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Employer’s Requirements 

1. Introduction

Lydiard House is a Grade 1 listed building set in Lydiard Park. Its history goes back 500 years. The property was sold to Swindon Borough Council in 1943. More of the history of the House can be found at the Lydiard Park website: www.lydiardpark.org.uk
The work required under this contract relates to external repairs at Lydiard House. These mainly comprise repairs to the masonry, render, leadwork and windows. It includes repainting of previously painted surfaces.
There are four areas of work included in this contract:
1. Paint removal, render repairs, masonry repairs, leadwork repairs, woodwork repairs and redecoration to the north courtyard elevations
2. Masonry repairs and redecoration to the south west and south east elevations

3. Masonry works, lime washing and redecoration to the rear elevations
4. Painting and minor woodwork repairs to former stable block 

Given the work is being carried out to a Grade 1 listed building all paint and repair sealants etc will be supplied by Swindon Borough Council this is due to certain materials having been specified by the Council’s Conservation team. 
2. Mid-Tender Presentation

Potential tenderers will be invited to a presentation and site visit during the tender period. This will comprise of a presentation from the Project Manager highlighting the objectives of the project and key aspects of contract and the Contractor selection process. There will be an opportunity to ask questions. The presentation slides and a record of the questions asked and answers provided will be made available to all tenderers. 
Please see Section 1 of the Invitation to Tender (ITT) documentation for more information and dates. 

3. Documents Provided by the Contractor/Sub-Contractors

The Contractor should obtain and keep copies of the following technical, readily accessible for reference by all supervisory personnel on site:

· Manufacturers’ current literature relating to all products to be used in the      works.  

· BSI Handbook No.3, with all current revision sheets included.

· Relevant BS Codes of Practice or EN or ISO Standards.

· Those parts of BS 8000 ‘Workmanship on Building Sites’ which are invoked in       the specification.

· COSHH information sheets as appropriate for the products used.
4. 
THE SITE


4.1. 
Occupancy


It is expected that Lydiard House will be occupied throughout the duration of the works. The Contractor must allow for all costs and safety provisions associated with working around occupants in-situ.
The Contractor is responsible for ensuring there is no unnecessary disruption to the business at Lydiard House.
4.2. Events at Lydiard House

Events, such as weddings and conferences, are regularly hosted by Lydiard House.                                These are normally booked months in advance. The Contractor is to liaise with the House Manager on the programme of works. The Contractor is to ensure building works do not disrupt the events. This includes ensuring the scenes of photographs are not disturbed by building related plant, materials and personnel.
If the income of Lydiard House is reduced as a consequence of the Contractor’s management of the works the Contractor will be required to compensate Lydiard House for the resultant loss of income.
4.3. 
Tender Stage Site Visit


It is strongly recommended that the Contractor visits the site at tender stage and will have satisfied themselves as to the full extent and character of the operations, the means of access, local conditions, supply of labour and materials and any other matters which may, due to local circumstances, affect the works. No claim on the grounds of want of knowledge of the aforementioned will be entertained. Please note that the mid-tender presentations will be held at Lydiard House followed by an opportunity for a site visit. 
4.4. 
Measurement and Property Surveys


The works measured and described is to be taken as a guide only and is supplied for the purposes of pricing and generation of rates.  The Contractor should satisfy himself that he understands the extent and nature of the works by visiting site and assessing the works for himself at tender stage.


The Contractor must include in his tender and in his contract programme for executing varying amounts of “Variable”, “Provisional” and “Repair” works and he is to fluctuate his supply of labour and materials to accommodate these variations so as not affect the handover and possession cycle described elsewhere in this document.  No claim for uneconomic working conditions due to these conditions will be considered.


The Contractor will be responsible for measuring and verifying all dimensions including all sizes and position of lintels, sills, thresholds and window heads, openings for doors and windows and position of all primary structural elements which may not be apparent from the information provided. The Contractor must ensure the correct dimensions before ordering or manufacturing any of the required components.


If the Contractor wishes to survey the buildings prior to his possession he must obtain permission from the Employer who will thereafter contact the House Manager to obtain authorisation for same.  If the Employer or House Manager refuse permission then the Contractor must delay his survey until the building is handed over to him as per the contract programme cycle. The Contractor must allow for all extra costs incurred as a result and make allowances in his programme for same.


4.5. Use of Site


The Contractor shall not use the site for any purpose other than that of carrying out the contract works.  The proposed siting of containers and any other structures shall be subject to the Contract Administrator’s approval.


4.6. Initial Survey and Taking into Possession of Site


The actual extent of works may vary from the tender schedules. No claim for loss, expense or time will be created by any variance between the tender quantities and the actual quantities. The Contractor should make an allowance in their lump sum tender price for anticipated variances.  


Before work commences, the Contract Administrator may arrange for a joint pre-start inspection of the property with the Employer’s Representative and the Contractor to review and agree the precise scope of works to be executed.  No payment will be made for this inspection or unauthorised work.
The Contractor must make a comprehensive written and photographic record of each area of work prior to works commencing. This record shall be made available to the Contract Administrator and Employer at the pre-start stage and thereafter be available on site at all times for reference. The record is to include as a minimum: 

· Existing condition and amenities present at the time of possession. 

· Decorative order. 

· Positions of features, equipment and appliances. 

· Existing defects and damage.


4.7. Site Accommodation and Welfare Facilities

It is the Contractor’s responsibility to provide appropriate site offices, storage and welfare facilities. Swindon Borough Council are able to offer the following land for these facilities:

· Adjacent to the public car park south of the House
The Contractor will be responsible for the security and health and safety of the site accommodation and welfare facilities.

The Contractor’s personnel are not to use the facilities of Lydiard House during contract hours. The Contractor is only to enter the House at the invitation of the House Manager.
4.8. Boundaries of the Site


The boundaries of the site shall be confined to the boundaries of the Employer’s Land.


4.9. Access to Site


Access to and from the site will be from the respective public highways.



4.10. Position of the Works


The position of the works is as indicated on the site plans included in tender documentation. 


4.11. 
Existing Services


The Contractor’s attention is drawn to the various live services and drains known to exist on the sites.  It will be deemed to be the Contractor’s responsibility for consulting utility service companies to establish the exact location of live services.  The Contractor shall establish the position of, protect, uphold and maintain in a safe manner all existing live drains, electricity, gas, water, British Telecom and TV services, satellite dishes, overhead power cables and the like including temporary or permanent connections during the execution of the works.  Where drains, services, British Telecom, TV, and any other cables and wires interfere with the carrying out of the works these shall be carefully removed or relocated prior to the works commencing and then re-fixed, re-routed or renewed as applicable on completion of the works by arrangement with the relevant utility companies (refer to provisional work section for costing these works).


The Contractor is to notify all service authorities, statutory undertakers and/ or adjacent owners of proposed works not less than three week before commencing site operations. A guidance note in connection with works to BT equipment is provided within the tender documentation for information purposes.  



4.12. 
Protection of Public and Private Services


Before commencing site operations, the Contractor shall notify the various service authorities that work will be proceeding in proximity to their installation and ascertain the exact positions of all such installation that may be under the site.


The Contractor shall protect and uphold pipes, ducts, sewers, service mains, overhead cables and the like until completion of the works.  The Contractor shall, without delay, make good any damage due to any cause within his control at his own expense or pay any costs and charges in connection therewith.


The Contractor shall not interfere with the operation of existing services such as gas, water, electricity, telephones, buried cables or sewers, drains, field drains and roadside ditches without the permission of the Contract Administrator and in the case of services of Statutory Authorities and Private Owners, without their permission.  Any damage to mains or services shall be notified immediately to the Contract Administrator.


The Contractor shall notify the Contract Administrator and any appropriate utility service company of any work to such services and the Contractor shall include for all costs and charges in connection therewith.


Where it is necessary to interrupt any such drains or services for the purposes of making either temporary or permanent connections thereto or disconnections therefrom prior permission shall be obtained from the Contract Administrator and, where appropriate, from the Employer or utility service company and the duration of any interruption kept to a minimum.  

Unless agreed with Contract Administrator all services will be left secure and useable at the end of each working day.


4.13. 
Working Space


All damage to gardens and external areas arising as a result of the Contractor’s operations or method of working shall be deemed to be the responsibility of the Contractor and shall be made good at his own expense and to the reasonable satisfaction of the Contract Administrator.


The Contractor shall take all reasonable precautions to prevent any trespass on adjoining property by men, plant or materials under his control and to prevent nuisance from water, smoke, noise, dust, rubbish or other elements during the progress of the works, and shall indemnify the Employer against any claim or action for damage for such trespass or nuisance.


5. 
MANAGEMENT OF THE WORKS


5.1. Site Administration and Security


The Contractor shall designate, allow for and provide a competent person in charge at the site. The competent person is to be in attendance on the works at all times and any directions and explanations given to the person in charge shall be held to be given to the Contractor.  This person shall not be changed without the prior written agreement of the Contract Administrator.


If at any time, in the opinion of the Contract Administrator, any member of the Contractor’s staff or any workman or workmen of Sub-Contractors employed by the Contractor is found to be incompetent or acts in an improper manner during the course of his employment, the Contract Administrator may require the Contractor to remove the person(s) from site immediately.  The Contractor shall not employ the person(s) again on any work to be executed under this Contract without the written permission of the Contract Administrator.


In the interest of security, the Employer shall provide and maintain on site sufficient staff, trades foremen, etc, to administer and progress the work in an efficient manner.

The Contractor shall provide everything necessary for the protection of the site, the works, and materials and plant and all things on the site until completion of the works, and shall be responsible for and shall take all reasonable and proper steps for protecting, securing, lighting and watching all places on or about the works and the site.  No steps, ladders or other plant shall be left accessible for unauthorised persons to enter the property or adjoining properties.


The Contractor is to seek the recommendations of the Police Crime Prevention Liaison Officer as to siting and security arrangements of the Contractor’s site compound.  The Contractor shall allow for all costs in complying with such recommendations.  The Contractor is to be responsible for the cost of any additional security should it be deemed necessary.


The Contractor shall ensure that all personnel employed upon the works are at all times properly and presentably dressed in a uniform or clothing approved by the Contract Administrator to commence the works.
5.2. Structural Engineer


The Contractor is to allow for all costs associated with employing a Structural Engineer to inform the scope of works and provide a warranty on completion. 
5.3. ID Cards

The Contractor’s representatives, including operatives, supervisors and managers, must be in possession of an official identification card complete with photograph whenever they are undertaking work under this contract. 
The Contractor will require its employees and sub-contractors, at all times whilst engaged in the provision of the Works, to be properly and presentably dressed in appropriate uniforms or work wear. The Employer wishes to encourage the adoption of standard work wear for all employees employed on the contract irrespective of who they work for. The style, colour and insignia to be placed on the work wear will therefore be agreed between the Contractor and the Employer following contract award. 

The Contractor must ensure that any employees, or former employees, who are no longer involved in the provision of the works surrender the official identification card and any contract specific work wear upon cessation of their employment on the contract.

5.4. Employment, Staff Development and Training

The Employer will be looking to its contracting partner to facilitate staff development as a part of their processes.

Only competent qualified tradespeople will be permitted on the works.
5.5. Sub-Contractors

The Contractor must obtain written approval from the Contract Administrator before employing a sub-contractor on this project. The Contractor must demonstrate the proposed sub-contractor is suitably qualified and experienced to undertake the type of work on Lydiard House.
5.6. Construction Industry Scheme (CIS)


The contractor is to provide on request the following information in order for the Employer to verify the Contractor under CIS:

· Name of company


· Company’s unique taxpayer’s reference (UTR)


· Company registration number


5.7. Statutory obligations in respect of the employment of labour

National Insurance of Workmen

The Contractor shall allow for discharging all payments due and all costs and expenses in connection with contributions in respect of the National Insurance Acts.

Payments under Working Rules and other Agreements

The Contractor must observe all National Working Rules, Special Rules, Decisions and Notes on Practice and Local Variations appertaining to the various Trades employed upon the works.

5.8. Security against Damage and Theft
The Contractor will be solely responsible for safeguarding the works, materials and plant against damage and theft and he is advised to affect such additional insurance as necessary to adequately cover such risks.

The Contractor is to carry out and document a check at the end of each working day to ensure the working area is safe and secure. A similar check is to be carried out before vacating a working area e.g. for lunch or moving to a different working area.
The Employer will not entertain additional costs associated with additional security measures if the need arises during the works.

5.9. Weekly Return (Labour and Plant)


The Contractor shall maintain and upon request provide for the Contract Administrator a weekly return showing the number and designation of tradesmen and labourers employed on the works each day, including those employed by Sub-Contractors and Statutory Authorities.


The Contractor shall provide upon request for the Contract Administrator a weekly return showing number, type and capacity of all plant, excluding hand tools, currently in use on the Works.  The return will include the distribution of the plant.
5.10. Site Diary


The Contractor shall keep a site diary which shall record on a daily basis:-
 

· Visitors to the site.


· Weather and temperature (am and pm).


· Information required.


· Major material deliveries.


· Recording of near miss incidents and accidents.


· Brief summary of work carried out.


· Lost working days (including running total)


The diary shall be available for inspection and verification by the Employer or the Contract Administrator and shall become the property of the Employer at the end of the Contract.

5.11. Workforce Competence


The Contractor must provide the Employer and Contract Administrator with current training records (asbestos awareness training certificates, CSCS cards, etc) for their site management team and the key operatives assigned to the project. The Contractor should provide this information three days prior to the Pre-Contract meeting for review by the Employer and Contract Administrator.  

6. LOCAL AUTHORITY & STATUTORY OBLIGATIONS


6.1. 
Fees on Temporary Structures and Works


The Contractor shall pay all fees and charges he is required to pay to Local Authorities, including rates on all temporary buildings and other structures erected and temporary works executed by him. The Contractor must visit site at tendering stage and establish a suitable location for placing their site cabins, skips, welfare facilities, etc. The Contractor is to allow in their tender for all fees and charges in this connection. 


6.2. Planning Permission


Any planning permission or Listed Building Consent shall have been obtained by the Employer and all fees shall have been paid by the Employer. Site drawings are included in the tender documentation. 
6.3. Breach of Statutes


If the Contractor, shall during the duration of this contract, by commission, omission or permission contravene any Act of Parliament, Bylaw or other Regulations, Order of Direction made by virtue of an Act of Parliament, and if the Employer institutes proceedings against the Contractor for such contravention and obtains a conviction, order of judgement against the contract, then notwithstanding any direction as to, or order for costs made by a court in such proceedings, the sum by way of liquidated or ascertained damages as the Employer shall have expended in connection with the proceedings, less any costs awarded to the Employer by the court, and the Employer may deduct such sums from any monies due or to become due to the Contractor under this contract.

6.4. All Other Statutory Obligations


The Contractor shall provide for complying with all other statutory obligations not herein before mentioned.
7. PROGRAMME AND PROGRESS 


7.1. 
Possession of the site


The Contractor will be granted possession of the site as per the agreed contract programme. The Contractor is to provide a proposed contract programme for consideration with their tender submission. 


7.2. Execution or Completion of the Works in any Specific Order


The Contractor is to prepare a programme based on works commencing on site during April 2020 and completing during November 2020. This is to show the key activities for the works at Lydiard House.
7.3. 
Monitoring the Programme


The programme must be kept up-to-date and at least two paper copies of the “current programme” should be on site for the Employer and Contract Administrator to review whilst on site. 



Should circumstances arise that affect the programme and progress of the works, the Contractor must submit proposals and details to the Contract Administrator outlining the actions they propose to take to minimise any delay and to recover the any lost time.


7.4. Notice of Completion


The Contractor shall give the Contract Administrator at least one month notice of the anticipated handed over of the site to the Employer. 


7.5. Limitation of Working Hours
Working hours are limited to the normal working hours defined in National Working Rule 6 for Building Industry unless otherwise authorised by the Contract Administrator.



Generally site working, except in an emergency, shall be limited to:

· Monday to Friday (inclusive):  08:00 to 17:00

· Saturday:  Not permitted.

· Sunday & Bank Holidays:  Not permitted.


Overtime or variances to the above will only be permitted if authorised in writing by the Contract Administrator and written permission shall be requested at less than seven (7) days prior to the proposed overtime or varied working hours.



Where the Contract Administrator instructs the Contractor to work overtime, the Contractor will be reimbursed the additional cost of overtime working.
Where the Contract Administrator authorises but does not instruct the Contractor will not be reimbursed for any additional cost due to overtime working.  Furthermore, the Contractor will be required to pay the cost of supervision incurred by the Employer because of such overtime, and this cost will be deducted from the amount due to the Contractor under any interim certificate and in the final account.

7.6. Site Progress Meetings


Site meetings will normally be held twice monthly, otherwise when reasonably required by the Contract Administrator.  The Employer shall provide sufficient, appropriate accommodation for these meetings and shall require attendance of interested parties when so directed by the Contract Administrator.  The Contract Administrator will be responsible for the production and circulation of minutes of meetings.


Two days prior to each site meeting the Contractor is to produce and send electronically to the Contract Administrator a report that covers (as a minimum) the following:



· Progress and programme summary (actual against planned) 

· Events affecting progress

· Lost days/delays (weather details, etc)

· Labour and subcontractors on site (performance, numbers, etc)

· Information required

· Instructions required

· Health and safety report (detailing any accidents, near misses, etc)

· Statutory Authority visits & reports 

· Utility company visits & progress 

· Actions implemented to achieve continuous improvements against the key performance indicators
The Contractor is to prepare and distribute hard copies (allow for six) of the report at each monthly meeting.
7.7. Contract Meetings with Subcontractors & Suppliers


The Contractor should arrange and hold meetings with their subcontractors and suppliers a few days prior to each site progress meeting to ensure the Contractor Report is accurate and reliable. 
8. Financial & QS


8.1. 
Cash Flow Forecast


The Contractor is required to submit with his tender a projected monthly cash flow forecast. The forecast should show the anticipated monthly gross valuation totals. The Contractor is to review and update the cash flow forecast on a monthly basis and submit to the Contract Administrator with the Valuation submissions.
8.2. Variations

Variations will be confirmed by the Contract Administrator through the issue of a Contract Instruction. The Contractor shall provide prices for the variations within five days of receipt of the draft Contract Instruction. Wherever possible prices are to be based on the Contractor’s tender rates for similar work. Where the instructed work cannot be referenced to the tendered rates the Contractor’s price is to be broken down into labour, materials and plant costs with sufficient evidence to demonstrate the price offers value for money.


8.3. Valuations - Format


Interim Monthly Valuations will be in the format required by the Contract Administrator.  The information will be laid out in a logical and methodical manner generally following the format of the tender pricing document. The valuation submission will include:
· The tender price for each element of works (as the Pricing Schedule at Appendix Q) agreed as complete

· Agreed variations for each element of work

· The adjusted price for each completed element of work.

· Preliminaries, itemising all time related and fixed costs separately


The exact layout will be agreed prior to the first valuation however the Contract Administrator’s requirements shall take precedence should a mutual agreement not be reached.


For each valuation the Contractor will prepare for agreement a valuation summary calculation, detailing the gross valuation, value certified to date, previous payments and value added tax (as applicable).  The Contractor shall provide a projection of the Anticipated Final Account when submitting his valuations.



The valuation submission shall be both in hard paper copy and in Microsoft Excel spreadsheet format, transmitted either by email or computer disk.


8.4. 
Valuations – Period


Valuations will be submitted monthly to the Contract Administrator, unless agreed otherwise at the Pre-contract meeting, or varied by mutual agreement of the contract parties at any other time.


8.5. Final Account - Format


The format of the Final Account submission shall be a continuation of the format used for the monthly valuations to ensure consistency and to allow easy auditing.  At the reasonable request of the Contract Administrator the Contractor will provide within one calendar month of request all invoices supporting the Final Account and any claims.


8.6. Final Account - Submission


The Contractor shall submit his Draft Final Account to the Contractor Administrator within one calendar month of Practical Completion, and shall use his best endeavours to assist the Contract Administrator in verifying the Final Account within two calendar months of Practical Completion.


8.7. Audit


The Employer may require that all accounts be subject to audit.  In order to agree and audit the Final Account before the Contract Administrator issues his Final Certificate, the Contractor shall produce to the Contract Administrator and, if requested, to the Employer, invoices, accounts, Daywork sheets, wage sheets and other relevant evidence as requested.  These documents shall also be made available, if requested, to the appointed auditor or the appropriate supervisory body at a later date.



The Contractor’s attention is drawn to the fact that upon agreement of the Final Account with the Contract Administrator, it may be passed to the Employer’s Auditors for checking who undertake to complete their check within 3 months from the date of receipt of the account.  Any adjustments of outstanding monies will then be made when the Final Certificates are issued.


8.8. Varied and/or Additional Works to be Recorded on a Time/Material Basis


No work shall be recorded on a time/material basis unless sanctioned by Contract Administrator.



The Contractor shall supply to the Contract Administrator detailed records of all such work undertaken, information being recorded and delivered to the Contract Administrator as directed.


The Contractor shall state the names and trades of the operatives, the duties performed and the hours worked by them (to the nearest half hour), together with any other information required by the Contract Administrator.


When work to be recorded on a time/material basis has been sanctioned by the Contract Administrator, the Contractor is to notify the Contract Administrator immediately on commencement and completion of that work.  The operatives employed thereon are not to be employed on any other operations during the progress of the work without notification to and approval of the Contract Administrator.  In the event of any breach by the Contractor of this requirement the Contract Administrator will estimate the time he considers reasonable for the carrying out of the works and this will form the basis for assessment.


Where payment is to be made on a Daywork basis it will be made in accordance with the Definition of Prime Cost of Daywork published by the Royal Institution of Chartered Surveyors, for the respective trades engaged in the work.


Materials provided in respect of this work must be charged for a net cost to the Contractor (i.e. including all discounts), to which will be added the percentage addition shown elsewhere in this document.  Supporting evidence, invoices, stores ledgers etc will be required to be provided.



The Contractor will be expected to adopt an innovative and proactive approach to working with the Employer and other stakeholders to remove unnecessary costs wherever possible.

8.9. Named Suppliers

The Contractor shall be responsible for the placing of orders with all suppliers and shall arrange for the timing of deliveries to enable the contract to be completed by the date for completion.
Paint will be provided by the Employer. The Contractor is to ensure they are available to receive deliveries and provide sufficient suitable storage.
 It is the Contractor’s responsibility to ensure they follow the manufacturer’s instructions when using the paint in order to obtain the manufacturer’s warranty.
The Contractor must ensure they obtain the product data sheet and COSHH assessments.

8.10. Quality Control


Establish and maintain procedures to ensure that the works, including the work of all subcontractors, comply with specified requirements.  Maintain full records, keep copies on site for inspection by the Contract Administrator, and submit copies of particular parts of the records on request.  Records must include:

· Identification of the element, item, batch and location of materials used. 

· The nature and dates of quality inspections, tests and approvals. 

· The nature and extent of any non-conforming work found. 

· Details of any corrective action



8.11. Workmanship Skills


All persons engaged on the site by the Contractor must be appropriately skilled and experienced for this type of works. The Contractor should be registered with the Construction Skills Certification Scheme. At the request of the Employer or Contract Administrator, the Contractor must provide evidence of skills and qualifications of the operatives. Fail to provide evidence will mean the Contractor must remove the persons from site.   

8.12. Quality of Products


All products to be used in the works should be new unless otherwise agreed in writing with the Contract Administrator. The Contractor should comply with product manufacturer’s recommendations and instructions. 



8.13. Key Performance Indicators


The Contractor is to provide all necessary information for the recording and calculating of Key Performance Indicators as a way of monitoring performance.  The key performance indicators for this contract are:
Work Quality


The Contract Administrator will carry out weekly quality inspections. Minimum score 9 out of 10.
	Scoring Guide

	10
	No defects

	8
	Defect(s) but no significant impact

	5/6
	Defect(s) with some impact

	3
	Defect(s) with major impact

	1
	Totally defective


Site cleanliness and health and safety

The Contract Administrator will carry out weekly checks. Minimum score 9 out of 10.
	Scoring Guide

	10
	No issues identified

	8
	Some concerns about cleanliness but no H&S failings

	5/6
	H&S failing identified but can be rectified without stopping work

	3
	H&S failings requiring suspension of work for rectification

	1
	H&S failings requiring immediate closure of site


KPIs are to be updated on a fortnightly basis by the Contract Administrator and reported at site progress meetings.

Further performance indicators may be implemented to ensure the quality and timeliness of the works and their delivery.



8.14. Rectification of Defective Work/Products


As soon as possible after any part(s) of the work or any products are known to be not in accordance with the Contract, or appear that they may not be in accordance, submit proposals to Contract Administrator for opening up, inspection, testing, making good, adjustment of the Contract Sum, or removal and re-execution.  Such proposals may be unacceptable to the Contract Administrator, and he may issue contrary instructions.



The Contractor is to make arrangements with the Employer and give reasonable notice of the precise dates for access to the various parts of the works for purposes of making good defects.  Inform Contract Administrator when remedial works to the various parts of the works are completed.  In all cases, except in exceptional circumstances agreed with the Contract Administrator, all rectification work shall be completed within 2 working weeks of the date of inspection by the Contract Administrator.



8.15. Process for Dealing with Complaints


The Contractor shall have in place at the pre-contract meeting a suitable system for the receiving of a complaint or request for service, to rectify a problem or fault with the work carried out and the consequential provision of a timely solution to the problem or fault.


This system shall ensure that all problems or faults notified to the Contractor are dealt with within ten working days of the date of the report sent by email or post to the Contractor’s office address or address as indicated by the Contractor at the time of the Pre-contract meeting.  Where the Contractor does not receive all the necessary information as listed above the Contractor shall have five working days to receive all the necessary information from the Employer.  When the Contractor has all the necessary information then the repair will be carried out in ten working days from the date.
Where a reported defect or problem impinges upon the safety, health or security of the occupants or the public at large, or this problem will lead to further damage to property, the contractor shall attend and rectify with 24 hours.

8.16. Requirements for Practical Completion


The Contractor shall ensure that within one calendar month from the date of the Practical Completion the site containers have been removed and the area surrounding them has been cleaned of all glass pieces, rubble, nails and the like and the Contractor has taken steps to ensure that the area has been returned to its previous condition e.g. grass by way of re-seeding or re-turfing by the spring of the following year, if the date for completion is prior to the end of the year, or as soon as possible after the completion date.  All such restorative works and making good are to be to the reasonable satisfaction of the Contract Administrator.


The works will not be agreed as practically complete unless and until the Health and Safety File is compiled by the Contractor (or his agents), forwarded to the Principal Designer and approved by the Principal Designer.


8.17. Defect Rectification Period Requirements


The Contractor will be responsible for rectifying any problems or faults to the works carried out under this contract for a period of 12 months following Practical Completion. The Contractor should setup a procedure and log for receiving and recording the defects.  


8.18. Measurement of Covered Works/Access for Inspection


The Contractor shall give the Contract Administrator not less than 3 days’ notice of his intention to cover up or to remove scaffolding or other facilities for access to works requiring measurement or inspection.  Any such work covered up without reasonable notice shall be uncovered or access made available so as to permit measurement and/or inspection and re-covered, all at the Contractor’s expense.


The Contractor shall agree dates and times of tests and inspections with the Contract Administrator several days in advance, to enable the Contract Administrator and other affected parties to be present.  On the previous working day to each such test or inspection confirm that the work or sample in question will be ready or, if not ready, agree a new date and time. A copy of each certificate shall be submitted as soon as practicable and keep copies of all certificates on site.


9. General Site and Contractor Requirements

9.1. Plant, Tools and Vehicles


The Contractor shall provide all necessary plant, tools and vehicles for the proper execution of the works.


9.2. Hot Works

Although only a small aspect of the contract, hot works is considered very high risk. The Contractor’s procedure for hot works at Lydiard House must be agreed in writing by the Principal Designer. The Contractor must be prepared to walk the Principal Designer through their procedure including providing evidence of adequate preparation, tools and firefighting equipment. To comply with the Council’s insurance requirements a fire watch must be provided following any undertaking of hot works for such time as the Principal Designer agrees with the Contractor. 
The Contractor must invite the Principal Designer or Project Manager to witness the hot works giving at least seven days’ notice.
9.3. General Scaffolding
Scaffolding may only be erected with the prior written approval of the Contract Administrator.

The Contractor should use safe and appropriate alternatives to fixed scaffolding on the south east and south west elevations.
The Contractor shall design, provide, erect and maintain all general scaffolding necessary for the execution of the Works and dismantle and clear away when no longer required.  All scaffolding shall be erected, maintained and inspected in accordance with the requirements of the National Association of Scaffolding Confederation, (BS EN 12811-1:2003) and the document TG20:08 (Technical Guidance).  The Scaffolder must be registered with Construction Industry Scaffolding Registration Scheme (CISRS) and the relevant certification provided to the Contract Administrator at the pre-start meeting.  The Contractor is to file scaffolding inspection reports and provide to the Contractor Administrator for their review if requested during the works.  The Employer will not entertain additional costs associated with bespoke scaffolding designs or adjustments should they be required due to site circumstances.  


If scaffolding can potentially obstruct the opening of windows or doors the Contractor is to ensure that the scaffolding does not interfere with the emergency escape plan.  
The scaffold design shall account for the specific needs of the occupants e.g. wheelchair access.

The contract programme shall clearly identify the duration the scaffold shall be erected, kept up and dismantled and the scaffold designer is to pay particular attention to the design requirements of the Contractor Designed render system.


Note: the Contractor must inspect all elevations at tender stage as various bespoke scaffolding designs may be required. 
The Contractor shall check the scaffolding at the end of each working day. Ladders to the first floor level shall be removed at the end of each working day and any further precautions implemented to prevent unauthorised access shall be implemented as necessary and appropriate. The Contractor is to keep a record of each end of day inspection.


9.4. Protecting the Works from Inclement Weather


The Contractor shall provide for carefully covering up and protect the works exposed by the carrying out of these works from inclement weather.



9.5. Water for the Works


The Contractor shall provide clean fresh water for use on the works, pay all charges in connection therewith, provide all temporary storage, plumbing service connections etc. and clear away and make good on completion.



9.6. Lighting and Power for the Works


The Contractor shall provide all artificial lighting and power for use on the works, pay all charges in connection therewith, provide all transformers, leads, fuses, temporary connections, fittings, etc. and clear away and reinstate all work disturbed on completion.



9.7. Temporary Road, Hardstandings, Crossings etc.


The Contractor shall provide, reposition as required and maintain for his own use all temporary roads, pavings, cross-overs, rail and sleeper tracks and paths necessary for the execution of the Works, including giving all notices and paying all charges in connection therewith and shall permit nominated Sub-Contractors the free use thereof and clear away when no longer required and make good all work disturbed.

9.8. Temporary Accommodation for the Use of the Contractor


The Contractor shall provide and maintain temporary office accommodation for the Contractor’s staff, containers for storage of tools and materials, latrines, washrooms, drying rooms and mess rooms for use of workpeople including all associated land rents or other charges.  All temporary sanitary arrangements shall be to the approval of the Contract Administrator and where a main drainage system is available all sanitary fittings shall be connected thereto.


The Contractor shall alter, shift and adapt temporary buildings from time to time as may be necessary and finally clear away and make good all work disturbed.


9.9. Temporary Telephones for the Use of the Contractor


The Contractor shall provide and maintain telephone and email facilities for the Contractor’s own use for duration of the works and pay all charges for installation, rental and calls.  Remove on completion and pay all disconnection charges.


9.10. Traffic Regulations and Traffic Management


The Contractor shall comply with all regulations and restrictions on parking vehicles, skips waiting and delivery of materials and provide any necessary traffic control.


The Contractor shall produce a Traffic Management Plan for the site and surrounding locality prior to commencement of site based activity. The Plan should be issued to the Contract Administrator and Employer for review. 


9.11. Drying Works


The Contractor shall provide for adequately drying out and controlling the humidity of the building as maybe necessary to facilitate the progress and satisfactory completion of the works and shall provide all appliances, fuel and attendance that may be required for this purpose.  Such appliances shall be of a type and design approved by the Contract Administrator.


Subject to the agreement of the Contract Administrator and to the conditions laid down by the Contract Administrator the Contractor may, if desired and if practicable, use the permanent heating installation if it is available and pay all costs for the use thereof.


9.12. Use or Disposal of any Materials found on Site


Any sand, ballast, coal and other useful materials which may be discovered during the progress of the works shall remain the property of the Employer, and shall not be removed from site without the prior approval of the Contract Administrator.


Such materials shall not be used in the works except with the express instructions of the Contract Administrator in which case the quantity used will be measured and valued by the Quantity Surveyor and the Contract Sum adjusted for their value.


9.13. Advertising


The Contractor shall not display advertisements on the site nor permit advertisements to be displayed without the written permission of the Employer.


9.14. Site Sign Board


The Contractor is to include for providing, erecting, maintaining and clearing away on completion of the works; site signage boards 2.00 m x 2.50 m. The signs are to be erected on suitable supports, properly painted and headed with the corporate logos of the Contractor, Employer and Contract Administrator.  The minimum number shall be 1Nr board per site office.  The board shall indicate the names of the Contract Administrator, Contractor and Employer, include a description of the works and provide an emergency contact numbers in a style and font size to be approved by the Contract Administrator.


9.15. Temporary Office/Telephone for Persons Acting on Behalf of the Employer


No dedicated facility is required, but reasonable use of site office facility by the Contract Administrator shall be allowed by the Contractor.


9.16. Roadside Containers


The Contractor shall note that roadside containers for the reception of rubbish or building materials may not be placed on the public highway without first obtaining a licence. The Contractor shall provide for all necessary licences and reinstatement after removal of the container. Roadside containers are to be covered.



9.17. Temporary Fencing, Hoardings, Screens, Fans, Planked Footways, Guardrails, Gantries and Similar Items


The Contractor shall provide and maintain temporary fencing, hoarding, fans, planked footways, guard rails, gantries and the like required to ensure the safety of the public and others and for the proper execution of the works, to the satisfaction of Local or other Authority.  Such satisfaction shall not relieve the Contractor from his responsibilities under the contract.



9.18. Prevention of Spoil Dumping


The Contractor shall take all reasonable precautions to prevent excavated spoil, rubbish surplus materials and the like arising from the works being dumped on an area other than a recognised tipping area.


Should it be shown to the satisfaction of the Contract Administrator that any excavated spoil, rubbish, surplus materials and the like have been deposited elsewhere than at a recognised tipping area, the Contractor will be held responsible for clearing away such deposits at his own cost and ensuring that they are placed in a recognised tipping area.


9.19. Protection of Trees and Shrubs


The Contractor shall carefully preserve and protect all trees and shrubs on the site from damage until completion of the works insofar as their removal is not required by reason of the execution of the Works.  Trees and shrubs which are in the vicinity of the buildings and its approaches and are likely to be endangered by the operation of the Contractor and his Sub-Contractor are to be protected as follows:-


i.
Ensure the tree or trees are not protected by a Tree Preservation Order or the like.


ii.
A 1.50 metre high left chestnut fence secured to strong timber stakes shall be erected around the perimeter of branches of isolated trees or groups of trees. Such fences shall in no case be nearer than 2 metres from the trunk of a tree and shall be maintained throughout the period of the contract unless the Contract Administrator authorises prior removal.  Should the roots of any tree project into the excavations, great care shall be taken to avoid damage to the roots, but should any cutting of the roots be deemed necessary, the approval of the Contract Administrator must be obtained.  


iii.
Should any tree or shrub, which it is intended to preserve, be uprooted, destroyed or in the opinion of the Contract Administrator be damaged beyond reasonable chance of survival in its original shape due to the Contractor’s negligence or method of working, then the Contractor shall, without charge to the Employer provide and plant a suitable replacement tree or shrub of similar type and age.  If such replacement trees and shrubs are not  obtainable, other trees or shrubs that the  Contract  Administrator shall select and shall be provided and planted and the Contractor’s liability shall continue until the replacement trees and shrubs have survived the winter following  planting  and have completed satisfactorily the  following  summer’s growth.


iv.
Where a Contractor has reasonable grounds to consider a tree poses a threat to new or existing structures he will notify the Contract Administrator immediately.  The Contract Administrator may instruct root barriers to be constructed.


v.
The discovery of any recognised problem species (e.g. Leyland Family, Poplar Family, Willow Family) will be notified to the Contract Administrator immediately.


The Contractor shall protect areas from general site traffic and storage of materials; and keep areas clear of building rubble and reinstate any areas damaged.



9.20. Use of Email


Should the Contractor send correspondence by email, the correspondence will be deemed to be delivered to the recipient the next working day at 10 am, unless:  


· The Contractor receives a notification that the recipient’s mailbox is full. The email in this instance will be deemed not delivered. 


· The Contractor sends the correspondence to an incorrect email address. The email will be deemed not to have been delivered.   


· Certificates and Notices are deemed not to have been delivered by email (they must be sent by post).


10. HEALTH AND SAFETY & ENVIRONMENTAL REQUIREMENTS 


10.1. 
Safety, Health and Welfare of Workpeople


The Contractor shall provide for all cost incurred and comply with all safety, health and welfare regulations appertaining to all workpeople required under or by virtue of the provisions of any enactment or regulations, together with any amendments thereto and the working rules of any industry.



10.2. Health and Safety at Work Act etc. 1974 as amended


The Employer has obligations under the above Act to consider all aspects of Health and Safety and Welfare of Employees and Contractors on the Employer’s premises.

To meet these obligations, a system has been introduced which as far as is reasonably practical ensures the Health and Safety of all persons employed to work on the Employer’s premises.



As a part of the system of work, the Employer lists below a number of rules to which the Contractor and the Contractor's employees are required to comply with whilst on the Employer’s premises.  The Contractor hereby confirms he understands his obligations whilst on the Employer’s premises and by submitting a tender confirms his understanding and agreement.


i.
The Contractor and his employees will conform in all aspects to their legal duties and responsibilities as laid down by the Health and Safety at Work Act 1974, and the relevant statutory provisions.


ii.
The Employer, staff and agents will retain the right to stop any operation, erection of plant/equipment, or the action of the Contractor if it is considered that there is danger to the Safety and Health of employees or others. The Employer will not accept responsibility for any incurred costs arising out of such action.  In the event of the Employer taking this action, the Contractor’s site representative will be notified verbally and will have confirmation in writing by the Employer’s representative to order such a stoppage.


iii.
The Contractor (or the Contractor's Insurers) will indemnify the Employer for any claims, costs or expenses arising out of any incidents on the Employer’s premises that involve the Contractor or the Contractor's employees.


iv.
The Contractor (and the Contractor’s) employees will ensure that all equipment, plant and machinery and apparatus brought onto, or used on, the Employer’s premises are safe and without risk to health and have been maintained to a standard that will not constitute an offence under the Act of any relevant statutory provisions.


v.
The Contractor (and the Contractor's employees) will obey written instructions or any verbal advice given to the Contractor in respect of Health and Safety by the person in control of the premises or the work activity being performed.  Copies of the relevant Employer’s Codes of Practice will be supplied to the Contractor when necessary.


vi.
The Contractor (and the Contractor's employees) will notify the person in control of the premises of the work activity being performed and of any notifiable dangerous occurrence occurring on the premises arising out of, or in connection with, the work as specified in the notification of Accident and Dangerous Occurrences Regulations 1980.


vii.
The Employer may notify an Inspector appointed under the Authority of the Act of any breach of the regulations.


viii.
The Contractor (and the Contractor's employees) shall employ the best practicable means (as defined in the Control of Pollution Act 1974) to minimise noise and vibration resulting from their operations and shall have regard to British Standard BS5228 (Code of Practice for Noise Control and Demolitions Sites).


The purpose of this notice is to draw the attention of the Contractor to general provisions of the Health and Safety at Work Act 1974 and similar relevant legislation and to safeguard the position of the Employer in the event of contravention of such legislation.  It is not intended to be exhaustive.  The Employer will not accept liability for any mis-statement of the law contained in this notice.


10.3. Construction Design and Management Regulations 


The Pre-Construction Information will be provided to the Contractor prior to commencement of the works. The Contractor is to familiarise themselves with the site and tender information and allow in their pricing for all necessary works in dealing with any issues.



The Contractor shall develop the “Construction Phase Health and Safety Plan” and maintain its currency throughout the life of construction project.  The contractor will carry out regular and diligent reviews of the plan, working methods and compliance with the plan.  The Principal Contractor shall comply in all respects with the Approved Code of Practice L144. 


The Principal Contractor shall ensure that he consults as necessary with all other duty holders and others affected by the construction works to ensure that safe working practices are adopted. 


The Principal Contractor and other Contractors shall co-operate with the Employer, CDM Co-ordinator and Contract Administrator in connection with activities and initiatives aimed at promoting and maintaining safe and healthy working on the project irrespective of whether these are prescribed by the Regulations.



The Contractor shall be deemed to have included in the tender for all costs incurred as a result of compliance with CDM Regulations.


10.4. The Health and Safety File


During the construction stage the Construction Phase Plan is to be developed and maintained and where applicable, information is to be incorporated into the Health and Safety File.  The Contractor is to allow for compiling the Health and File on behalf of the Principal Designer (this contractual requirement does not transfer the Principal Designer duty to the Contractor).



The Health and Safety File will include:
· A brief description of the building.

· Details of all consultants and designers.

· Details of all Contractors and Sub-Contractors

· Copies of all consents and approvals obtained.


· Copies of manufacturers’ current literature for all products used, including COSHH dated data sheets and the manufacturers` recommendations for cleaning and maintenance.


· Copies of all guarantees, warranties and maintenance agreements offered by subcontractors and manufacturers.


· Recommendations for preventative maintenance frequency and procedures.

· A list of normal consumable items.


· A list of recommended spares to be kept in stock by the Employer.


10.5. Production of the Health and Safety File


A draft copy of the information to be contained within the file and manual must be submitted to the Principal Designer not less than four weeks prior to completion of works on site.  The Contractor (or his agents) will amend the drafts in the light of any comments received from the CDM Co-ordinator and resubmit to him accordingly.  The Contractor is not to proceed with production of the final copies until authorised to do so by the Principal Designer.


10.6. Joint Fire Code


Take all necessary precautions to prevent personal injury, death, and damage to the Works or other property from fire.  Comply with Fire Prevention on Construction Site:  The Joint Code of Practice on the Protection from Fire of Construction Sites and Buildings Undergoing Renovation (Seventh Edition).


10.7. Control of Pollution


The Contractor shall provide for taking precautions to prevent any pollution arising from the execution of the works, and will be held responsible for any such pollution.  The cost of rendering harmless or removing any offensive discharge or deposit caused by the Contractor or his workpeople will be borne by the Contractor.


Note:  The burning of materials on site is strictly prohibited.

10.8. Environmental Protection Act

The Contractor shall be aware of and comply with the Environmental Protection Act 1990 Section 78 and shall allow for all restrictions imposed by the said Act.  If the Contractor uses abrasive wheels or similar tools then the best practical means available shall be used to minimise and control the level of dust generated.

10.9. Clean Air Act 1993

The Contractor shall be aware of and comply with the Clean Air Act 1993 and shall allow for all restrictions imposed by the said Act.
10.10. Control of Noise


The attention of the Contractor is drawn to the provisions of Section 60 and 61 of the Control of Pollution Act 1974 with reference to the control of noise in relation to any demolition or construction works and the issue of prior consent.  The Contractor is to be held responsible for complying with such requirement, restrictions or consents, together with any other stipulations to which his attention may be drawn from time to time by the competent Authorities and is to allow in his tender for any costs of expenses arising from such compliance.  No instruction issued to the Contractor by the Contract Administrator or his authorised representative shall release the Contractor from compliance with the Control of Pollution Act 1974.



The sound level at any point one metre from the façade of any occupied tenantable  building shall not exceed the following levels of a 12 hour Leq of 70 dB(a) with a Lmax  of 91 dB(a)  during  the normal  working  weekday  Monday - Saturday  (0700 - 1900) hours excluding Bank Holidays.


Leq = equivalent continuous sound level dB(A) slow.


Lmax = maximum sound level dB(A) fast.
No works are to be carried on outside the aforementioned times without prior consent of the Environmental Services Directorate of the relevant Local Authority and the expressed permission of the Employer.
The Contractor shall take all measures required by any enactment or regulation or by the working rules of any industry to control the noise levels produced by his operations on site and shall indemnify the Employer against any action concerned therewith arising from the execution of the Works.

Regardless of the preceding requirements the Contractor shall arrange in respect of all work done under this Contract:


i.
that all compressors used on the site are silenced either by using only fully silenced models fitted with effective exhaust silencers, and properly lined and sealed acoustic covers all to the design of the manufacturers of the compressors, or by the use of effective acoustic screens around the noise.


ii.
that ancillary pneumatic percussion  tools used on the site are fitted with silencers of a type recommended by the manufacturers of the tools.


iii.
that every such compressor, silencer or other contrivance is maintained in  good and efficient working order and shall not have been altered in such a way that the noise caused in operation is made greater by the alteration.


10.11. Site Waste Management Plan Regulations


The Contractor is to develop a Site Waste Management Plan, shall comply with Site Waste Management Plans Regulations 2008, and review it on a regular basis (at least monthly).  Detail of these reviews and the Plan is to be copied to the Contract Administrator.  The Contractor shall comply with adopted SWMP.
The Contractor will be expected to record the waste carrier registration number of the person who removed the waste, the environmental permit or exemption held by the site where the material was taken, the amount of waste recycled and amount taken to landfill.

The Employer aims to reduce the amount of waste to landfill and fully encourage the use of recycling. The Contractor will be expected to proactively use the good waste hierarchy for making decisions as shown as follows:

1)
Prevention – not creating waste in the first place

2)
Minimisation – reducing the amount of waste created

3)
Reuse – reusing materials for the same purpose (either on or    


Off-site)

4)
Recycling/recovery – reprocess or recycle waste into new products 

    


e.g. timber into chipboard

5)
Disposal – dispose to landfill, least desirable option

10.12. Working with Asbestos


The Contractor shall comply with all relevant regulations and Approved Codes of Practice with regard to working with products containing asbestos or encountering such materials whilst executing the works.  Particular attention is drawn to:


· The Control of Asbestos Regulations 2012


· Health and Safety Executive Publications “Asbestos Essentials Task Sheets” A1 to A37.


· Health and Safety Executive Publications “Equipment and method sheets” EM1 to EM10.


· ACoP  “Work with Materials containing Asbestos”, L143

· “Asbestos: the Licensed Contractors Guide”, HSG247, 

· “Asbestos: The analysts' guide for sampling, analysis and clearance procedures”, HSG248, 

· “Asbestos Essentials”, HSG 210, 
10.13. Employer’s Asbestos Policy


The Employer will provide asbestos refurbishment and demolition type surveys for the property prior to commencement on site. 
The Employer will undertake all asbestos removal works within the property in accordance with the requirements of the Contractors programme of works.

It will be deemed that the Contractor has included for all temporary works involved in making secure and weather tight areas where asbestos has been removed prior to reinstatement, repair works.

10.14. SBC to Undertake Asbestos Surveys and Removals

Swindon Borough Council will undertake all asbestos surveys and removal of asbestos products where appropriate. The cost of the surveys and removal works will be borne by Swindon Borough Council.

The Contractor is to liaise with Swindon Borough Council’s asbestos team to ensure their activities are programmed as appropriate and access is available.

The Contractor shall include in their price for liaison, site management, scaffold design and scaffold adjustment to facilitate asbestos surveys and removal works.
10.15. Working in the Vicinity of Overhead Power Lines


Where work is to be executed within the vicinity of overhead electric cables, the Contractor shall observe and implement the advice set out in The Electricity At Works Regulations 1989 and in:


· HSE Publication GS6 “Avoidance of danger from overhead electric power lines”
· iEnergy Networks Association publication “Watch It! In The Vicinity Of Overhead Lines”



The aforesaid documents shall be displayed in the site office and made available by the Contractor to all his employees and Sub-Contractors in order to familiarise themselves with the provisions.



The Contractor should treat all overhead lines and other electrical apparatus as live and is to include for all costs associated with working around live cables and apparatus and for the costs associated with protection and isolation to ensure safe working conditions.



Should bare conductors or defective and/or damaged insulated wiring be in the vicinity of work to be carried out, and the Contractor is uncertain as to a safe method of working, then the Contractor is advised to consult the Electricity Supply Company who may arrange to disconnect, divert or screen the affected wiring.


The Contractor must consult the Electricity Supply Company where work takes place within 15 metres of overhead lines on steel towers, or 9 metres of overhead lines on wood, concrete or steel poles.


Prescribed warning notices and barriers shall be erected and maintained by the Contractor at all times.



The Contractor’s operatives and contractors are to be fully conversant and properly trained to carry out work in accordance with the above regulations and requirements.

10.16. Emergency Cover


The Contractor will be responsible for providing twenty four hour emergency cover for the duration of the contract (including weekends and holiday periods).  Allow for all costs in connection with providing this facility.  Details of nominated contact names and telephone numbers will be required to be confirmed prior to the signing of the contract.
Contractors are requested to confirm compliance with the Employers Requirements 
Response: YES/NO 
Signed: 
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