service management
The Grounds Manager, reporting to the Estates Manager, will be responsible for the compliant, effective and efficient delivery of the Grounds Maintenance Service to ensure the University's strategic objectives are accounted for and that all works are coordinated around projects and development work in order to enhance the overall appearance of the campus.
2. service delivery staff
2.1 The Service Provider's staffing solution
2.1.1 The Service Provider will deliver the Grounds Maintenance Service via a dedicated campus-based grounds team as an integral part of the estates management team, as indicated in the organisation chart below.
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2.1.2 The grounds team will also make regular visits to off-campus Premises to undertake the 'gardening' service required.

2.1.3 During periods of reduced activity, such as during the winter, the grounds staff will be engaged in other duties to assist the site services staff such as waste clearance, portering and furniture moves.  Similarly, the site Services staff will assist the grounds team to provide a quick reactive response for short, labour intensive activities such as during gritting and snow clearance.

2.1.4 The grounds team will carry out daily visual checks of the campus, responding immediately to issues they are competent to deal with, and reporting any other issues to the Helpdesk for further action.  This will ensure minor problems are dealt with rapidly and major problems avoided through early intervention resulting in high levels of visual appearance at all times.

2.1.5 The Service Provider will make suggestions for service delivery improvements that may reduce costs without affecting the grounds quality such as increasing the frequency of grass cutting in certain areas as it is faster to cut a well maintained area.  The Service Provider will make recommendations for changing the campus layout which will provide long term savings, for example, converting an area of grass into a landscaped garden with low maintenance vegetation.

2.2 Approved Subcontractors to be used
The Service Provider will not be using subcontractors for this service other than specialist tree surgeons (arborist).

3. equipment, Premises, technology and systems
3.1 Equipment
3.1.1 The University will provide the Service Provider with a tractor, two snow plough attachments one Ritchie Yard Scraper, one Amazone Spreader, one Hako Variette and Sisis Brush but that the provision of all other equipment will be the Service Provider's responsibility.  However, the University will provide storage facilities for all plant and equipment the Service Provider requires on campus.  Based only on the brief visits to the campus, the Service Specification provided and experience of previous contracts, the Service Provider suggests the following equipment will be needed on site and will provide it subject to having made a detailed assessment during Mobilisation.
	Grass cutting
	Hand tools and equipment
	Vehicles

	· Triple ride on rotary mowers

· 36" pedestrian rotary ferris mowers

· Pedestrian 21'' rotary mowers x 2

· Strimmers, x 6
	· Hedge cutters, (short & long arm) x 8

· Weed control knapsacks x4

· Leaf billy goat(s)

· Back pack leaf blowers x 6

· Chainsaws

· Rakes, spades, shovels, brooms, forks, hoes and litter pickers
	· Electric vehicle & trailer

· Tipper trucks


3.1.2 The Service Provider will set up suitable chemical and fuel stores on campus in existing locations.  All equipment and machinery will be maintained in good condition by the Service Provider, including compliance with Applicable Laws and Regulations.  All Service Provider Personnel will be trained and competent in the use of the equipment and machinery and techniques required for the different species that will be encountered on the campus and informed of the local heritage.
3.2 Premises
The grounds team will require use of the existing office and mess room on campus as well as the equipment and materials storage facilities.

3.3 CAFM & PDAs
3.3.1 All regular tasks and activities will be scheduled and monitored to completion using the Maximo CAFM solution which will also be used to record and monitor all reactive works.  A full audit trail of jobs will be maintained, feeding into the performance measurement system reporting on a monthly basis.

3.3.2 The annual grounds maintenance programme will be reviewed quarterly to keep it aligned with any unusual seasonal changes with activities carefully scheduled to coordinate with special Events and minimise disruption to the campus population and neighbouring properties.

3.3.3 All grounds staff will be issued with PDA hand held devices on which to record work activity, report jobs and receive reactive work instructions linked in real time to Maximo.

4. processes and activities
4.1 Scope of services to deliver a compliant Grounds Maintenance Service
4.1.1 Biodiversity Plan [DSRGM001]
(a) The Service Provider will undertake all services with reference to the University Biodiversity Plan 2006.  The Estates Manager and Grounds Manager will be responsible for reviewing the plan and determining how it affects delivery of the Grounds Maintenance Service.  Where it does impinge, maintenance tasks and method statements will be modified accordingly so that operatives are aware of any specific requirements to comply with the plan.  Periodically the Grounds Manager will communicate contents of the plan to the operatives via toolbox talks to ensure they understand how their activities fit in with the plan.

(b) The Service Provider will assist the University in updating and amending the Biodiversity Plan as the University's needs change.

(c) The Service Provider will be required to exercise care during grounds maintenance activities in the orchid season so as to avoid damage to orchids which may be encountered anywhere on the grounds.

4.1.2 Grass cutting of lawns [DSRGM002]
(a) Mowers will be pre-set at the correct height of cut (i.e. 50mm), but in periods of drought the Service Provider recommends the grass is left slightly longer for greater protection against the heat. Grass cuttings will be left on the grass. Mowing techniques can be varied to suit the University's requirements for the grounds appearance.  The Grounds Maintenance Service will contribute to sustainability improvements for the University by making changes in the Service, for example by mulching grass instead of collecting it, the fertility is retained in the soil negating the use of bi-yearly fertilising.  Not only does this reduce the amount of chemicals used, it reduces the number of journeys to Waste Collection Points and discourages the proliferation of weeds like plantain and daisies.

(b) Where patch repair is needed, dips in level will be raised and overseeding of grass will be conducted in the spring or autumn. Grass can be sown in the summer but more attention to watering will be required.  For larger areas needing renovation germination mats can be installed to keep birds off and humidity levels high. To ensure lawns look their best moss levels will be controlled with an annual application of ferrous oxide usually contained within a fertiliser product.

(c) The key to safe mowing and strimming is to ensure the areas are free from debris and that pedestrians and vehicles are kept away from the areas either through the use of warning signs or closing off areas during operations.  Where possible, mowing and strimming will be carried out at times when pedestrian and vehicular traffic levels are lowest but, if this is not possible enclosed mowers will be used after a thorough stone pick has been undertaken, and strimmers with low revs and safety guards will be used.

4.1.3 Plant maintenance [DSRGM003]
(a) Pruning of shrubs will be carried out depending on each species individual needs whether this is via flail, hedge cutters or hand shears.

(b) Weeding will be undertaken manually working through beds hand pulling all non desired wild flowers.  This will be repeated 4-5 times from May to September or a non-hazardous suppressing chemical (such as Ronstar G) can be applied after the areas are cleared to minimise the manual work.

(c) In March and October each year the Service Provider will cut back hedgerows and overhanging trees or bushes to ensure pathways are kept clear.

(d) The Service Provider will suggest new ideas to improve the aesthetics of any areas of the grounds lacking colour or vigour and remove any dead or diseased shrubbery as soon as possible.  On request the Service Provider will provide the services of landscape designers to produce new schemes and have access to wholesale nurseries allowing supply and planting of any shrubs the University require.  Any planting will be carried out at the correct time of year and in line with good horticultural procedures.

4.1.4 Annual planting plan [DSRGM004]
Prior to the start of each academic year the Grounds Manager will agree an annual planting plan with the University including the provision of a plant list.
4.1.5 Tree and shrub planting [DSRGM005]
Having agreed the annual planting plan with the University the grounds team will carry it out.  The Service Provider will identify sources of supply for plants on the plant list with a preference to engage local suppliers wherever possible, subject to commercial considerations.
4.1.6 Unscheduled tree works [DSRGM006]
(a) Where an unscheduled request or requirement for tree felling is identified, for reasons such as safety, disease or development works, it will be logged in Maximo. The request will be forwarded to the University with supporting information for agreement and approval prior to the grounds team being instructed to undertake the works.

(b) As well as reacting to any reactive requests logged with the Helpdesk, the grounds team will undertake monthly visual inspections of the trees and report on any pruning needed to ensure safety, improve vehicle access, the effectiveness of external lighting or any other reason. The works will be logged in Maximo, prioritised and delivered accordingly.

4.1.7 Tree condition survey [DSRGM007]
(a) The Service Provider will engage a qualified arborist to undertake a detailed tree condition survey on the campus on a five (5) year rolling basis from the summer of 2015. All trees will be tagged, numbered, GPS location recorded and details logged in a register together with information including height, spread, age, diameter and health.

(b) The survey will document tree condition using a traffic light system to indicate the hazard rating of the tree as shown in the table below. It will be accompanied by a general commentary and recommendations with supporting information.

	Tree Hazard Rating
	Works Timeframe

	Red
	Urgent

	Amber
	Within 6 months to 1 year

	Green
	Re-assess after high winds or 2 years


(c) The tree condition survey will be updated annually as a result of works undertaken in the preceding year.
4.1.8 Diseased trees [DSRGM008]
Where the Service Provider, or any other campus users, identifies signs of diseased trees it will be recorded in Maximo and reported to the University. The Service Provider will instigate appropriate treatment where possible but felling will not be undertaken without approval of the University, as stated in section 4.1.6.
4.1.9 Planned tree works [DSRGM009]
Any necessary tree work identified in the tree condition survey will be logged in Maximo and undertaken within the required priority timescale.  The work will be carried out by trained operatives by using long reach saws or climbing.  All larger tree works will have to be priced on each job and will likely need approval from the BHCC Tree Officer.
4.1.10 Felled trees and pruned materials [DSRGM0010]
(a) In locations on campus approved by the University the Service Provider will set up habitat piles and composting areas allowing all suitable green waste to be recycled, not only further reducing the need to remove waste from site and the use of fertilisers, but also to provide study opportunities.

(b) All chipped bark will be recycled for use on woodland paths or beds to improve aesthetics, add nutrients back into the soil and help to suppress weeds.

(c) Diseased tree material will be removed from site for incineration.

4.1.11 Weed removal and control [DSRGM0011]
(a) In order to keep hard surfaces free of weeds, moss, lichen and general organic growth, the Service Provider will apply suitable chemical treatments. Where needed it will be applied outside normal working hours to avoid disruption to the campus.

(b) All chemical use will be in accordance with manufacturer's requirements and subject to normal risk assessments and COSHH compliance.  The use of artificial fertilisers, pesticides etc will be minimised in favour of environmentally friendlier alternatives as a direct output of Interserve's 'SustainAbilities' framework.

4.1.12 Watering of plants, trees and grass [DSRGM0012]
(a) Newly planted trees and shrubs will be watered manually at suitable frequencies depending on the weather and the species, with particular attention paid during the summer.  Trees will be fitted with underground guys allowing water to be poured directly to the roots to reduce evaporation.

(b) Established lawns and plants will not be watered unless required because of exceptionally hot weather and only with prior agreement from the University.

4.1.13 Snow and ice clearance [DSRGM0013]

(a) The grounds team will be the primary provider of the snow and ice clearance service which will be conducted to maintain safe surfaces for pedestrians, cyclists and vehicles to enable the University operations to continue as far as possible, subject to the severity of the weather. The grounds team will be the resource mobilised to carry out the works when required however, the Service Provider will mobilise other contract resources, such as porters, maintenance and security staff to assist if additional resources are necessary. At all times they will comply with the University's Snow Clearance Procedure.

(b) During the winter the Grounds Manager will monitor weather forecasts on a daily basis using various publicly available information such as the Met Office website and BBC local forecasts. Subject to agreement from the University, the Service Provider will subscribe to a professional forecasting service which will provide specific local details in terms of snow risks, temperature profile etc. This will provide the most timely, accurate and reliable information to the University on which to base any decisions concerning campus operations likely to be affected by the weather.  As a result of the weather forecasts the Service Provider will treat Priority Areas such as pathways, steps and building entrances with snow and ice clearance products to reduce the risk of slips and falls. Any snow cleared will be piled carefully in areas so as not to create a hazard. Staff will undertake the work with due regard for damage to any the University property or grounds.

(c) Outside of Normal Operating Hours, the Security Services staff will monitor weather forecasts and check actual weather conditions (including measuring and monitoring low temperatures) notifying the Grounds Manager if there is a likelihood the snow and ice clearing resources need to be mobilised. If this occurs and following guidelines agreed with the University, they will notify the University Contract Manager, using an agreed escalation process which the Service Provider will agree prior to the Services Commencement Date. They will agree an appropriate course of action which may include closing areas of high risk such as car parks and steps and providing temporary signage to alternative safe routes.  Any areas that may be in danger from falling ice or snow will be cordoned off with high visibility tape, bollards or signage.

(d) Prior to the winter the Service Provider will undertake pre-emptive activities such as stockpiling grit and other ice melt products, obtaining and stocking sufficient snow and ice clearance tools and servicing and preparing the snow ploughs for use.

4.1.14 Woodland paths and boundary walk [DSRGM0014]
The Service Provider will undertake quarterly inspections of the woodland paths and boundary walks identifying and reporting any maintenance works necessary. Simple tasks will be undertaken during the inspections, i.e. pruning and litter picking, and larger works will be logged in Maximo, prioritised and delivered accordingly.
4.1.15 Litter & leaf clearance [DSRGM0015]
(a) Leaf clearing will be a daily task during leaf fall and after high winds and will be organised with staff members having responsibility for particular areas.  The campus grounds will be cleared of fallen leaves by the end of December including accumulations at the edges of woodland. Car parks will be cleared of leaves on a daily basis by 08:30 hours, Monday to Friday.

(b) All leaves will be collected and taken to the compost areas to turn into organic compost.  The Service Provider will install composting bins in these areas to improve the efficiency and aesthetics of the process.

(c) The grounds team will carry out daily litter picks using approved grabbers and will ensure that external litter bins are emptied daily to prevent litter falling out and to promote their use.  The waste porters will also be tasked with litter picking as part of their duties and the Service Provider will expect all site staff to take a responsibility for litter by collecting and disposing of conspicuous items where encountered. All waste will be deposited at the designated University Waste Collection Points.

(d) All hazardous waste will be safely removed and disposed of by trained personnel in accordance with all health and safety requirements.  Depending on the nature of the waste the Service Provider may engage specialist subcontractors.

(e) All external ashtrays will be visually checked during the daily litter picks and emptied when full.

4.1.16 Road Sweeping [DSRGM0016]
When required the Service Provider will use the road sweeper provided by the University to keep the roadways clear of litter, mud and other debris. For pathways the Service Provider will use back pack blowers, spades and wheel barrows to keep them clear.
4.1.17 External escape routes [DSRGM0017]
The grounds team will undertake quarterly inspections of external fire escape routes to ensure they are safe, free of obstructions and kept clear of leaves, weeds and any other vegetation.
4.1.18 Ponds and moats [DSRGM0018]
(a) The grounds team will undertake daily inspections of the ponds and moats including feeding of fish where stocked. Simple tasks will be undertaken during the inspections (i.e. litter picking and debris removal), and larger works will be logged in Maximo, prioritised and delivered accordingly.

(b) Pond plants will be maintained according to the species requirements and seasonal conditions.  The growth of weeds and algae will be regularly monitored and cut back or removed should it become too prevalent.

4.1.19 Meadow management [DSRGM0019]
(a) The Service Provider will pay special attention to protecting the rich biodiversity on the campus, such as the valuable collections of elm, beech and oak woodland and rare orchids, by ensuring the grounds team are fully briefed on their locations, are able to identify them and trained to undertake maintenance activities on and around them using suitable methodologies.

(b) Meadow areas will be left to flourish, ensuring wild species such as orchids are allowed to grow, and will be cut back annually using large flail mowers brought in when required.

4.1.20 Off-campus Residences and Land [DSRGM0020]
(a) During Mobilisation the Service Provider will use Maximo to prepare a programme of planned grounds maintenance for the gardens and external areas of the Off-campus Residences and Land owned by the University to ensure they remain aesthetically pleasing.

(b) This will include grass cutting, pruning, weeding, clearance of footpaths and patios, tree maintenance and gutter clearance so as to promote a positive image of the University.

4.1.21 Unauthorised posters, leaflets, flyers and handbills [DSRGM0021]
During the daily litter picking activity the grounds operatives will be instructed to look out for instances of unauthorised posters, leaflets and flyers and remove them to waste. They will also be required to notify the Security Staff if they observe any unauthorised persons placing this material on site so that they can be approached by the Security Staff and discouraged from further similar activity. In the event of persistent activity, the Security Staff will attempt to contact the perpetrators and prevent future occurrences. If required they will liaise with the local authorities and the University's legal representatives to coordinate appropriate action.
4.1.22 Support to Biological Services [DSRGM0022]
On request, the grounds team will undertake grass cutting in the two field trials plots operated by the University
4.1.23 Provision of Christmas Trees [DSRGM0023]
(a) The Service Provider will provide, install and decorate the forty (40) foot and twelve (12) foot Christmas trees for Library Square and the Meeting House by the third week of November each year.  Due to the size of the larger tree this is a specialist activity and the preference is to engage the current provider on the grounds of experience.  Alternatively the Service Provider will source its own local supplier.

(b) The trees will be removed by the end of the first week of January.

4.1.24 Snow and Ice clearance (subway, path and steps to Falmer Station) [DSRGM0024]
The Service Provider will undertake snow and ice clearing activities for this location as part of the overall approach to snow and ice clearance as detailed in section 4.1.13.
4.1.25 Road Sweeping (subway, path and steps to Falmer Station) [DSRGM0025]
The Service Provider will undertake sweeping of pathways in this location as part of the overall approach to road sweeping as detailed in section 4.1.16.
4.1.26 Grass cutting, Plant Maintenance (Grass bank adjacent to the southern end of the subway leading to Falmer Train Station) [DSRSE0026]
The Service Provider will undertake grass cutting and plant maintenance in this location as part of the overall approach as detailed in sections 4.1.2 and 4.1.3.
4.1.27 Fly posting removal (Subway leading to Falmer Station) [DSRGM0027]
The Service Provider will keep the subway largely clear of unauthorised fly posting as part of the overall approach to poster, flyer and leaflet removal detailed in section 4.1.21.
4.2 Monitoring and auditing
4.2.1 The Service Provider must recognise the importance of grounds maintenance and the positive effect visually stimulating and well maintained grounds have on the campus users.  The Service Provider will put in place specific monitoring measures and procedures to ensure it performs to the standards the University requires.

4.2.2 The Grounds Manager will undertake all Service monitoring using a range of system-based and inspection-driven records developed as per both the performance measurement system and the quality management system.  The performance measurement process is linked to the service level requirements and the related service level requirements (SLRs). These SLRs will be managed via the CAFM system which will provide the data for the monthly performance report.

5. interaction with other in-scope services
5.1 The Grounds Maintenance Services will interact with the majority of the Services the Service Provider will be delivering as follows:
5.1.1 Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services
The Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services team will undertake maintenance of the plant and equipment storage facilities including power supplies, heating, lighting and hot and cold water supplies, including the provision of temporary supplies if required. They will assist with snow and ice clearance duties if necessary during Severe Weather and report any grounds maintenance issues they identify during their day to day activities.
5.1.2 Cleaning Sevices
The cleaning team will report any grounds maintenance issues they identify during their day to day activities.  They will also be responsible for ad hoc litter collection in the areas they operate.
5.1.3 Security Services
The security team will monitor weather forecasts, in particular overnight, and notify the Grounds Manager if snow and ice conditions are expected.  They will report any grounds maintenance issues they identify during their day to day activities and be responsible for ad hoc litter collection in the areas they operate.
5.1.4 Transport Services
The grounds maintenance team will liaise with the Transport Manager to ensure that all transport links, roadways, paths, cycle lanes, bus stops etc are maintained to a safe condition and kept clear of leaves, litter, general debris, ice and snow.
5.1.5 Health, Safety and Wellbeing Management Services and Statutory Compliance Services
(a) The QSHE team will provide advice and information on undertaking the grounds maintenance in accordance with Applicable Laws and Regulations, ensuring risk assessments and method statements are correct and in place.  They will undertake inspections of chemical and material storage areas to ensure compliance with COSHH regulations.

(b) The QSHE team will provide advice and support on the use of environmentally friendly products (such as peat alternatives and organic fertilisers).

5.1.6 Energy and Environmental Management Services
It will include liaison with the Energy Manager to ensure compliance with energy and utilities consumption reduction targets as part of the sustainability behavioural management programme.
5.1.7 Sports Grounds Services
The sports Grounds Maintenance Service will be an integral part of the overall Grounds Maintenance Service and delivered as a single Service.
5.1.8 Project Management Services
It will include liaison with the Project Managers to deliver any changes to the grounds necessary to facilitate projects on a temporary or permanent basis (such as access routes, re-planting and tree removal).
5.1.9 Portering Services
The Porters may be called upon from time to time to assist the grounds team with snow and ice clearance during periods of particularly Severe Weather.  They will also be responsible for ad hoc litter collection during their daily activities.
5.1.10 Helpdesk Services
It will include liaison with the Helpdesk service to coordinate planned and reactive Works Orders (as defined in the Helpdesk Services Specification) delivery against the annual grounds maintenance programme and in accordance with the reactive response and rectification priorities.  The Helpdesk will issue Works Orders to the operatives via their PDAs and monitor works progress via Maximo based on the real time communications received back from the PDAs.  Operatives will log Reactive Repair (as defined in the Helpdesk Services Specification) works they identify during their day to day activities with the Helpdesk.  The Helpdesk will advise the grounds team of any requirement to carry out noisy works at specific times so as to avoid conflicts with the University operations (such as during exam periods).
5.1.11 University Events Services
The grounds maintenance team will ensure any works are completed prior to scheduled Events so as to present the University grounds in the best possible condition.  Planned grounds maintenance activities will be coordinated around Events so as to avoid any conflict with or disruption to the Events.
6. interaction with catering and conferencing Service Provider
There will be very limited contact with the Catering and Conference Service Provider other than maintaining safe external access to their working areas and potential support for external events. The grounds maintenance team will liaise with the Catering and Conference Service Provider to ensure grounds maintenance activities are carried out in coordination with their events so as to present the grounds in the best possible way and avoid disruptive maintenance activities during events.
7. interaction with the University
The grounds team will interact with the University Client Function and all University directorates and schools as necessary to deliver the Service without disruption to the campus and to present the grounds in the best possible condition at all times. It will facilitate academic studies of the grounds by working with University schools that have specific interest in the flora and fauna and any clubs and societies to support their activities (such as student allotments). The best time to engage University students to study the grounds would be during the growing season when the flora and wildlife present will be at its most active.
SERVICE SPECIFICATION

Health, Safety and Wellbeing Management Services

Service Reference Number:  SSHSW01
1. Service Definitions
	"ACM"
	means asbestos containing materials;

	"Asbestos Management Plan"
	means a plan for the management of asbestos and asbestos containing material on the Premises;

	"Asbestos Register"
	means an electronic register containing details of ACM at the Premises;

	"CIEH"
	means the Chartered Institute of Environmental Health;

	"COSHH"
	means the Control of Substances Hazardous to Health Regulations 2002;

	"DSEAR"
	means the Dangerous Substance and Explosive Atmospheres Regulations 2002;

	"Emergency Response Team"
	has the meaning set out in Ref No. DSRHSW016 of paragraph 4 of the Health, Safety and Wellbeing Management Services Specification;

	"Fire and Workplace Risk Assessments"
	has the meaning set out in Ref No. DSRHSW006 of paragraph 4 of the Health, Safety and Wellbeing Management Services Specification;

	"Fire Safety Order"
	means the Regulatory Reform (Fire Safety) Order 2005;

	"Health and Safety Adviser"
	means a person who has the necessary qualifications to be a member of a recognised health and safety professional association, hold a NEBOSH diploma (or equivalent), and who can act as a "competent person" (as defined in Regulation 7(5) of the Management of Health and Safety at Work Regulations 1999, namely that he has sufficient training and experience or knowledge and other qualities to enable him properly to assist in undertaking the measures required). Any health and safety adviser is also to undertake continuing professional development activities;

	"Health and Safety Forward Plan"
	means a plan of the Service Provider's objectives for the Health, Safety and Wellbeing Management Services (developed in conjunction with the University) produced at the end of each academic year for the subsequent academic year. The plan shall be based on the findings of an audit and inspection of the Health, Safety and Wellbeing Management Services and the strategic goals of the University;

	"Health and Safety Laws"
	means all or any applicable law, common law, statute, subordinate legislation, regulation, code of practice or guidance, European law, directives, regulations, decisions of the European Court, by‑law, order, notice, instruction, demand, decree, injunction, decision, resolution or judgment applying from time to time, including any amendment or re-enactment of the same, and having the force of law which has as a purpose or effects the protection of the environment, health, safety (including fire safety) or welfare of any person;

	"Health and Safety Operations"
	means the health and safety operations of the University which encompass health and safety, fire safety, radiation protection, environmental safety and specialist security / licensing regimes;

	"Health, Safety and Wellbeing Management Services"
	means the health, safety and wellbeing services set out in the Health, Safety and Wellbeing Management Services specification;

	"Health, Safety and Wellbeing Management Services Specification"
	means the Health, Safety and Wellbeing Management Services specification set out in, and agreed in accordance with, Schedule 2 (Service Reference Number: SSHSW01);

	"Health, Safety and Wellbeing Policy"
	means the University's policy governing the management of health, safety and wellbeing of University students, staff and visitors;

	"IOSH"
	means Institution of Occupational Health and Safety;

	"LEV"
	means local exhaust ventilation;

	"Lost Time"
	means where an injured employee is unable to perform their normal duties as a result of an incident (including RIDDOR Reportable Incidents);

	"Minimum Service Days"
	means days on which the University is open for minimum services only, which are currently Maundy Thursday, Easter Tuesday and a period of 3 to 4 days between the closure of normal University operations for Christmas and the reopening after New Year. Specific dates for minimum service days are agreed by the University on an annual basis;

	"NEBOSH"
	means National Examination Board in Occupational Safety and Health;

	"Normal Operating Hours"
	means between the hours of 08:00 to 18.00, Monday to Friday, excluding public holidays and Minimum Service Days;

	"Outside of Normal Operating Hours"
	means between 18:00 – 08:00 hours Monday to Friday, all day Saturday and Sunday, including public holidays and Minimum Service Days;

	"PEEP"
	means a personal emergency evacuation plan;

	"Permits to Work"
	means permits to work issued to Service Provider Personnel and other Third Party Service Providers before specified work is undertaken at the Premises;

	"PPE"
	means personal protective equipment;

	"PSED"
	means the public sector equality duty, as further set out in section 149 of the Equality Act 2010;

	"RIDDOR Reportable Incidents"
	means those incidents reportable under the Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995, including a work related incident which has resulted in death or major injury to employees (and third parties at the workplace taken to hospital for treatment following an incident), physical injuries which prevent the employee attending work or performing their normal duties for more than seven days (not including the day of the injury but including holidays, days off and weekends), certain specified dangerous occurrences at work, specified work related diseases, or other such incidents which may become reportable incidents from time to time;

	"University Health and Safety Coordinator"
	means a health and safety coordinator, appointed (in writing) by a University head of school or director (as appropriate) to coordinate health and safety activities in his/her respective University school or directorate. The indicative list of duties of this role are set out in the University's Health, Safety and Wellbeing Policy;

	"USHA"
	means the University Safety and Health Association;

	"USSU"
	means the University of Sussex Students' Union;

	"Wellbeing"
	means the social, mental and physical needs of staff and students in the University are met and promoted in a climate of continuous improvement.


2. Objectives
2.1 The Service Provider shall manage and deliver the Health, Safety and Wellbeing Management Services to:

2.1.1 ensure the University manages health, safety and welfare in compliance with Applicable Laws and Regulations (particularly Health and Safety Laws);

2.1.2 ensure the University complies with the arrangements set out in the Health, Safety and Wellbeing Policy and associated policies;

2.1.3 ensure the University meets the standards of control and safety required by any Regulator (in particular the Home Office, the National Counter Terrorism Security Office, the Department for Environment, Food and Rural Affairs and any other regulatory body in relevant specialist areas); and

2.1.4 ensure the activities of the Service Provider and/or the actions of the Service Provider's Personnel do not cause the University to be non-compliant with Applicable Laws and Regulations (particularly Health and Safety Laws), the University's Health, Safety and Wellbeing Policy or any other policy.

3. Scope of Services
3.1 The Health, Safety and Wellbeing Management Services provided by the Service Provider shall include:

3.1.1 acting as the University's competent health and safety adviser on behalf of the University;

3.1.2 supporting the University in managing its Health and Safety Operations in accordance with the Health, Safety and Wellbeing Policy (and any associated policy and guidance approved by the University Council);

3.1.3 developing the Health and Safety Forward Plan in conjunction with the University;

3.1.4 undertaking Health, Safety and Wellbeing Management Services (as they pertain to the normal activities of the University) across the Premises in accordance with Health and Safety Laws; and

3.1.5 reporting to (and liaising with) the University regarding any health and safety matters which arise as a consequence of performing the Health, Safety and Wellbeing Management Services.

4. Detailed Service Requirements
	Ref No:
	Service Description
	Service Requirements

	DSRHSW001
	Provision of health, safety, wellbeing, advice and support
	The Service Provider shall provide a single, competent point of contact for the University, who shall have day to day responsibility for managing the Health, Safety and Wellbeing Management Services. The University shall agree this appointment.

The Service Provider will develop an annual Health and Safety Forward Plan (in conjunction with the University).

The Service Provider shall provide an annual report to the University's Health and Safety Committee on its performance in relation to its objectives (and any other health and safety parameters requested by the University).

Each University Health and Safety Coordinator shall be provided with contact details for a Health and Safety Adviser.

A Health and Safety Adviser appointed by the Service Provider and agreed by the University shall be on-site at the Premises at all times during Normal Operating Hours and shall respond to any health and safety emergencies and urgent requests for support.

The Service Provider shall provide the Health and Safety Advisers with a health and safety information resource system such as a Barbour index or equivalent.

For all science-related risks and safety advice, the Service Provider shall ensure they have access to Health and Safety Advisers with the necessary knowledge and experience to be able to advise on complex science-related risks.

	DSRHSW002
	Compliance with Health and Safety Laws
	The Service Provider shall (upon request by the University) provide advice on all matters relating to Health and Safety Laws in relation to the Premises and the University's operations.

The Service Provider shall identify to the University any non-compliance with Health and Safety Laws and notify the University in writing of the potential implications of not implementing any recommendations or advice given to the University.

The Service Provider shall advise and support the University staff, students and other service providers to work safely in a safe environment.

The Service Provider shall undertake suitable and sufficient risk assessments of all hazards associated with the University and its operations which create significant risk and review these at least annually or when otherwise necessary. Thereafter, the Service Provider will manage these significant risks, including risks related to the following areas:

· work on or near ACM;

· manual handling operations;

· noise at work;

· the work of new and expectant mothers;

· use or exposure to dangerous / harmful substances (including radiation);

· use of PPE;

· work at height;

· work-related stress;

· work with display screen equipment;

· young persons at work;

· fire safety;

· PEEPs;

· first aid provision; and

· working in confined spaces.

	DSRHSW003
	Health and safety monitoring and incident investigations
	The Service Provider shall be responsible for sourcing, implementing and managing a web-based system to record and monitor health and safety incidents which are to be self reported. This information shall be accessible to the University Contract Manager and the University's Insurance Officer.

The Service Provider will report serious incidents (such as RIDDOR Reportable Incidents) to the University immediately.

The Service Provider shall assist the University to investigate all serious incidents (including RIDDOR Reportable Incidents), dangerous occurrences, incidents where an injury has resulted in Lost Time and cases of work-related ill-health.

The Service Provider shall assist the University in the investigation of all serious incidents by liaising with the University, and/or appropriate Regulators (including HSE and the Environment Agency) and East Sussex Fire and Rescue Service.  The Service Provider shall assist the University in disseminating any recommendations arising from such investigations.

The Service Provider shall review any University school and directorate's health and safety policies and forward plans, and report on their annual performance in relation to planned objectives and other health and safety parameters set by the University. 

	DSRHSW004
	RIDDOR Reporting 
	The Service Provider shall report all RIDDOR Reportable Incidents and/or diseases involving Service Provider Personnel (including Approved Subcontractors) or arising from its activities to the HSE, as well as to the University Contract Manager and Insurance Officer.

The Service Provider shall assist the University with preparation of reporting RIDDOR Reportable Incidents that have occurred to University staff, students and visitors or other service providers.

	DSRHSW005
	Service Providers health and safety risk management 
	The Service Provider shall ensure that all of its activities with significant health and safety risks are risk assessed, recorded and have, so far as is reasonably practicable, risk control systems in place.

Where the Service Provider's activities generate risks to University staff, students and third parties, the risk assessments and risk control measures shall be communicated to the University.

The Service Provider shall be responsible for ensuring that all health and safety risk assessments, method statements and safe systems of work, for which it has responsibility/control, are kept up-to-date with regard to the Health, Safety and Wellbeing Management Services.

The Service Provider shall keep a record of all risk assessments and safe systems of work. These should be retained for a time period as in line with the University's records management guidance.

	DSRHSW006
	Compliance with fire safety standards and legislation 
	The Service Provider shall provide fire safety advice through "competent persons" (as defined in Article 13(4) of the Fire Safety Order) at all of the Premises.

As required under the Fire Safety Order, the Service Provider shall produce fire and workplace risk assessments ("Fire and Workplace Risk Assessments") and fire safety plans and undertake subsequent reviews.

The Service Provider shall be responsible for updating Fire and Workplace Risk Assessments as necessary in respect of both the University and Service Provider's obligations in response to any changes to the Premises, and particularly following large space planning displacements, creation of new buildings and/or refurbishments. The Service Provider shall ensure that the University has immediate access to these documents on request.

The Service Provider shall rectify any non-conformity identified by the Fire and Workplace Risk Assessments as they relate to the areas of the Premises.

The Service Provider shall support the University to liaise with East Sussex Fire and Rescue on matters of fire safety and emergency response.

	DSRHSW007
	Supporting Health and Safety Coordinators and attending local Health and Safety Committee meetings
	The Service Provider shall:

· host meetings for the University Health and Safety Coordinators once per term;

· provide the University Health and Safety Coordinators with:

· updates on changes to Applicable Laws and Regulations, policy and guidance;

· health and safety news and events; and

· special training events;

· provide a Health and Safety Adviser to attend any University school's and directorate's Health and Safety Committee meetings and deliver a health and safety report (if requested to do so).

	DSRHSW008
	Provide corporate assurance on the management of health and safety operations 
	The Service Provider shall be required to do the following:

· attend the University Health and Safety Committee meetings and any sub-committee meetings;

· present a report to the University Health and Safety Committee on health and safety and fire safety incidents, incident trends and training statistics;

· present a report on the health and safety performance of University schools and directorates;

· answer any questions members of the University Health and Safety Committee have in respect of the presented information; and

· present an annual report of the Health and Safety Operations at the University. The report shall include the degree of achievement of the planned objectives identified in the Service Provider's forward plan using the University's 2012 report as a guide. 

	DSRHSW009
	Health and Safety Training
	The Service Provider shall assist the University in identifying any training needs of University staff, students and the USSU and provide relevant training (to be agreed with the University). Typical training may include:

· Asbestos Awareness training– on request;

· Biological Safety training – on request;

· Display Screen Equipment (DSE) Assessors – twice per annum ;

· Fire Warden training – three times per annum;

· Fire Marshal training – twice per annum;

· Emergency First Aid at Work training – three times per annum;

· First Aid at Work training – as required;

· First Aid at Work refresher training – as required;

· Fire Extinguisher training – twice per annum;

· CIEH Food Hygiene training – three times per annum;

· general fire safety and emergency evacuation training (e-learning);

· general Health & Safety (e-learning);

· Health and Safety Workplace Inspections training – twice per annum;

· IOSH Managing Safely training – six times per annum;

· IOSH Working Safely training – six times per annum;

· Working at Height (including "Ladder Safety") training – twice per annum;

· Managing Fieldwork Safety – on request;

· Managing Student Placement Safety – on request;

· Manual Handling Safety – three times per annum;

· PEEP training – twice per annum;

· Practical Manual Handling – three times per annum;

· Practical Manual Handling refresher training – three times per annum;

· Radiation Safety for Laboratory Workers – twice per annum;

· Risk Assessment training – three times per annum;

· Health and Safety Coordinator's duties – on request;

· Stress Awareness;

· Stress Awareness for Managers; and

· Stress Risk Assessment – twice per annum.

The Service Provider shall keep detailed records of all training delivered (including numbers trained) and these will be available to the University Contract Manager. A training records database should be made available to University Contract Manager and records should be retained for a time period in line the University's records management guidance (or as otherwise required by Applicable Laws and Regulations).

The Service Provider shall recover the costs of the certificates and training manuals associated with the IOSH Managing Safely course, the IOSH Working Safely course and the CIEH Food Hygiene Course from the relevant University school or directorate of the course attendees.

The Service Provider shall also recover the costs for any non-attendance from the relevant University school or directorate.

	DSRHSW010
	Specialist health, safety and wellbeing support and advice
	The Service Provider shall provide specialist risk, health and safety advice and support, including for (but not limited to) the following specialist areas:

· work placement;

· UK and overseas travel;

· Events;

· Open Days;

· construction;

· Premises or building change of use;

· food safety issues;

· field working (both in the UK and overseas);

· interviewing or completing questionnaires with volatile groups;

· lone working activities;

· engineering hazards, including:

· engineering workshops;

· automotive  workshops;

· thermodynamic fluids workshops;

· engine test-bed (including jet engines); and

· electrical/electronic laboratories;

· workshop equipment hazards, including:

· hand tools;

· portable power tools;

· machine tools;

· heat processes, including:

· foundry processes;

· welding;

· cutting;

· brazing; and

· kilns;

· woodworking machinery;

· lifting equipment;

· pressure systems and compressors; and

· electrical equipment.

	DSRHSW011
	ACM works
	The Service Provider shall undertake all tasks necessary for the University to discharge its obligations under the Control of Asbestos Regulations 2012 (including any amendments and associated approved codes of practice), including the publishing and maintenance of a comprehensive Asbestos Register, and associated risk analysis, of all areas within all Premises, identifying those which:

· are presumed by the Service Provider or the University to contain asbestos;

· are concluded by the Service Provider or University to contain asbestos;

· are concluded by the Service Provider or the University to not contain asbestos; and

· are presumed by the Service Provider or the University to not contain asbestos (however, if in any doubt, asbestos shall be presumed as present).

The Service Provider shall produce and maintain an Asbestos Management Plan and manage work on or near ACM by a Permits to Work system.

	DSRHSW012
	Permit to Work system
	The Service Provider shall be responsible for issuing and managing all Permits to Work (including hot works permits) required under Applicable Laws and Regulations.

The Service Provider shall manage and agree all third party consents as part of this process before commencing the Health, Safety and Wellbeing Management Services.

For the avoidance of doubt, all Permits to Work are to be supported by full risk assessments and method statements for undertaking the work and must be issued and cancelled by competent persons.

The Service Provider shall ensure that it provides sufficient notice to any University staff in areas where any Approved Subcontractors are to be working to allow high risk areas to be made safe for Approved Subcontractors.

	DSRHSW013
	Health and Safety communication
	The Service Provider shall:

· ensure that the  information for University staff, students and visitors presented on the University's health, safety and wellbeing webpages is relevant, accurate and up to date, providing appropriate updates for the system either directly or via a nominated lead person for the university;

· provide regular health, safety and wellbeing updates for the Health and Safety Coordinators, normally by email;

· produce a monthly "Health, Safety and Wellbeing Bulletin" (or other appropriate regular update for University staff and students as agreed with the University) for display on the University's website and disseminated to Health and Safety Coordinators; and

· communicate to the University details of any new or revised Health, Safety and Wellbeing Policies or processes that are relevant to the University and provide appropriate guidance to any relevant persons (as directed by the University).  

	DSRHSW014
	Equalities Act 2010 and PSED
	The Service Provider shall provide advice on health and safety matters as they relate to those with special needs, the Equalities Act 2010 and/or the PSED.

The Service Provider shall liaise with the University in respect of requests for ergonomic and special needs equipment and shall provide a liaison and advice service for all works surrounding special needs.

	DSRHSW015
	First aid
	The Service Provider shall ensure that a sufficient number of Service Provider Personnel and University personnel are trained in first aid (in accordance with the Health and Safety (First-Aid) Regulations 1981) to cover the Premises during Normal Operating Hours.

The Service Provider shall keep a record of all University and Service Provider Personnel with a certificate of competence in first aid at work and notify these persons when refresher training is due.

The Service Provider shall be responsible for maintaining centrally provided first aid kits and first aid rooms.

The Service Provider shall ensure that Outside of Normal Operating Hours, security staff are trained first aiders and will provide an Outside of Normal Operating Hours' first aid service to the University.

	DSRHSW016
	Support and advice to the Emergency Response Team
	The Service Provider shall provide support and  advice to the University's emergency response team (the "Emergency Response Team"), including:

· recruitment of Emergency Response Team members from Service Provider Personnel and University personnel;

· maintenance of any specialised first aid and evacuation equipment;

· provision of radio communication equipment;

· specialised training in advance life saving techniques including oxygen therapy, use of defibrillators; and

· maintenance of the emergency response vehicle.

The Service Provider shall report to the University the names of University staff who are acting as Emergency Response Team members in order for the University to make payments of a stipend.

	DSRHSW017
	Health and safety inspections and audit  
	The Service Provider shall undertake health and safety inspections of the Premises, services and the business/academic operations of the University and its service providers in collaboration with the Health and Safety Coordinators and trade union safety representatives.  The Service Provider shall report on the outcomes of the inspections to the University.

The Service Provider shall carry out periodic health and safety audits of University schools and directorates and report on performance to the University.

The Service Provider shall have its Health and Safety management system audited.  The Service Provider shall submit health and safety audit reports of its operations to the University.

The Service Provider shall review audit reports provided to the University by Third Party Service Providers or other third parties.

	DSRHSW018
	Occupational Health
	The Service Provider shall liaise with the University's Occupational Health Provider in response to specific requests from the University and during investigations of work related ill health incidents. 

	DSRHSW019
	USHA
	The Service Provider apply to join the USHA as an affiliate member and, if admitted, shall pay the applicable membership fees. 

	DSRHSW020
	External Reporting
	The Service Provider shall assist and support the University with any external health and safety reporting requirements. 

	DSRHSW021
	Regulators
	The Service Provider shall assist and support the University in meeting with the Regulators when they visit the Premises and shall coordinate the provision of such the information as the Regulator requires.

	DSRHSW022
	Incident Response and Reporting
	The Service Provider shall provide an incident response and reporting telephone number which will be answered by Service Provider Personnel during both Normal Operating Hours and Outside of Normal Operating Hours and made available to all staff, students and visitors. In the event of a serious incident or emergency situation, campus users will be advised to call this number.

The Service Provider shall report all incidents they attend and ensure that a Health and Safety Adviser investigates and follows up all serious incidents and other incidents as appropriate. Any incident and investigation reports shall be made available to the University Contract Manager and Insurance Officer. Serious incidents should be reported to the University Contract Manager and Insurance Officer immediately.

The Service Provider shall record all unscheduled fire alarm activations and their cause, and report these to the University Contract Manager.


5. Additional Health, Safety and Wellbeing Management Service Requirements for the Residential Estate
	Ref No:
	Service Description
	Service Requirements

	DSRHSW023
	Removal of banned items
	The Service Provider shall remove, from any part of the residences including student rooms, items that have been banned by the University's Health and Safety Committee, including:

· portable radiant electric fires;

· gas and liquid fuel heaters;

· 3-way electric adaptors;

· chip pans;

· candles;

· incense, shisha pipes and joss sticks; and

· flammable materials (such as petrol, paraffin, methylated spirits and camping gas).

When any banned item has been removed, the Service Provider shall leave a card informing the student resident that an item has been removed and providing them with a contact name and number.

The Service Provider shall report to the University when any banned items have been found and removed.

The Service Provider shall retain banned items for a minimum period of ten (10) Working Days before either returning items to the student resident (on the instructions of the University) or disposing of the items via a recycling centre or charity shop.

Any revenue obtained from disposed items should be donated to charity. 

	DSRHSW024
	Training
	The Service Provider shall provide health and safety training to all staff working at residences as part of their induction and for Student Resident Assistants.


PREMISES SPECIFIC SERVICE REQUIREMENTS

6. Premises Requirements
6.1 The Service Provider shall provide the following Health, Safety and Wellbeing Management Services at the following specified premises only:

	Ref No:
	Name of Premises
	Service Description
	Service Requirements

	DSRHSW025
	Teaching and Research Laboratory Buildings
	Specialist advice relating to hazardous substances health and safety in teaching and research laboratories  
	The Service Provider shall be responsible for providing specialist hazardous substance risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations and, in particular, Health and Safety Laws and assisting with emergencies, including:

· hazardous chemical, compressed and liquefied gases safety, storage and disposal;

· COSHH requirements;

· DSEAR requirements;

· REACH requirements;

· interpretation of SDS;

· risk assessments;

· decontamination;

· spillage;

· disposal;

· licensing of dangerous drugs, drug precursors, chemical weapons, ozone depleting substances, explosives;

· laboratory/facility design;

· LEV (fume cupboards, microbiological safety cabinets and dust capture devices) performance and operation;

· security;

· emergency response;

· accident investigation;

· safety equipment;

· PPE; and

· laboratory inspections and remedial measures.

	DSRHSW026
	Teaching and Research Laboratory Buildings
	Specialist advice relating to non-ionising radiation health and safety in teaching and research laboratories  
	The Service Provider will be responsible for providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:

· UV, visible and IR light sources, Laser categories 1-4;

· other electromagnetic radiation; radio, microwave;

· magnetic fields or nuclear magnetic resonance;

· emergency response;

· accident investigation;

· safety equipment;

· PPE; and

· laboratory inspections and remedial measures.

	DSRHSW027
	Teaching and Research Laboratory Buildings and the New Ancillary Unit  
	Specialist advice relating to research animals and biological agents 
	The Service Provider will be responsible for providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:

· providing advice on the safe use of biological agents and the contained use of genetically modified organisms;

· advising on risk assessed activities involving the use of genetically modified organisms and liaising with the HSE with respect to classified projects;

· advising on emergency procedures involving biological agents and genetically modified organisms;

· advising on safe biological/animal facility design and specialised equipment installation;

· liaising with Regulators (such as HSE and Counter Terrorism Security Advisers) as required;

· providing safety advice and guidance pertaining to animals used in research and teaching;

· notifying work to the HSE;

· waste inactivation and disposal;

· decontamination and fumigation;

· emergency response;

· accident investigation;

· safety equipment;

· PPE;

· LEV (fume cupboards, microbiological safety cabinets and dust capture devices) performance and operation; and

· laboratory inspections and remedial measures.

	DSRHSW028
	Teaching and Research Laboratory Buildings
	Specialist advice relating to ionising radiations protection in teaching and research laboratories  
	The Service Provider will be responsible for providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations and in particular, Health and Safety Laws, and assisting with emergencies, including:

· providing advice on radiation protection matters;

· assisting with implementing University policy and developing any local rules;

· providing radiation protection training;

· responding to emergencies involving radioactive materials and investigating incidents;

· liaising with external radiation protection advisors;

· liaising with Regulators (such as the Environment Agency, HSE and Counter Terrorism Security Advisers);

· providing support for regulatory visits;

· supporting the University to achieve  compliance with permits and authorisations;

· inspections;

· waste recording and retention of waste/disposal records to demonstrate compliance with permits;

· maintaining equipment (e.g. calibration of radiation monitors);

· maintaining sealed source registers and ensuring regular leak testing of sealed sources is conducted;

· assisting the University to risk assess activities involving radioactive substances;

· managing the authorisation of persons permitted to work with radioactive substances;

· retaining and monitoring dosimetry records and reporting excessive doses to the University; and

· radiation laboratory commissioning and de-commissioning advice and coordination.


7. Exclusions
7.1 The following services are excluded from the scope of the Health, Safety and Wellbeing Management Services:

7.1.1 reporting of RIDDOR Reportable Incidents involving University staff, students, visitors and other Third Party Service Providers.

8. Added Value
8.1 The Service Provider shall carry out the following "value added" services as part of the Health, Safety and Wellbeing Management Services:

8.1.1 [Redacted in accordance with the Freedom of Information Act 2000]
9. Service Provider Personnel
9.1 The Service Provider shall ensure that all staff delivering Health, Safety and Wellbeing Services to the University are competent and hold health and safety qualifications recognised by the University.

9.2 For science/radiation related Services, the Service Provider shall ensure they have access to Health and Safety Advisers with the relevant knowledge and experience to be able to advise on complex science-related risks. The science/radiation Health and Safety Adviser may need an enhanced security check.

10. Reporting
10.1 The Service Provider shall provide the following reports:

10.1.1 a serious incident report on an ad-hoc basis;

10.1.2 on a monthly basis:
(a) activity reports;

(b) details of fire activations (including scheduled evacuation performance and unscheduled fire activation numbers and causes);

(c) training statistics;

(d) incident statistics;

(e) incident investigation reports;

(f) all inspection reports; and

(g) all audit reports.
10.1.3 on an annual basis:
(a) the Health, Safety and Wellbeing Forward Plan and progress report;

(b) a progress report on University school's and directorate's objectives set in their Health and Safety Forward Plan;

(c) the health and safety annual report; and

(d) the University schools and directorate's annual return summary.

METHOD STATEMENT

HEALTH, SAFETY WELLBEING MANAGEMENT SERVICES

Service Reference Number:  SSHSW01

1. Service management
The QSHE and Compliance Manager will be responsible for the management of the Health, Safety and Wellbeing Management Service. They will be a chartered member of IOSH and a member of the Service Provider's senior management team reporting to the Partnership Manager.
2. service delivery staff
2.1 The Service Provider's staffing solution
2.1.1 Led by the QSHE and Compliance Manager, the on-site Health, Safety and Wellbeing Management Service team shown below will establish a robust regime of health and safety compliance across every activity the Service Provider undertakes on this contract. All three positions will be full time appointments.
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2.1.2 The two QSHE Advisors will be focal points for fire and quality/environmental related subject matters. For instance one will lead on fire safety standards, while the other will lead on quality management and environmental services. The Service Provider's QSHE and Compliance Manager will act as the Radiological Protection Officer (see below). Each will have experience and qualifications pertinent to their relevant sphere of expertise and the Service Provider will provide internal and external training to address any skills gaps in their specialism.

2.1.3 The team will have a wide range of quality, health, safety and environmental skills and will be able to provide advice and support to the University and the Service Provider's management team on a wide range of QSHE related issues across the broad range of the activities on campus.

2.1.4 The team will also have access to Interserve's corporate team of QSHE specialists. This will be particularly important where there is a requirement for an independent third party auditing function.
2.1.5 Radiation Protection Officer as part of the QSHE team

(a) Given the specialist nature of some of the laboratories that the University operate under Biosafety Containment Level 3 and level 2, where unsealed radioactive sources are used and where sealed radioactive sources are present, it is essential that one of the onsite QSHE team is a specialist in this area.

(b) Interserve's experience with working for DEFRA has demonstrated that it is essential to have on site expertise that understand the Applicable Laws and Regulations in this complex area, therefore the Service Provider's nominated QSHE and Compliance Manager will have an appropriate background that will enable them to support the University in this specialist area providing advice and operational support as necessary.
2.1.6 Off-site support
Interserve's Regional QSHE Advisor will be able to support on-site Service Provider Personnel for expertise and additional resource as required. This will provide flexible resourcing of the H&S team with expert off-site support.
2.1.7 Interserve's competence to deliver the health, safety and well-being requirements
(a) Interserve has an excellent health and safety record as recognised by the Royal Society for the Prevention of Accidents (RoSPA) at its annual Occupational Health and Safety Awards. RoSPA recognises commitment to accident and ill health prevention and is open to businesses and organisations of all types and sizes from across the UK and overseas. The scheme not only looks at accident records, but also entrants' overarching health and safety management systems, including practices such as leadership and workforce involvement. As such it is a strong indictment of an organisation's competence and ability to manage a robust health and safety system.

(b) At its most recent award ceremony the Interserve Group, achieved eight gold medals, seventeen gold awards, four silver awards, including received a prestigious President's Award and was commended in the National Defence Sector. This is testament to the competence of Interserve's operational health and safety teams and the central support team. This achievement is not a one-off as Interserve has to date received over 100 RoSPA Awards and five sector awards in the past five years and many more before that.

(c) Following the recent award ceremony David Rawlins, RoSPA's Awards Manager, said: 'RoSPA firmly believes that organisations that demonstrate commitment to continuous improvement in accident and ill health prevention deserve recognition. Interserve has shown that it is committed to striving for such continuous improvement and we are delighted to honour it through the presentation of an award.'
2.2 Roles and responsibilities
2.2.1 A description of each of the roles outlined above is included below:
(a) QSHE and Compliance Manager – The Service Provider's QSHE and Compliance Manager will be the University's single point of contact for the provision of health, safety, wellbeing advice and support. They will also act in the capacity of Radiation Protection Officer. In addition they will lead on business continuity and emergency response services.
2.2.2 A profile for the role is provided below:
(a) NEBOSH qualification Occupational Safety and Health;

(b) Chartered Membership of the Institute of Occupational Safety and Health (CMIOSH);

(c) good knowledge and skills in relation to ISO9001, ISO14001& OHSAS18001;

(d) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(e) hold a full current driving licence and/or have access to a form of transport to enable the duties of the post holder to be carried out in full; and

(f) have the ability to understand and work effectively and have excellent interpersonal and communication skills.
2.2.3 QSHE Advisor – The Service Provider's QSHE Advisors will have a wide range of quality, health, safety and environmental skills and will be able to provide advice and support to the University and its Health and Safety Coordinators, including attendance at meetings, conducting inspections and audits etc.
2.2.4 Profiles for the two QSHE Advisor roles are provided below:
(a) QSHE Advisor (Fire)

(i) NEBOSH qualification in Fire Safety and Risk Management;

(ii) NEBOSH qualification Occupational Safety and Health;

(iii) Chartered Membership of the Institute of Occupational Safety and Health (CMIOSH);

(iv) good knowledge and skills in relation to ISO9001, ISO14001& OHSAS18001;

(v) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(vi) hold a full current driving licence and/or have access to a form of transport to enable the duties of the post holder to be carried out in full; and

(vii) have the ability to understand and work effectively and have excellent interpersonal and communication skills.
(b) QSHE Advisor (Quality and Environment)

(i) NEBOSH qualification Occupational Safety and Health;

(ii) Environmental Management, Quality and/or Assurance qualifications and memberships;

(iii) good knowledge and skills in relation to ISO9001, ISO14001& OHSAS18001;

(iv) Chartered Membership of the Institute of Occupational Safety and Health (CMIOSH);

(v) good IT skills (good working knowledge of Microsoft Word, Excel and Outlook);

(vi) hold a full current driving licence and/or have access to a form of transport to enable the duties of the post holder to be carried out in full; and
(vii) have the ability to understand and work effectively and have excellent interpersonal and communication skills.
2.3 Approved Subcontractors to be used
The Service Provider will self deliver all Health, Safety and Wellbeing Management Services.

3. equipment, premises, technology and systems
3.1 Office accommodation
From the Services Commencement Date the Service Provider will use the temporary accommodation within Mantell House.  Once the office accommodation has been rationalised it is expected that the Service Provider's QSHE team will be co-located with its management team on the 4th floor of Bramber House.

3.2 Meeting room space
There is a considerable requirement to provide health and safety training and the Service Provider will need access to meeting room space to undertake the training of the Service Provider Personnel and the University staff as necessary. This will include access to AV equipment and other training aids.

3.3 H&S incident reporting system
Within six (6) months of the Services Commencement Date Interserve will introduce its corporate accident / incident web based tracking system that records all minor and RIDDOR reportable accidents in order to capture and record all accidents and incidents. This system not only allows Interserve's corporate QSHE department to collect statistics instantly from all over the business but it also allows individual sites to access data remotely with great ease, including client teams.

3.4 Emergency response team equipment
The Service Provider has assumed that all existing emergency response team equipment and vehicles will transfer at the Services Commencement Date. The Service Provider will maintain all transferred equipment in line with good practice guidelines, including specialised first aid and evacuation equipment, radio communication equipment and the emergency response vehicle.

3.5 ISO and OHSAS accreditation
Interserve will establish ISO9001, OHSAS18001 and ISO14001 systems to achieve accreditation for the LLP operations during Year one of the Agreement. It will provide surety of quality of services, health and safety and waste processes at the University through rigorous external validation.

3.6 Online safety information systems
The Service Provider's on-site QSHE team will have access to an online health and safety resource systems including Barbour Index, RoSPA and British Safety Council.

3.7 Electronic database for risk assessments
The Service Provider will conduct risk assessments for all tasks and COSHH-controlled materials utilising Interserve's electronic database that enables risk and COSHH assessments to be completed via an iPad at the location, which significantly reduces the time taken to produce an assessment.

4. processes and activities
4.1 Scope of services to deliver a compliant Health, Safety and Wellbeing Management Service
4.1.1 Provision of health, safety, wellbeing advice and support [DSRHSW001]
(a) The QSHE and Compliance Manager will be the University's single point of contact for the provision of health, safety, wellbeing advice and support and will be a chartered member of the IOSH. As with all the Service Provider's senior management team positions, preferred candidates will be introduced to the University at a second stage interview to elicit feedback on the candidates.

(b) From the Services Commencement Date, Interserve will undertake a comprehensive audit and inspection of the site and the various health, safety and well-being processes and will include the findings/recommendations in a report which they will discuss with the University. This report will form the basis of an annual Health and Safety Forward Plan, together with the University's objectives and strategic goals, which the Service Provider will jointly develop with the University.  This process will be repeated at the end of each academic year with a new plan jointly developed for the next year.

(c) As a separate exercise the Service Provider will prepare an annual report for the University Health and Safety Committee, on health, safety and wellbeing performance, specifically reporting against the actions outlined in the annual Health and Safety Forward Plan at the end of each academic year. This cycle of audit/inspection, joint development and annual reporting will continue throughout the life of the Agreement.

(d) In addition the Service Provider will review the University school's and directorate's health and safety 'forward plans' and report on their annual performance in relation to planned objectives and other health and safety parameters set by the University. A key part of the Service Provider's review will be to confirm the University schools and directorates have met their obligations set out in the plan.

(e) There are a number of University Health and Safety Coordinators and they will need to liaise with the Service Provider's QSHE Advisors. Prior to the Services Commencement Date the Service Provider will ensure all the University's Health and Safety Coordinators have the contact details of its full QSHE Team so that they can contact the respective individuals where the Service Provider needs to respond to health and safety emergencies and urgent requests for support.

(f) The Service Provider's on-site QSHE Team will be available to provide advice on all quality, health, safety and environmental matters and will have access to an online health and safety resource systems including Barbour Index, RoSPA and British Safety Council. Where their skills do not cover particular areas of expertise, they will have access to the wider Interserve QSHE team (including external specialists) for specialist advice and support including training.
4.1.2 Compliance with Applicable Laws and Regulations [DSRHSW002]
(a) The Service Provider will manage the Health, Safety and Wellbeing Management Services as part of an accredited, integrated business management system to PAS99. This incorporates quality management to ISO 9001, health and safety management to BS OHSAS 18001 and environmental management to ISO 14001, in line with the University's health, safety and well-being policy.

(b) During Mobilisation, Interserve will establish bespoke site working files and forms which will ensure full compliance with Applicable Laws and Regulations (particularly Health and Safety Laws) and the University standards. The Service Provider's QSHE Team will be available to provide advice on all matters relating to Applicable Laws and Regulations. As part of this advice service the QSHE Team will notify the University in writing of the potential implications of not implementing any recommendations of any advice being provided.
(c) The Service Provider will advise and support the University staff, students and contractors to work safely in a safe environment on request, including supporting the University to risk assess and manage risks in a range of standard risk areas, including manual handling and noise at work.
4.1.3 Health and safety monitoring and incident management [DSRHSW003]
(a) From the Services Commencement Date Interserve will introduce its corporate accident / incident web based tracking system that records all minor and RIDDOR reportable accidents on the University contract in order to capture and record all accidents and incidents. This system not only allows Interserve's corporate QSHE department to collect statistics instantly from all over the business but it also allows individual sites to access data remotely with great ease, including client teams.

(b) The Service Provider will report all serious incidents (e.g. RIDDOR reportable Incidents) to the University immediately and will assist the University to investigate all serious incidents, dangerous occurrences, incidents where an injury has resulted in Lost Time and cases of work-related ill–health.

(c) Where the investigation necessitates liaison with Regulators (including the HSE, Environment Agency, East Sussex Fire and Rescue Service), the Service Provider will fully support the University in these discussions.

(d) Clearly there are lessons to be learnt from most accidents and the Service Provider will support the University with disseminating any recommendations arising from such investigations.
CATS – "Changing Attitudes Towards Safety"

(e) CATS is a safety behavioural programme implemented by Interserve as an observational scheme, where both safe and unsafe acts are observed, reported and discussed in an attempt to understand and improve employees, contractors and other third parties attitudes towards safety at work.

(f) The CATS scheme does not replace the need for formal safety inspections but it is used to reinforce the safety process and allow managers, supervisors and staff to address both unsafe acts and conditions which encourages positive behaviour and in turn result in the elimination of incidents, accidents and near misses. The system also allows a proactive approach to reward and promote good work practices and commitment to safety at work.

(g) This initiative will be introduced as a concept by the Service Provider's QSHE team at the University Health and Safety Committee with the intention for its introduction on the contract. By actively engaging and implementing CATS, it will help to prevent injuries to all Service Provider Personnel who work on all Interserve sites.

(h) In addition the Service Provider will provide a dashboard reporting tool to enable trends to be identified and communicated. This has proven very effective for the company and has prevented over 30,000 accidents with the resultant reduction in insurance premiums and the cost of claims of approximately £3 million per annum.
4.1.4 RIDDOR reporting [DSRHSW004]
(a) Interserve has tried and tested procedures in place for the reporting of RIDDOR Reportable Incidents to the HSE and will implement these during Mobilisation. All serious incidents (e.g. RIDDOR Reportable Incidents) will be reported to the University Contract Manager and Insurance Officer immediately including those involving the Service Provider Personnel in the performance of the service requirements.

(b) It is noted that the reporting of RIDDOR Reportable Incidents involving University staff, students and visitors is excluded from the Service Provider's Service requirement, however Service Provider Personnel will assist University staff to prepare these reports.
4.1.5 Service Provider's health and safety risk management [DSRHSW005]
(a) The Service Provider will conduct risk assessments for all tasks and COSHH-controlled materials to identify inherent hazards and associated risk factors and prepare safe systems of work for how to eliminate or control them.  To do this the Service Provider will utilise its electronic database that enables risk and COSHH assessments to be completed via an iPad at the location, which significantly reduces the time taken to produce an assessment. This will include all 'business as usual' Services (such as such as Building Maintenance Services, Cleaning Services, Portering Services, Security Services, Grounds Maintenance) as well as special Events (as defined in the University Events Services Specification including by way of example summer balls, leavers' days, joiners' days).

(b) In the case of complex operations, these assessments will generally lead to the formulation of method statements for all activities considered to high or medium risk. In these statements, the execution of each task will be broken down into logical sequential stages and safety aspects at each stage considered so that the task can be conducted at low risk to the health and safety of those involved.

(c) Where the Service Provider's activities generate risks to University staff, students and third parties in the University, full details of risk assessments and the risk control measures will be communicated to the University.

(d) For overseas trips the Service Provider's QSHE team will assist the University school or directorate in the compilation the respective risk assessment.
4.1.6 Compliance with fire safety standards and legislation [DSRHSW006]
(a) The Service Provider will appoint one of the QSHE Advisors to the role of Fire Officer for the contract dependent on their background and experience.  They will have a formal NEBOSHfFire qualification and act in the "competent person" capacity (as defined in Article 13(4) of the Fire Safety Order and will be responsible for Fire and Workplace Risk Assessments and safety plans including subsequent reviews.

(b) The role will include the maintenance of all fire safety documentation which will be available to the University on request. This will include responsibility for updating Fire and Workplace Risk Assessments as defined by the Fire Safety Order (as necessary), for both the University's and the Service Provider's own obligations in response to any changes to the campus buildings, particularly following large space planning displacements, new buildings and refurbishments.

(c) Other elements of the role will be to rectify any non-conformances identified by the Fire and Workplace Risk Assessments as they relate to the areas of the campus and providing support to the University in liaison with East Sussex Fire and Rescue on matters of fire safety and emergency response.
4.1.7 Supporting Health and Safety Coordinators and attending Local Health and Safety Committee meetings [DSRHSW007]
(a) During Mobilisation the Service Provider will make contact with each Health and Safety Coordinator and establish a protocol of responsibilities between the parties, which will detail how the relationship will work. They will also set up a timetable of health and safety meetings (one per term) which the Service Provider will host.

(b) Each meeting will cover a standard agenda which will include updates on changes to Applicable Laws and Regulations, policy and guidance, health and safety news and events and special training events.

(c) In addition to these periodic meetings the Service Provider will provide a Health and Safety Advisor to attend any ad-hoc University school and directorate Health and Safety Committee meetings and deliver a health and safety report where they are requested to do so.
4.1.8 Provide corporate assurance on the management of Health and Safety Operations [DSRHSW008]
(a) The Service Provider's QSHE and Compliance Manager will attend all University Health and Safety Committee meetings and any sub-committee meetings and will present a report to the on all health and safety and fire related incidents, incident trends and training statistics including the health and safety performance of the University schools and directorates, answering any questions on the reported information. The report will be provided three days in advance of the meeting.

(b) In addition the QSHE and Compliance Manager will produce an annual report of health and safety operations which will include the degree of achievement of the planned objectives identified in Health and Safety Forward Plan in line with the format of the University's 2012 report.
4.1.9 Health and safety training [DSRHSW009]
(a) The Service Provider's QSHE team will assist the University in identifying any training needs of University staff, student and the Student Union and provide the training listed below (which will be agreed with the University during Mobilisation).

(b) The Service Provider will be able to provide the majority of training with its on-site team, augmented by Interserve's corporate resources and externally for some training courses (these are shown below - where there is no comment the training will be provided by the Service Provider).
(i) Asbestos Awareness – on request;

(ii) Biological Safety – on request;

(iii) Display Screen Equipment (DSE) Assessors – twice per annum;

(iv) Fire Warden Training – three times per annum;
(v) Fire Marshal Training - twice per annum;

(vi) Emergency First Aid at Work Training - three times per annum;

(vii) First Aid at Work Training – as required;

(viii) First Aid at Work Refresher Training – as required (this will need to be outsourced)i;

(ix) Fire Extinguisher Training – twice per annum;

(x) CIEH Food Hygiene- three times per annum;

(xi) General fire safety and emergency evacuation training (e-learning);

(xii) General Health & Safety (e-learning);

(xiii) Health and Safety Workplace Inspections – twice per annum;

(xiv) IOSH Managing Safely- six times per annum (Interserve are able to do this using Interserve's corporate team at a reduced cost);

(xv) IOSH Working Safely- six times per annum;

(xvi) Working at Height (including "Ladder Safety") – twice per annum (Interserve are accredited by IOSH to do this using Interserve's corporate team);

(xvii) Managing fieldwork safety – on request;

(xviii) Managing student placement safety – on request;

(xix) Manual Handling Safety – three times per annum;

(xx) PEEP - twice per annum;

(xxi) Practical Manual Handling – three times per annum;

(xxii) Practical Manual Handling Refresher– three times per annum;

(xxiii) Radiation Safety for Laboratory Workers – twice per annum (this will need to be outsourced);

(xxiv) Risk Assessment – three times per annum;

(xxv) Health and Safety Coordinator's duties – on request;

(xxvi) Stress Awareness (e-learning) (Interserve are able to do this using Interserve's corporate team);

(xxvii) Stress Awareness for managers (e-learning) (Interserve are able to do this using Interserve's corporate team); and

(xxviii) Stress Risk Assessment – twice per annum (Interserve are able to do this using Interserve's corporate team).
(c) The Service Provider will keep detailed records of all training delivered (including numbers trained) and these will be available to the University Contract Manager. This information will be captured on a training records database which will be made available to the University Contract Manager.
(d) For information all training that the Service Provider is able to provide with its on-site team is included within its base charge fee and additional payment will only be sought where the Service Provider has to engage external parties.

(e) The Service Provider confirms that it will recover the cost of certificates and training manuals associated with the IOSH Managing Safely course, the IOSH Working Safely course and the CIEH Food Hygiene Course from the relevant University school or directorate of the course attendees. They will also recover the costs for any non-attendance from the relevant University school or directorate.
4.1.10 Training frequency
The University's aspiration to improve the frequency of training and increase the number of University staff undertaking the training is noted. To achieve this goal the Service Provider will proactively advertise the full range of training on offer and work with the University's Health and Safety Coordinators to identify suitable candidates for both initial and refresher training.
4.1.11 Specialist health, safety and wellbeing support and advice [DSRHSW0010]
(a) During Mobilisation Interserve will scope the range of skills that will be required in the Service Provider's on-site QSHE Team so that they can provide the range of specialist advice required. This will include specialist risk, health and safety advice and support, including for the following specialist areas:
(i) Work Placement;

(ii) UK and Overseas Travel;

(iii) Events;

(iv) Open Days;

(v) construction;

(vi) Premises change of use;

(vii) food safety issues;

(viii) field working both in the UK and Overseas;

(ix) interviewing or completing questionnaires with volatile groups;

(x) lone working activities;

(xi) engineering hazards, including:
(1) engineering workshops;

(2) automotive workshops;

(3) thermodynamic fluids workshops;

(4) engine test-bed (including jet engines); and

(5) electrical/electronic laboratories;
(xii) workshop equipment hazards, including:
(1) hand tools;

(2) portable power tools;

(3) machine tools;

(4) heat processes, including:
(xiii) foundry processes;

(xiv) welding;

(xv) cutting;

(xvi) brazing;
(xvii) kilns;

(xviii) woodworking machinery;

(xix) lifting equipment;

(xx) pressure systems and compressors; and

(xxi) electrical equipment.
(b) The on-site QSHE Team will also have access to Interserve's corporate team of QSHE specialists for any specialist advice that is not available within the local team.
4.1.12 ACM Works [DSRHSW0011]
(a) The Service Provider fully understands its obligations as duty holder under the Control of Asbestos Regulations 2012 and associated documents and will ensure that it continues to manage these responsibilities on behalf of the University.  As part of this responsibility the Service Provider will:
(i) take reasonable steps to find out if there are materials containing and if so, its amount, where it is and what condition it is in;

(ii) presume materials are ACM unless there is strong evidence that they do not;

(iii) create and keep up-to-date a record of the location and condition of the ACM (or materials which are presumed to contain asbestos);

(iv) assess the risk of anyone being exposed to fibres from the materials identified;

(v) prepare a plan that sets out in detail how the risks from these materials will be managed;

(vi) take the necessary steps to put the plan into action;

(vii) periodically review and monitor the plan and arrangements so that the plan remains relevant and up-to-date; and

(viii) provide information on the location and condition of the materials to anyone who is liable to work on or disturb them.
(b) Once documented on the CAFM system, any Works Orders raised by the Helpdesk (as both defined in the Helpdesk Services Specification) which involve work to these areas will automatically be printed on the work docket to alert the operative of the potential risks involved and appropriate method statements that need to be followed.

(c) In line with the pricing matrix, the management of the asbestos systems is included within the base charge, however any subsequent works arising would be fully recoverable.
4.1.13 In-house capability for the removal of asbestos
(a) Interserve operates its own asbestos services business – Interserve Environmental Services (IES).

(b) IES offers cost effective solutions to suit individual client needs and deliver them to the highest standards of safety, service and quality. They have a wealth of over 30 years experience to meet these needs across all market sectors, both private and public.  Their comprehensive range of services is available with all work carried out by directly employed, experienced and fully trained operatives strictly in accordance with all current approved codes of practice and legislation.

(c) The Control of Asbestos Regulations 2012 places a number of legal requirements on employers or the duty holder of a contract or tenancy.  To meet these requirements IES offers a comprehensive service for the identification, recording and reporting of asbestos occurrences in the workplace.  A range of surveys can be undertaken in accordance with the HSE's guide "HSG264 - Asbestos: The survey guide" to establish the type, level and condition of asbestos.  IES offers two different types of survey: management surveys and refurbishment and demolition surveys which can be carried out by directly employed, fully qualified, highly trained surveyors.

(d) IES provides a safe and efficient service to carry out environmental cleans, encapsulation, re-insulation, removal and disposal of asbestos contaminated materials. It holds an asbestos removal licence, together with an asbestos carriers licence, and works closely with the HSE to ensure the safe removal of contaminated materials from site.

(e) All asbestos removal operatives hold an ARCA passport, providing confidence that IES continues to maintain the highest standards in accordance with HSE guidance and current legislation. With vast experience in the removal of asbestos across a wide range of market sectors including commercial, food and drink, local authority, nuclear, petrochemicals, power and retail, they are capable of undertaking any size of project anywhere in the UK.

(f) Utilising their knowledge and understanding IES can also provide basic or comprehensive asbestos awareness training to reduce the health risk to client employees, maintenance operatives and any person who could potentially disturb asbestos containing materials.
4.1.14 Permit to work system [DSRHSW0012]
(a) Permits to Work, "Hot Works" and electrical shutdowns / isolation processes will be implemented by Interserve during Mobilisation as part of the integrated QSHE system.

(b) All Permits to Work will be operated and controlled by a fully qualified and competent Service Provider Authorised Person ("AP") and Service Provider Personnel will not be permitted to carry out any works without first obtaining a Permit to Work.  Permits to Work will only be issued by the AP to a "competent person" who has the necessary skills and expertise required to undertake work on the required equipment / installations in a safe manner (by prior competence based approval).  All Permits to Work will be supported by full risk assessments and method statements for undertaking the work.
(c) The Service Provider will coordinate all activities to ensure there is no compromise where two or more persons or groups are working in an area concurrently, particularly where the responsibility for the area transfers from one to another.  The Service Provider will ensure that it provides sufficient notice to any the University staff in areas where their staff or any Approved Subcontractors are to be working to allow high risk areas to be made safe in advance.
4.1.15 Health and safety communication [DSRHSW0013]
(a) The Service Provider fully supports the need for strong communication with campus users on health, safety and well being matters and at the Services Commencement Date it will agree a protocol for communicating which will include the University website, notice boards and the production of a monthly bulletin.

(b) Periodically the Service Provider will review and update the University health, safety and wellbeing website and email it to the Health and Safety Coordinators to ensure that any new information is promulgated as widely as possible.

(c) On a monthly basis the Service Provider will produce a "Health, Safety and Wellbeing Bulletin" (or other media agreed with the University) for display on the website and again disseminate this by email to Health and Safety Coordinators.
4.1.16 Equalities Act 2010 and the PSED [DSRHSW0014]
A key strand of the advice that the Service Provider's QSHE team will provide concerns the Equalities Act 2010 and the PSED to ensure that those with special needs are not discriminated against.  The Service Provider will liaise with the University in respect of requests for ergonomic and special needs equipment and shall provide a liaison and advice service for all works surrounding special needs.
4.1.17 Improvement in campus accessibility for disabled persons
The Service Provider will take a pro-active approach (with full consultation with the University) on identifying opportunities for investment that need to be made to improve the campus buildings for use of those with disabilities, and to comply with the PSED. The Service Provider's estates team will be responsible for pulling together the Forward Maintenance Programme and agreeing a programme of Works for the forthcoming year with the University (both as defined in the Building Fabric, Mechanical and Electrical and Infrastructure Maintenance Services Specification). The Service Provider will ensure that Works involving DDA compliance are given a high profile in these Works programmes.
4.1.18 First Aid [DSRHSW0015]
(a) The Service Provider fully appreciates the need to provide an adequate number of trained first aiders on campus, both within its own workforce and among the University staff and will ensure that all staff undergo a minimum level of first aid induction. In addition the Service Provider's full time Service Provider Personnel involved in a first aid provision (housekeepers, Residential Porters and Security Staff) will be first aid trained with refresher courses every three (3) years. In addition the Service Provider's out of hours Security Staff will be available to provide first aid if necessary.

(b) As part of their operational role the Service Provider's Cleaning Services and Portering Services teams will carry out regular checks on the first aid kits and rooms to ensure adequate levels are available, restocking as necessary, and that the facilities are clean and ready for use.
(c) In addition the Service Provider will provide specialist training in advance life saving techniques including oxygen therapy, use of defibrillators to the emergency response team.
4.1.19 Support and advice to the Emergency Response Team [DSRHSW0016]
(a) The Service Provider's QSHE and Compliance Manager will be tasked with the management of the Emergency Response Teams, which will include members of both Service Provider Personnel and the University personnel, and will provide support and advice to the team as necessary.  Indeed an initial task at the Services Commencement Date will be to review the existing team and recruit new members if necessary.

(b) As part of these responsibilities the Service Provider will report the names of the University staff who are acting as University Emergency Response team members in order for the University to make payments of a stipend.

(c) The Service Provider will maintain all specialised first aid and evacuation equipment, including radio communication equipment and have assumed that the existing equipment will be transferred at the Services Commencement Date. This will include the University's emergency response vehicle.
4.1.20 Health and safety inspections and audit [DSRHSW0017]
(a) At the Services Commencement Date the Service Provider will set out a programme of health and safety inspections and audits to ensure that all Premises, services and the business/academic operations are audited over a one year period.  All inspections and audits will be carried out in collaboration with the Health and Safety Coordinators and trade union safety representatives and the Service Provider will report on the outcomes of the inspections/audits to the University Health and Safety Committee.

(b) The audit programme will include health and safety audits of the Service Provider's own operations and to the University schools and directorates and the Service Provider will report separately to the University on these. In addition the Service Provider will review audit reports provided by Third Party Service Providers or other third parties by the University.
4.1.21 Occupational health [DSRHSW0018]
The Service Provider's QSHE team will liaise with the University's Occupational Health provider in response to specific requests from the University, including any investigations of work related ill health incidents.
4.1.22 USHA [DSRHSW0019]
After the Services Commencement Date and during the first year of the Agreement the Service Provider will apply to join the USHA as an affiliate member and if admitted will pay the membership fees.
4.1.23 External reporting [DSRHSW0020]
The Service Provider's QSHE Team will assist and support the University with its external reporting requirements. After the Services Commencement Date and within the first 3 months of the Agreement the Service Provider will engage with the University in order to understand the extent of these requirements more fully.
4.1.24 Regulators [DSRHSW0021]
The Service Provider's QSHE and Compliance Manager will assist and support the University in meeting with the Regulators when they visit the University and will coordinate the provision of the information the Regulator requires. After the  Services Commencement Date the Service Provider will establish the extent of this requirement including the frequency of visits and the extent of the information that is likely to be required.
4.1.25 Incident response and reporting [DSRHSW0022]
(a) The Service Provider has assumed that the University's existing 3333 security number will transfer from the Services Commencement Date and will be routed to the Service Provider's 24-hour Security Control Room to ensure the emergency call is responded to both day and night. This number is already known to the existing University staff, students and visitors and its transfer will be good for continuity.

(b) Dependent on the importance of the call, the Service Provider's security team will contact the emergency services, wait for the emergency services to come onto campus and guide them directly to the place of the incident.

(c) The Service Provider will log and report all incidents that it attends and ensure that a Health and Safety Advisor investigates and follows up all serious incidents and other incidents as appropriate. All incident and investigation reports will be made available to the University Contract Manager and Insurance Officer, while serious incidents will be reported to the University Contract Manager and Insurance Officer immediately.

(d) The Service Provider will record all unscheduled fire alarm activations and their cause, and report these to the University Contract Manager.
4.1.26 Removal of banned items [DSRHSW0023]
(a) Service Provider Personnel that enter the residences, including student rooms, will be vigilant for any items banned by the University's Health and Safety Committee, including portable radiant electric fires, gas and liquid fuel heaters, 3-way electric adaptors, chip pans, candles, incense, shisha pipes, joss sticks and flammable materials (such as petrol, paraffin, methylated spirits and camping gas).

(b) If they see any of these items they will alert the appropriate Zone Supervisor who will remove the banned item and leave a card informing the student/s that an item has been removed and providing them with a contact name and number. The Service Provider will notify the University when any banned items have been found and removed.

(c) The Service Provider will hold the banned items removed for a minimum period of ten (10) Working Days before handing items back to the student on the instructions of the University or disposing of the items via a recycling centre or charity shop. Any revenue obtained from disposal will be donated to charity.
4.1.27 Training [DSRHSW0024]
The Service Provider will provide health and safety training to all staff working in the residences as part of their induction. This training will include fire safety, health and wellbeing awareness etc as well as identifying banned items outlined above. This training will also be made available for the University's Student Resident Assistants.

4.2 Teaching and research laboratory buildings
4.2.1 Specialist advice relating to hazardous substances health and safety in teaching and research laboratories [DSRHSW0025]
(a) The Service Provider's QSHE Team will have a wide range of quality, health, safety and environmental skills and will be able to provide advice and support to the University and the Service Provider's management team on a wide range of QSHE related issues across the broad range of the University activities on campus.

(b) One of the Service Provider's QSHE Advisors will be nominated to take the lead on providing specialist hazardous substance risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:
(i) hazardous chemical, compressed and liquefied gases safety, storage and disposal;

(ii) COSHH requirements;

(iii) DSEAR requirements;

(iv) REACH requirements;

(v) Interpretation of SDSs;

(vi) risk assessments;

(vii) decontamination;

(viii) spillage;

(ix) disposal;

(x) licensing of dangerous drugs, drug precursors, chemical weapons, ozone depleting substances, explosives;

(xi) laboratory/facility design;

(xii) LEV (fume cupboard, microbiological safety cabinets and dust capture devices) performance and operation;

(xiii) security;

(xiv) emergency response;

(xv) accident investigation;

(xvi) safety equipment;

(xvii) PPE; and

(xviii) laboratory inspections and remedial measures.
4.2.2 Specialist advice relating to non-ionising radiation health and safety in teaching and research laboratories [DSRHSW0026]
The QSHE & Compliance Manager will be nominated to take the lead on providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:
(a) UV, visible and IR light sources, Laser categories 1-4;

(b) other electromagnetic radiation (radio, microwave);

(c) magnetic fields or NMR;

(d) emergency response;

(e) accident investigation;

(f) safety equipment;

(g) PPE; and

(h) laboratory inspections and remedial measures.
4.2.3 Specialist advice relating to research animals and biological agents [DSRHSW0027]
One of the Service Provider's QSHE Advisors will be nominated to take the lead on providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:
(a) providing advice on the safe use of biological agents and the contained use of genetically modified organisms;

(b) advising on risk assessed activities involving the use of genetically modified organisms and liaising with the HSE with respect to classified projects;

(c) advising on emergency procedures involving biological agents and genetically modified organisms;

(d) advising on safe biological/animal facility design and specialised equipment installation;

(e) liaising with Regulators (such as the HSE and Counter Terrorism Security Advisors) as required;

(f) providing safety advice and guidance pertaining to animals used in research and teaching;

(g) notifying work to the HSE;

(h) waste inactivation and disposal;

(i) decontamination and fumigation;

(j) emergency response;

(k) accident investigation;

(l) safety equipment;

(m) PPE; and

(n) laboratory inspections and remedial measures.
4.2.4 Specialist advice relating to ionising radiations protection in teaching and research laboratories [DSRHSW0028]
The QSHE & Compliance Manager will be nominated to take the lead on providing specialist risk/safety advice, supporting the University to achieve compliance with Applicable Laws and Regulations, and assisting with emergencies, including:
(a) providing advice on radiation protection matters;

(b) assisting with implementing University policy and developing any local rules;

(c) providing radiation protection training;

(d) responding to emergencies involving radioactive materials and investigating incidents;

(e) liaising with external radiation protection advisors;

(f) liaising with Regulators (such as the Environment Agency, HSE and Counter Terrorism Security Advisors);

(g) providing support for regulatory visits;

(h) supporting the University to achieve compliance with permits and authorisations;

(i) inspections;

(j) waste recording and retention of waste/disposal records to demonstrate compliance with permits;

(k) maintaining equipment (e.g. calibration of radiation monitors);

(l) maintaining sealed source registers and ensuring regular leak testing of sealed sources is conducted;

(m) assisting the University to risk assess activities involving radioactive substances;

(n) managing the authorisation of persons permitted to work with radioactive substances;

(o) retaining and monitoring dosimetry records and reporting excessive doses to the University; and

(p) Radiation laboratory commissioning and de-commissioning advice and coordination.
4.3 Monitoring and auditing
4.3.1 The Service Provider will undertake all performance monitoring, of the health, safety and well-being service using a range of system-based and inspection-driven records developed as per the performance measurement system and the quality management system.  The performance measurement process is linked to the service level requirements and the related service level requirements (SLRs). These SLRs will be managed via the CAFM system which will provide the data for the monthly performance report.

4.3.2 If a serious incident occurs one of the Service Provider's QSHE Team will provide a report to the University, while on a periodic basis they will report details of the following:
	On a monthly basis
	On an annual basis

	Activity reports
	The Service Provider's health and safety forward plan and progress report

	Details of fire activations (including scheduled evacuation performance and unscheduled fire activation numbers and causes
	A progress report on University school and directorate's objectives set in their health and safety forward plan

	Training statistics
	The health and safety annual report

	Incident statistics
	University school's and directorate's annual return summary

	Incident investigation reports
	

	All inspection reports
	

	All audit reports
	


5. interaction with other in-scope services
5.1 The Service Provider's QSHE Team will interact across all the Services to ensure good levels of health, safety and wellbeing within the organisation. The Service Provider will conduct risk assessments for all tasks and COSHH-controlled materials to identify inherent hazards and associated risk factors and prepare safe systems of work for how to eliminate or control them.  This will include all 'business as usual' services (such as Building Maintenance Services, Cleaning Services, Portering Services, Security Services, Grounds Maintenance) as well as special Events (including summer balls, leavers' days, joiners' days). The QSHE Team will also work with the other managers to assist with the formulation of method statements for all activities considered to high or medium-risk.

5.2 They will also have an internal training role within the team to both induct new staff and provide refresher training on an ongoing basis.
6. interaction with catering and conferencing Service Provider
6.1 Interserve is very experienced in applying a Food Safety Management System, Policies, Procedures and Standards, and is corporately accredited to BS 22000. Indeed Interserve has developed its own "Assured Safe Catering Manual". The manual sets out the standards and procedures that must be addressed to ensure that the catering premises are fully compliant in meeting the legal requirements regarding food safety and hygiene.

6.2 Interserve's corporate Food Safety Manager will be available to support the University in any matter relating to the catering provider's facilities, policies, processes and systems.
7. interaction with the University
The Service Provider's QSHE Team has a dual role of managing a robust regime of health and safety compliance across every activity the Service Provider undertakes on this contract coupled with an advisory and support role to the University including the University schools and directorates. The second part of this role requires interacting with a number of University parties which are outlined below.

7.1 Single point of contact
The Service Provider's QSHE and Compliance Manager will be the University's single point of contact for the provision of health, safety, wellbeing advice and support.
7.2 Annual reporting to the University Health and Safety Committee
The Service Provider will prepare an annual report for the University Health and Safety Committee, on health, safety and wellbeing performance, specifically reporting against the actions outlined in the annual Health and Safety Forward Plan at the end of each academic year. This cycle of audit/inspection, joint development and annual reporting will continue throughout the Term.

7.3 Review of Schools' and Directorates' Annual Plan
Annually the Service Provider will review each University school's and directorate's health and safety 'forward plans' and report on their annual performance in relation to planned objectives and other health and safety parameters set by the University.

7.4 Health & Safety Coordinator liaison
7.4.1 There are a number of the University Health and Safety Coordinators and they will need to liaise with the Service Provider's QSHE Advisors. From the Services Commencement Date the Service Provider will ensure all the Health and Safety Coordinators have the contact details of the full Service Provider QSHE Team so that they can contact the respective individuals in the team where the Service Provider needs to respond to health and safety emergencies and urgent requests for support.

7.4.2 From the Services Commencement Date the Service Provider will make contact with each Health and Safety Coordinator and set up a timetable of health and safety meetings (one per term) which the Service Provider will host.

7.4.3 Each meeting will cover a standard agenda which will include updates on changes to Applicable Laws and Regulations, policy and guidance, health and safety news and events and special training events.
7.5 Ad-hoc School and Directorate Health and Safety Committee meetings

In addition to these periodic meetings the Service Provider will provide a Health and Safety Advisor to attend any ad-hoc University school and directorate Health and Safety Committee meetings and deliver a health and safety report where they are requested to do so.

7.6 University Health and Safety Committee meetings
The Service Provider's QSHE and Compliance Manager will attend all University Health and Safety Committee meetings and any sub-committee meetings and will present a report to the on incidents, incident trends and training statistics including the health and safety performance of the University schools and directorates, answering any questions on the reported information. The report will be provided three days in advance of the meeting.

7.7 Training analysis and provision
The Service Provider's onsite QSHE Team will assist the University in identifying any training needs and provide a range of health, safety and wellbeing training as required (which will be agreed with the University during Mobilisation).

7.8 Emergency Response Team
The Service Provider's QSHE and Compliance Manager will be tasked with the management of the Emergency Response Team, which will include members of both Service Provider Personnel and the University personnel, and will provide support and advice to the team as necessary.

7.9 Health and safety inspections
7.9.1 From the Services Commencement Date the Service Provider will set out a programme of health and safety inspections and audits to ensure that all Premises, services and the business/academic operations are audited over an annual period.  All inspections and audits will be carried out in collaboration with the Health and Safety Coordinators and trade union safety representatives and the Service Provider will report on the outcomes of the inspections/audits to the University Health and Safety Committee.

7.9.2 The audit programme will include health and safety audits of the University schools and directorates and the Service Provider will report separately to the University on these. In addition the Service Provider will review audit reports provided by Third Party Service Providers.
7.10 Meeting interaction
The table below shows the Service Provider's proposals for a meeting structure.

	Frequency
	Information for Discussion
	the University representative
	Interserve Representative

	Ad-hoc (daily/weekly etc)
	Ad-hoc advice and support

RIDDOR Reportable Incidents

Sub-H&S Committee meetings
	The University staff, including University Schools, directorates and other University bodies
	The QSHE Team as appropriate

	Once per term
	Local Health and Safety Committee matters

School or directorate Health and Safety Committee
	Health & Safety Coordinator and others committee members as appropriate


	QSHE Advisor

	Monthly 
	Contract Review :
Monthly management report – QSHE performance, service level requirements, QA etc
	Director of Estate Services

Director of Health & Safety


	Partnership Manager

QSHE and Compliance Manager

	Six Monthly
	Innovation Forum:
Report on innovation identified and implemented
	Director of Residential, Sport and Trading Services

Director of Estate Services

Interested parties (volunteers)
	Partnership Manager

QSHE and Compliance Manager

Interested parties (volunteers)

	Annual
	HS&W Strategic Review:
Review of strategic goals and annual report
	University Health & Safety Committee
	Partnership Manager

QSHE & Compliance Manager
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