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1. Introduction 


The Contract is for portable and fixed electrical appliance testing and minor repairs, boroughwide. This document forms the Preliminaries for the contract.
2. Affected Property 

The “Affected Property” means any Employer’s properties upon which work are executed 
and as stated in the respective Price List.
The Service will be to all blocks owned and managed by Employer including but not exclusive to flats and marionettes within high, medium and low rise residential developments, hostels, community centres and sheltered housing schemes

The Service may take place across borough wide to any or all of the residents or leasehold properties and any or all communal areas listed in the Affected Property.

Sites may be added to or deleted from the Affected Property Schedule as and when the necessity arises throughout the period of the contract and such additions or deletions shall be adjusted by the Contract Administrator accordingly on a pro rata basis against the relevant tendered rates.
3. The Works

The programmed testing, servicing, maintenance and minor repairs including ad hoc renewals to the listed electrical systems as may be ordered by the Service on behalf of the Employer from time to time.
4. The Contract

The contract form will be JCT Measured Term [24 months].
The Contractor is to allow for all requirements and obligations included therein.


These Preliminaries shall be read in conjunction with:

a) Current Service Specific Regulations.

b) Current IEE Regulations and all relevant British and EU Standards.

c) The Employer’s Requirements / Specification  

d) The Price Lists/ Schedules of Rates.
5. Definitions
	Affected Property

Approved Work
	Means, the same as stated in the Contract, respective Price List and owned and managed by the Employer 
Means, approved schedule of works 



	Borough
	Means, the London Borough of Ealing.



	BS
	Means, the relevant British Standard published by the British Standards Institute or the European equivalent.



	CIBSE
	Means, the Chartered Institution of Building Services Engineers.



	Code of Conduct
	Means, the code of conduct for Personnel 



	Variation
	Means, the same as stated in the Contract.



	Contract
	Contract form will be JCT Measured Term and for 2 years.



	Key People
	Means, the duly appointed Operations Manager/ Supervisor/ Contract Manager appointed by the Contractor as stated in the Contract Data (Part 2) as representative of the Contractor (and where appropriate in his/ her absence his/her deputy) who has the authority to bind the Contractor 


	Contract Data (Part 2)
	Means, the same as stated in the Contract.



	COSHH

Target Price
	Means, the control of substances hazardous to health.

Means, the same as stated in the Contract.



	Defined Cost
	Means, the same as stated in the Contract.



	Disallowed Cost
	Means, the same as stated in the Contract.


	IEE
	Means, the Institution of Electrical Engineers.

	Identification Card
	Means, the form of identification for Personnel in the format provided 



	OHM System
	Means, the Employer’s Open Housing Management computerised repair system as stated in the Partnering Information.



	Order

	Means, an order issued by the Contract Administrator authorising the Contractor to provide Works at the Affected Property. 


	Providing the Works
	Means, the same as stated in the Contract.

	Personnel
	Means, employees of the Contractor, staff, labour, personnel and or operatives including those employed by Subcontractors.



	Price
	Means, the same as stated in the Contract. 


	Residents Charter

Schedule of Rates

	Means, the service standards that have been agreed with resident representatives and other stakeholders

Means, the schedules of rates that represent the Planned Preventative Maintenance PPM and semi comprehensive elements and Minor repairs for this contract paid on a 1/12th basis. 



	(PPM) Planned

Preventative

Maintenance 
	Maintenance organised and carried out with forethought, control at predetermined intervals to a prescribed criteria

	System 
Area Hub

	A collection of equipment connected to form a complex unit
Local area office



6. Description of the Works
This is set out in the specific Service Information issued with each contract. 

7. Minor repairs

The Contractor shall provide a minor repair service throughout the contract period.


Works will be to attend within the response times under priority emergency (A), urgent (B) or routine (C) priority to match revised classification as below, 


Where repair requests are received for a breakdown or need for repair the Contractor, through their own call centre, shall record on OHM System the symptom of the problem and/or the works to be provided giving a detailed history. 

The Contractor shall carry out all required pre-inspection and/or identification of the work required in order that the repair work so requested can be completed and shall have deemed to have allowed in the price for all such costs that compliance with the procedure will entail.


The Contractor will make appointments for attendance within the following guidelines: -


A.M.: between 08.00 and 13.00 hours  



P.M.: between 13.00 and 17.00 hours  


The Contractor shall make appropriate appointments to gain access to properties at a mutually agreeable time for the purpose of providing the works.

Where an appointment has been made and the Contractor attends the Affected Property at the pre-arranged time to find they are unable to access it,, such a visit would be classed as an “abortive visit due to no access available to dwelling”.


The Contractor shall leave a calling card at the Affected Property detailing the 

Order number, the time and date, of attendance and instructions for contacting the Employer. Additionally, the Contractor shall update the OHM System stage history accordingly.

The Contractor shall report any faults under manufacturer warranty to the appropriate manufacturer. If the fault relates to a major defect within the installation (a design or installation fault), the Contractor shall notify the installer responsible for the provision of works (the Contract Administrator shall provide the Contractor with all appropriate contact details before any such defect period commences). In all cases the Contractor shall notify the Contract Administrator by within a 24-hour period of the breakdown call. The Contractor shall be deemed to have allowed in the price for all such costs that compliance with the procedure will entail.
8. Providing the Works
   
The Contractor shall provide the works with regards to testing and minor repairs in accordance with the provisions of the Contract and in a regular and sequential manner as scheduled in the Contractor’s Accepted Plan.


The Contractor shall provide sufficient fully trained and competent personnel to successfully resource the works. The number of personnel shall be confirmed with the Contract Administrator before commencement of the contract.


Delays between the commencement and completion of provision of the works will not be accepted.  

The Contractor shall provide a sufficient level of supervision  to this contract.

The level of personnel required shall be agreed by the Contract Administrator before starting will be reviewed during the provision of the works.

The Contractor shall maintain adequate stocks of materials/equipment and plant to ensure that all of his obligations are met in respect of this contract. 


The Contractor shall promptly provide the works as required by this Service Information in order to prevent the risk of injury to persons and damage occurring to equipment or Affected Property.  

In order to facilitate the rapid execution of emergency repairs the Contractor shall immediately, for his own use, provide and subsequently maintain throughout the contract period sufficient fax machines, telephones, electronic mail facilities and mobile telephones (excluding answer phones) manned by such personnel as will allow the Contract Administrator to immediately contact the Contractor.

The Contractor shall undertake to provide the works at the Affected Property during working hours. Working outside specified working hours to provide the works is acceptable provided it is convenient to the occupants of the property and is carried out at no extra cost. In addition, any work instructed by the Contract Administrator shall also be carried out during working hours unless the work is classed as emergency – out of hours (‘OOH’).

If the Contractor is unable to properly complete the works or minor repair to the equipment and or systems or comply with any instruction of the Contract Administrator by virtue of the fact that the installation, appliance and/or system is worn out or is rendered obsolete and effective replacement parts are no longer obtainable from any reasonable source, the Contractor shall immediately this becomes apparent, notify the  Contract Administrator by telephone or electronic mail and seek the Contract Administrator’s approval as to the course of action to take and as soon as is practicable thereafter confirm the said notice in writing.


The Contractor shall maintain full documentation showing the status of each order such as materials awaiting delivery, material delivery dates, estimated completion dates, together with such other details to allow the monitoring of the progress of each job. The Contractor shall provide details of the status of each job whenever requested, by the Contract Administrator.
9. Management of the Works

The Contractor shall provide a very good level of administration and supervision by providing an Operations Manager/ Supervisor and Contract Manager who must be adjudged to be a ‘competent person’ as directed by the Health and Safety Executive.


The Contractor shall provide a very good level of quality assurance and contract monitoring who must be adjudged to be ‘competent person’ as directed by the Health and Safety Executive.

The Contractor shall ensure that all persons employed by him have had adequate instruction in the correct method of servicing appliances, in the appropriate fixing and maintenance regulations and manufacturer’s instructions. Each person must be an adjudged to be a ‘competent person’ as directed by the Health and Safety Executive 


Electrical contractor or persons employed by the contractor shall be registered with the Competent persons Self-Certification Schemes under the Building Regulations Part P for Electrical Safety in Dwellings for full Competence Schemes for enterprise whose scope of work includes the design, installation, inspection and testing of all electrical installation work for work that is associated with domestic dwellings. 


However, electrical contractors who want to apply for commercial/industrial work shall be also be registered with the Competent persons Self-Certification Schemes whose scope of work includes the design, installation, inspection and testing of all electrical installation work associated with commercial/industrial work which operate at low or extra-low voltage. 

10. Quality Assurance 
The Contractor shall accept responsibility for co-ordination, supervision and administration and quality assurance of the works including subcontractors. 
The Contractor shall arrange and monitor a plan with each subcontractor, supplier, local authority and statutory undertaker setting out the Contractor’s plan in accordance with the requirements of this contract including how and when the works will be provided and obtain and supply information as necessary for the co-ordination of the works to be provided. 
Full details of proposed personnel shall be forwarded to the Contract Administrator at least 6 weeks prior to starting the contract.  
The Contract Administrator reserves the right to request that the Operations Manager/ Supervisor/ Contract Manager be replaced.  This will not be done vexatiously and the Contract Administrator for this request shall give written reasons.

It will be the responsibility of the Contractor to inform the Contract Administrator of any delays or problems relating to the works in progress and the personnel will have sufficient experience, qualifications and competence to offer solutions 
to the problems encountered. 
The Contractor must be available for consultation (by telephone) by the Contract Administrator during the working hours of 09:00 to 17:00. Contact phone and mobile phone numbers shall be provided for this, answer-phone will not be accepted.

The Contractor will pre-inspect ALL works for the replacement of complete appliances and new installations and confirm in writing to the Contract Administrator the need to replace the appliance and will detail the works in question including the “level of disruption “that the installation will cause.
The Contractor should have a quality assurance process in place, independent from the testing/minor works personnel. 
It is the Employer’s preference that all personnel will carry a company Personal Digital Assistant (PDA) to track all actions, visits etc. on the Affected Property.

11. Resident Liaison / Access to Properties 
The Contractor shall be required to arrange access to sites through direct contact with Area Hubs/ property managers as required.  
12. Personnel

It is the Contractor’s responsibility to brief his personnel on the requirements of this Contract and to ensure that the particulars conditions are strictly adhered to.

The Contractor shall use only permanently employed PAYE personnel and shall not sub-let any part of this Contract to use ‘self-employed’ personnel unless approved in writing by the Contract Administrator.

The Contractor shall ensure that all personnel are ‘competent’ persons and that they are continually trained and updated with regards to all current health and safety regulations, manufacturer’s instructions and approved codes of practice.
The Contractor shall provide the Contract Administrator with the relevant certification for any personnel employed to carry out gas related work, prior to the operative commencing work on the contract.

The Contractor shall only employ personnel on the contract that have a proven track record with the Contractor and are known to be capable of undertaking the works properly. 
Where the Contractor employs newly appointed personnel on the contract these shall be fully monitored by the Contractor during the initial stages of their work and regularly monitored thereafter. 
All personnel shall be regularly monitored during the course of their work and adequate supervision shall be provided. The Contractor shall provide adequate quality control and supervision to meet any increase in the level of works.
13. Communications
The Contractor shall provide a facility to manage calls from the Employer and make all necessary appointments, communication, etc. in providing the works in accordance with this Service Information. 
The Contractor is required to acknowledge all communications from the Employer (including from Hubs and property managers). Communications  received by 4.00pm to reply same day, if received after 4.00pm to reply by noon the following day. 

Wherever possible, calls shall be recorded to assist complaints and enquires. Contractor shall make themselves aware of data protection regulations regarding the use of voice recording  
The Contractor will make the following referrals back to the Employer:
1. Referrals for replacements – email: m&eteam@ealing.gov.uk
2. Resident damage – email: housingrepairs@ealing.gov.uk 

3. Chargeable and additional works required before the Contractor can proceed -  email: housingrepairs@ealing.gov.uk
	
Professional

Standards
	To follow the Employer customer care policies:

· To answer 95% of telephone calls.

· To answer telephone calls from the Employer residents            within 20 seconds. To achieve this target 80% of the time.

· To be polite and professional when dealing with   residents
· To have access to an interpretation service as set out          in the contract under the ‘Equality and Diversity Policy’.


	Raising Task
Orders
	Order Logging 

Contractor to log orders onto the OHM system 


	Performance 
Management
	Order Logging

Right to repair performance monitoring will continue to be carried out by the Employer and the Employer retains the right to request further performance indicators, within a reasonable timescale 

Complaints

Complaints to be recorded by Contractor, and details provided to the Employer monthly showing name, address, order number, details of the complaint, and action taken to resolve the problem. 
Access Problems

Any difficulty gaining access to the Employer properties 
must be recorded and details supplied to the Employer 

Vulnerable Residents

If Contractor’s experience any difficulties and are not
prepared to attend in future or identify resident’s vulnerability such as hoarding etc. the Employer must be informed the same day.  The anti-social behaviour teams for each area and our service improvement team are to be contacted by email;


	Liaison 
Meetings
	The meeting will cover:

· Performance against standards set

· Employer and Contractor issues

· Resident issues

· Complaints

· Training requirements/issues

· Changes to the service by mutual agreement, and a variation of the Contract




14. Code of Conduct

Capacity

The Contractor is specifically requested to notify the Contract Administrator of any problem regarding its capacity to undertake work for the Employer, whether by reason of a temporary heavy workload, or a change in circumstances (e.g. personnel changes), which may affect capacity and response time.  It is particularly important that the Employer is immediately notified of any intention to stop providing the service or to end trading.


Cessation

In the event of stopping work for the Employer the Contractor will be required to hand back keys, plans, specifications, other documents or equipment issued by the Employer.


Notice

The Contract Administrator must be notified if it is necessary for the Contractor to disconnect works or interrupt the use of access or amenities, and any interruption to the works should be kept to a minimum.  

The Contractor is responsible for ensuring that, where appropriate, any Statutory Consent i.e. scaffolding on a pavement is obtained before work commences, and that any Statutory Notices i.e. Building Regulation Notices have been applied for as appropriate.


Key-holders

Whenever possible, work should be carried out or access obtained to premises when the resident or representative is present. Any other arrangement for key-holding or unaccompanied access should be discouraged, or if absolutely necessary, kept to a minimum. 
The holding of keys to the Affected Property is arranged at the risk of the Contractor and must never occur without the specific agreement of the resident, which must be in writing.

Personnel Code of Conduct

The Contractor shall inform all personnel of the Code of Conduct during their induction 


Identification and Security

The Contractor shall at his own expense issue to all personnel, identification cards of a type and in a form approved by the Contract Administrator.

Personnel shall prominently display their identification cards during the time they are on Affected Property and/or on the Employer’s premises.
Cards shall be in a format approved by the Contract Administrator and contain the following details within a laminated casing: 

· Photograph of personnel
· Personnel name in bold capital letters

· Contractor’s name, address and telephone number

· Expiry date of Identification Card

· Unique reference number, where applicable

· Signature of Contractor
Samples of the identification card shall be submitted to the Contract Administrator for approval (to be given in writing) prior to commencement of any works under the contract. The design of identification cards shall not be changed without the written consent of the Contract Administrator.

The Contractor shall ensure that personnel are notified that it is a requirement of the contract that identification cards are prominently displayed at all times, when personnel are at the Affected Property or on the Employer premises.

Personnel ceasing to be in the employment of the Contractor, or his subcontractors shall have their identification card withdrawn.

The Contractor shall, at least 6 weeks (or less if agreed) prior to starting the Contract, provide the Contract Administrator with a list of personnel to be used in connection with providing the works. The list of personnel shall include their respective name and principal terms of engagement, a photograph and a personal identity code. 
The Contractor shall notify the Contract Administrator forthwith of changes to personnel. The Contractor shall provide the Contract Administrator with the relevant certification of any personnel carrying out specialist M & E related work prior to the personnel commencing provision of the works. 

The Contractor shall ensure that personnel, at all times, wear hardwearing, safety shoes with oil/water resistant non-slip soles with suitable heel. The wearing of training/sports shoes will not be permitted.


The Contractor shall not employ upon the works or in connection with this contract, any personnel with unspent or relevant criminal convictions. 


The Contract Administrator is empowered by this provision to instruct the Contractor to remove the operative from the works but not vexatious any personnel employed upon the works directly or indirectly by the Contractor. The Contractor shall comply with such instruction forthwith and shall not thereafter employ the said personnel upon the works or any matter in connection with this contract.


The Contractor shall not allow personnel to trespass upon premises adjoining the works. If in providing the works require that personnel must enter upon adjoining premises, the necessary permission from the occupier of the adjoining premises must be first obtained by the Contractor who is to ensure that these provisions are carried out. 


The Contractor shall indemnify the Employer against any claim or action for damages on account of any trespass or other misconduct of his personnel. 


Personnel, plant and materials will be allowed only on the Affected Property and Employers premises as may be considered necessary by the Contract Administrator to provide the works.

15. Plant Tools and Vehicles

The Contractor shall maintain all vehicles, plant and tools used to provide the service in good and serviceable repair at all times and in such condition as is commensurate with the proper performance by the Contractor of his obligations under this contract.

The Contractor shall provide a suitable uniform for all personnel used on this contract, which will include all safety and protective clothing.  Choice of uniform will be at the Contractor's discretion but shall be subject to prior approval by the Contract Administrator.
16. Police and Traffic Regulations


Fines imposed and for the purpose of this contract any costs shall be Disallowed Cost through failure to display parking vouchers or to make appropriate parking meter payments.

17. Key People

The Contractor shall submit the names of any proposed key people to the Contract Administrator not less than two weeks before they are required on Affected Property.


The Contractor must ensure that its personnel and skill levels are sufficient to execute all or any of the works they may be required to undertake and where necessary must train and recruit personnel and take other appropriate action to achieve this.

18. Injury, Damage and Insurance

The Employer's practice for checking liability insurance is to send certificates for the Contractor's insurers to complete and sign.  This is a fundamental pre-condition of any Order being issued to the Contractor.

19. Rates On All Temporary Buildings

The Contractor shall include in his price for the payment of and indemnify the


Employer against any rates and taxes which may be legally demandable as a result

of the Contractor's provision of the service at the Affected Property except for any

statutory fee for building control, or town planning.

20. Limitations of Working Space  


The Contractor shall restrict his operations to within the boundaries of the Affected Property being worked on and with the least possible inconvenience to residents.   
21. Guarantee


All works and works provided shall be guaranteed for a period of 1 year from the date of the final test against faulty workmanship or materials.  Subject to the Contractor not being responsible for wilful damage, nor from faults arising from tampering with the installation by others not employed or authorised by the Contractor.

22. Maintenance of Existing Works


The Contractor shall prevent damage to existing utility service mains, cables, sewers, etc. on, through or adjacent to the Affected Property the positions of which must be ascertained and shall hold the Employer indemnified from any claims arising from any damage that may be caused.


The Contractor shall ensure that basic amenities and works are maintained as far as possible at the properties, subject to the type of repair or maintenance work being executed.   In any event, water and power works shall be temporarily restored overnight and at weekends where properties remain occupied.


The Contractor shall note that no diversion of existing or completed works shall be carried out without the written consent of the Contract Administrator.

Where relevant to the works, the Contractor shall maintain close liaison with the local authority and the public utility authorities so as to avoid disruption of existing works etc.

The Contractor shall provide all necessary protection and/or precautions and take necessary care to prevent damage to the resident’s property including existing buildings, installations, boundary walls and fences, roads, paving, footpaths, kerbs, gates, trees, grass, drains, etc., on and adjacent to the Affected Property and shall be responsible for drawing to the Contract Administrator’s attention any outward signs of damage, defects or deterioration prior to the commencement of the service.   

Any damage caused by the Contractor shall be reported immediately to the Contract Administrator’s and made good at the Contractor's expense, including damage arising in providing the service.


All works is to be executed by competent service engineers adequately trained, qualified and skilled for the various works which have to be carried out working under the close supervision of a qualified engineer.

The Employer shall be entitled to require the Contractor’s to remove from the       performance and carrying out of this Contract any of its employee’s or subcontractors whose behaviour is disruptive, disturbing or likely to cause offence to 
the Employer or its employees and where the Employer has received a valid complaint.

23. Works in Affected Properties
Where works are performed in occupied dwellings and premises the Contractor shall take all reasonable care to avoid damaging the property or contents and shall show due courtesy and consideration to the residents. Any damage caused shall be the responsibility of the Contractor for which the resident shall be compensated at the Contractor’s own expense.

The Contractor shall organise the works to avoid unnecessary disturbance and disruptions to the building users, and to ensure that health and safety regulations are considered at all times.  Access to staircases, means of escape routes, fire parts etc. must be maintained.  Adequate temporary signs, barriers etc. are to be provided to indicate temporary escape routes and the diversion etc. during the progress of the works being undertaken. 
Fire hydrants must be left freely accessible at all times. Materials and plants are not generally to be deposited within the dwellings or their environments unless specifically authorised by the electrical engineer.

The Contractor shall allow for moving the resident's carpets, floor coverings, curtains furniture etc. as necessary with the resident's permission and protecting with dustsheet or otherwise. The Contractor shall ensure that all the resident's possessions are left in the exact same condition as they were at the beginning of the works. 
The Contractor shall be indemnified against any loss or damage caused during the execution of the said works to any furniture, fittings, fixtures, etc. which are the property of the resident or the Employer and any other person.

The Contractor must comply with prevailing policies within properties regarding smoking.  The Contractor’s operatives shall not be permitted to smoke within any building designated as non-smoking or in any occupied homes.  All operatives must comply with and maintain the integrity of existing security arrangements at all times.

All operatives shall behave in a courteous manner towards the building users, local residents and the general public.  In particular any person found making remarks of a racist or sexiest nature should be removed from affected property immediately.

It is additionally essential to avoid the following:

· Excessive noise

· Over familiarity

· Arguments

· Parking vehicles in the wrong place e.g. on grass or paved areas and residents parking bays

· The playing of radios.

Please refer to Appendix 8.6 (Code of Conduct) for more detailed information.

24. Protection of Existing Buildings Outside the Affected Property


The Contractor shall take all necessary precautions and care to prevent damage to existing buildings, roads, paving, footpaths, kerbs, fencing, gates, trees, grass, drains etc., outside the resident’s property and shall indemnify the Employer’s against any claims there-from. Particular care shall be taken when providing the service outside of the resident’s property. 
The Contractor shall be responsible for drawing to the Contract Administrator’s attention any outward signs of damage, defects or deterioration prior to the commencement of the service. 
Any damage caused by the Contractor shall be reported immediately to the Contract Administrator and made good at the Contractor's expense, including damage arising from providing the service.
The Contractor shall keep all public and private roads and footpaths clean and free from mud and other debris or rubbish arising from the service.   The Contractor shall remove, at his own expense, any such deposits which may be transmitted to such roads and footpaths as and when they occur and to the satisfaction of the Contract Administrator.

The Contractor shall ensure that the wheels of all vehicles are cleaned of soil or other adhesion each time before leaving the Affected Property and shall provide all necessary cleaning facilities and equipment for carrying out this requirement.

The placing and positioning of skips or the like on or adjacent to the highway is to be subject to the approval of the Contract Administrator and in accordance with the local authority's skip inspector's directions. The Contractor is to obtain all necessary licences before allowing skips to be positioned.

Any adjoining or adjacent property, building or structure which shows any outward or other signs of damage, defect or deterioration shall be drawn to the Contract Administrator's attention before commencement of the service.
25. Work Beyond the Boundary of the Affected Property

The Contractor shall obtain all necessary permissions before entering upon adjoining property or encroaching on the airspace above any adjoining property or public highway by the use of cranes, scaffolding or any other means.

The Contractor shall use all reasonable means to avoid inconveniencing adjoining owners and occupiers or any other person.

The Contractor shall note that where the works include work outside the boundary of the Affected Property then he is to allow in his price to provide necessary protection e.g. lighting, watching, footways and barriers etc.

26. Affected Property Fencing

The Contractor shall allow for any necessary temporary fencing, hoardings etc. that may be required to ensure the safety of others that may need to pass by or adjacent to the Site.

The Contractor shall satisfy himself as to the facilities for access, storage of materials, plant, etc. and other Affected Property conditions that may affect providing the service.  Failure to do so will not constitute any ground for a variation.

27. Inclement Weather

TThe Contractor shall maintain whenever practicable, continuity of working and productivity during inclement weather.

28. Electrical Installations

All electrical installations must comply fully with the Electricity (Factories Act) Special Regulations (Latest Edition) and the I.E.E. Wiring Regulations for electrical installations (Latest Editions).

Where the only Affected Property requirement is for the use of light movable plant or portable hand tools used in conjunction with trailing leads, the power supply for such equipment must be either:-

· 110V supply feed via a double wound transformer located at a fixed source of supply (i.e. a 240V socket outlet or a main electrical intake), or

· 240V supply fed via a residual current device located at a fixed source of supply.

The method of connection of temporary supply at the fixed source of supply must be

approved by the Contract Administrator, before use of the temporary supply commences.

All trailing leads should be carefully located and protected to avoid physical damage
to leads and to prevent the leads themselves becoming a hazard to other users of the
working area within the site.


Particular care must be taken when temporary supplies are to be run in or through
 
areas to which residents and occupiers and/or the general public will have access
 
(i.e. staircases and corridors).  

The Contractor is reminded of his obligations under the health and safety
 
legislation in such areas.  All temporary supplies in these areas must be agreed
 
in principle with the Contract Administrator before work commences.


When a resident permits the use of their gas or electricity it is the Contractor's

responsibility to reach agreement with the resident, allow for this in his price and
 
pay the resident for such fuel.


The Contractor shall make arrangements with residents regarding access to the

property for the purpose of providing the service.


Removal of Redundant Equipment
Equipment which has been made redundant, as a result of any works shall be
removed from all areas (i.e. electrical intake cupboards, riser cupboards, communal
areas, etc.) and disposed of in accordance with relevant statutory requirements. This
shall include all redundant distribution equipment, containment, cabling, old cable
supports, light fittings, lamps, etc. Old conduits/cabling should be cut or grinded back
as far as possible (ideally flush with ceiling/wall) & fire stopped as necessary. 
Any damage caused as a result of removing redundant equipment must be made
good by the Contractor. Making good shall be defined as repairing all damage to
brickwork (to match existing), repair damage to render and/or plaster coatings, filling
of screw holes and the like. Making good shall not include touching in of paint work or
decorative coatings (e.g. Artex) unless otherwise instructed by the Contract Administrator.     
29. Fire Stopping

Openings made in compartment walls for the passage of a service shall, to prevent fire spread, have any opening remaining around the service sealed with appropriate material.

Where cabling or cable containment systems go through walls and ceilings, any gaps must be filled with a suitable fire stopping material. 
When ERM works are in progress (but incomplete), at the end of each day any newly cut holes between fire compartments must be fire stopped with intumescent bags/pillows or an equivalent approved method to be agreed with the Contract Administrator. 
Where enclosed trunking wiring systems are being utilised, fire stopping shall be fitted inside the trunking where it passed through walls or ceilings and where cabling exits the trunking (i.e. in electrical intake cupboards).
Any existing gaps or holes in electrical risers shall be addressed as part of the ERM works. 

As with all works installed within a building, there will be situations where it is necessary for electrical systems to pass through a building element that has specific fire-resistant properties. Where an opening is made to allow a service to pass through the element, then the opening should be adequately sealed or stopped. 

Building elements

Where a wiring system passes through a building element that has specific fire-resistant properties, the opening compromises the ability of the element to resist the spread of fire. If a building element that has specific fire resistant properties has been compromised, Regulation 527 of BS 7671 requires that the ‘openings remaining after the passage of the wiring system shall be sealed according to the degree of fire-resistance prescribed for the respective element of building construction before penetration’. To protect against the spread of fire, an opening should be appropriately sealed, for example, with an intumescent seal. Intumescent seals have the capacity to resist fire spread for between 1 and 4 hours, depending on their rating.

Regulation 527.2.4 of BS 7671 requires that the seal:
	a. shall be resistant to the products of combustion to the same extent as the elements of building construction which have been penetrated, and

	b. shall provide the same degree of protection from water penetration as that required for the building construction element in which it has been installed, and

	c. is compatible with the material of the wiring system that it is in contact with, and

d. permits thermal movement of the wiring system without reducing the sealing quality, and

e. shall be of adequate mechanical stability to withstand the stresses which may arise through damage to the support of the wiring system due to fire.
Internal Sealing




Regulation 527.2.3 of BS 7671 requires that where a wiring system such as conduit,
cable ducting, cable trunking, or busbar trunking passes through a building element
that has specific fire-resistant properties, and has an internal cross-sectional area
greater than 710 mm, then it is to be internally sealed. See Fig 1.
Trunking sealed with intumescent seal
[image: image2.jpg]




Fig 1


Intumescent sealant used may come in the form of mastic, which can be pumped 
in or trunking, and cable tray pillows. See Figs 1 and 2.

Seal around trunking
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Fig 2
External sealing

It is likely that where a wiring system passes through a building element that has specific fire-resistant properties, the hole formed will be larger than that required for the wiring system. This surrounding area must also be sealed, such that the degree of fire resistance required for the element concerned is maintained. The sealing options available for use include intumescent mastics, metal sleeves and fire-resistant sponge-filled multi-service boxes. Figs 3 and 4 illustrate some of these options.
Conduit sleeve
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Fig 3

Multi-service barrier
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Fig 4

Erection conditions

Regulation 527.2.1.1 requires that during the erection of a wiring system, temporary sealing arrangements are to be provided so as to maintain the integrity of the fire barriers. The assessed fire risk for the building remains and may be increased during construction by, for example, other trades, such as plumbers and heating engineers carrying out ‘hot work’.

Verification
Once installed, sealing arrangements should be regularly assessed as part of the

initial and periodic inspection process. This is necessary as the seal may be removed
when additional cables are installed. Inspection during erection is also necessary to
ensure that the material employed for sealing is used in accordance with the
manufacturer’s guidance. Details of the inspection must be recorded in the Electrical
Installation Certificate or Electrical Installation Condition Report, as applicable.
30. Removal of Rubbish and Cleaning

The Contractor shall clear away and remove from affected property all rubbish and surplus materials from time to time as necessary or as directed by the Contract Administrator, clean all floors, metalwork, sanitary fittings and glass, eradicate all 
stains and splashes and leave 
every part of the Affected Property free from all defects at completion.

The cleanliness to be achieved at completion is to be of a good domestic standard and not the normal "builder’s clean" standard.

All plant-rooms, common and occupied areas shall be left clean and tidy on

completion of each day’s work.  All tools and/or ladders shall, where normally kept on
the site, be securely locked up and in other cases shall be removed by the Contractor
on completion of each day’s work.  Smaller spaces normally locked shall be made
secure (e.g. - cupboards containing any distribution boards).

31. Health and Safety Welfare Regulations

The Contractor shall ensure that all health, safety and welfare measures required
under or by virtue of any enactment or regulations, or the working rules of any
industry, together with any amendment or re-enactment thereof are complied with
strictly. The Contractor's attention is drawn in particular, but without limitation, to the
following:



The Construction (Lifting Operations) Regulations 1961.



The Construction (General Provisions) Regulations 1961.



The Construction (Health and Welfare) Regulations 1966.



The Construction (Working Places) Regulations 1966.



The Factories Act 1961.



Guide to the Construction Regulations 1961 and 1966.



The Health and Safety at Work etc. Act 1974.



The Offices, Shops and Railway Premises Act 1963.



The Control of Substances Hazardous to Health Regulation 1988.



Construction (Design and Management) (CDM) Regulations 2015 

The Contractor’s specific attention is drawn to the Health and Safety at Work Act 1974 which he must comply with at all times.  The Contractor is required to have and shall comply with a Health and Safety Policy and Approved Working procedures, a copy of which shall be submitted to the Contract Administrator.

In addition to his statutory duties the Contractor shall provide the Contract Administrator with all relevant information on any dangerous, noxious, toxic and offensive substance or process to be used on the Site, which might present a risk to health safety or welfare of persons other than his employees.

32. Health & Safety Policy

The Contractor shall maintain an effective health and safety policy throughout the Contract, which shall conform to the guidelines set out in the current edition of the pamphlet "Guidance on the Implementation of Safety Policies" published by the Health and Safety Commission Construction Industry Advisory Committee, and shall comply in all respects with the Health and Safety at Work etc. Act (1974), regulations, Codes of Practice, and Byelaws, that are in force. A copy of the Contractor’s safety policy shall be made available for inspection by the Contract Administrator.


The Contractor shall ensure that the health, safety and welfare of all work-people and the general public are covered by this undertaking and that all plant, scaffolding and safety equipment conforms to current Codes of Practice and relevant BS and is fully maintained and supervised by competent persons.   The Contractor shall also ensure that proper provision for the safe access and egress of authorised persons shall be maintained throughout the duration of the Contract. (Please refer to Appendices 8.7 H&S Policy and 8.15 for CDM Project Information for more detailed information)
33. Act of Parliament, Regulations and Orders


The Contractor shall allow in his Price for compliance with all Acts of Parliament, Statutory Obligations, and any regulations made there-under or any amendments or re-enactments thereof which are applicable or relevant in connection with the performance and carrying out of this Contract.  

34. Environmental Protection Act 1990


The Contractor is required to comply with the relevant provisions of the Environmental Protection Act 1990 and especially Section 34: "Duty of Care etc. as Respects Waste". The Contractor is advised that there is a Code of Practice issued by the Department of the Environment Transport and the Regions regarding the "Duty of Care" and must in all respects comply with the provisions therein.


The specific attention of the Contractor is drawn to the provisions in both the above Act and the duty of care with regards to the transport and disposal of any waste (regardless of quantity) that is produced on a construction or demolition site.  The Contractor will be required to demonstrate that he is aware of and implementing the said provisions and shall allow for this within his Price.


The Contractor shall not permit any waste to be transported from the affected property except by an "authorised person" (normally a registered carrier) and accompanied by the relevant transfer note and description.


Please refer to Appendix 8.9 Sustainability Strategy for more detailed information)

35. Licences


The Contractor shall allow within his price for all expenses and costs in connection with obtaining appropriate licences for street-works, skips or any other matters requiring the issue of licences.

36. Existing Mains/Services


All dwellings are known to be served by mains electric and water works. Most dwellings are served by mains gas.

37. Residents Telephone and Amenities


The Contractor shall not use residents’ telephones, toilet facilities and other amenities without permission.


The Contractor, his operatives or any person employed directly or indirectly by him shall not repair or connect any appliance, light fitting or electrical item belonging to the resident.

38. Lighting and Power

The landlord's supply within the communal areas should NOT BE used by the Contractor without approval by the Contract Administrator. The Contractor shall provide all temporary connections, leads, transformer and fittings.  

39. Normal Working Hours

It is expected that all works will be carried out between 08:00 hours and 17:00 hours Monday to Friday.  
Works requested by the Contract Administrator for performance after 1730 hrs and before 0800 hours Monday to Friday and at weekends and public holidays would be classified as out of hours work. 

The Contractor shall provide all person(s) engaged on out of hours work with approved mobile telephones and shall advise the Contract Administrator and the 
duty officer of the telephone numbers. 

The Contractor shall ensure the order required (including any minor repairs required) is completed in full during the first visit and, where unavoidable circumstances arise; temporary repair jobs will be acceptable on condition that it has been agreed by the Contract Administrator. If a return visit is required additional callout cannot be claimed.
Except in so far as the contract provides otherwise, all rates and prices submitted at the time of the tender by the price Contractor’s shall be inclusive for the cost of premises, labour, materials, fuel and the provision and maintenance of all vehicles, machinery, mobile platforms and equipment.

It shall also include management, supervision, administration and all other fees and
all other cost however they arise in order to undertake the programme totally in
accordance with the contract.

40. Asbestos 

The Contractor must comply with requirements of the Health and Safety at Work etc. Act 1974 and all associated Regulations and Approved codes of Practice. 
The Contractor will provide, before commencement of the service, copies of his company policy on asbestos, and with regard to the above types of appliances in particular.

Where suspect material (asbestos of asbestos based products) is found it should be reported to the Contract Administrator immediately. The Contractor will not be expected to and must not as part of this Contract remove or disturb any suspect or confirmed material
Asbestos surveying, removal and monitoring must be undertaken via Employers Asbestos Framework which acts in accordance and meets the terms with accredited ISO17020 and ISO 17025:_
The appointed specialist contractor(s) will be upon notification of suspect ACMs (asbestos containing materials) responsible for; 

•
Asbestos Surveying, Management and Refurbishment Surveys, Re-Inspection 
Surveys, Sample Analysis and any bespoke requirements


•
 Asbestos Removal, Remediation Works


•
Compliance Air Monitoring, Reassurance Monitoring & Enclosure Clearances 
Contractor.

When an appliance suspected (due to age etc.) or known to contain asbestos is tobe reported to the Contract Administrator.

When an appliance known to contain asbestos is to have the asbestos removed via the Employer via Employer Asbestos Framework. 
41. Complaints

Where a written complaint is received about the Contractor, it is the Contractor’s responsibility to provide full and comprehensive information for a response to be issued in compliance with the Employers policy. 

The Contract Administrator will issue a copy of the complaint and the Contractor shall provide a draft response within the deadline date as advised.

The Employer operates a resident’s charter and under the resident’s charter is responsible for making compensation available for delay in carrying out works, repairs, servicing and maintenance to properties, equipment and supply works.

Where a delay in carrying out any works, servicing and or maintenance is due to the Contractor, the Contractor shall reimburse the Employer all payments made to rectify or compensate the resident.
This includes compensation under the Right to Repair regulations, including any future charges to the current regulations.

The current regulations state that the Right to Repair compensation of £10.00 for initial delay plus £2.00 per day thereafter up to a maximum of £50.00

The claim would be in respect to the following;

· The initial visit is not made within the timescale prescribed given an appointment for the next day and cannot be given 24-hour notice.
· An appointment is not kept by the Contractor and less than 24 hours of notice of cancellation being given

· Where following receipt of request from any resident the Contractor fails to provide the works or remedy a defect within 5 working days


(Please refer to Appendix 8.12 Complaints Process, for more detailed information)
42. Access

The Contractor will make appointments.

Appointments made by the Contractor/customer service centre shall be am (08.30-12.30) or pm (12.30 – 17.30). The Contractor shall give residents reasonable notice (a minimum of 40 hours’ notice). 

The Contractor shall be aware that in special circumstances the Contract Administrator or customer service centre shall make specific appointments with the resident. 

All appointments made by the Contract Administrator or customer service centre shall be reported to the Contractor.

The Contractor shall not be paid for abortive calls except where specific appointments have been made by the Contract Administrator or customer service centre. Where the Contract Administrator or customer service centre has made a specific appointment and the resident has failed to keep the appointment then the Contractor shall be paid the standard call out charge after adjustment. In such circumstances the Contractor shall contact the Contract Administrator or customer service centre. In all circumstances where the Contractor has failed to gain access to carry out a order a "No Access Card" shall be posted through the resident’s letterbox.

The card shall confirm to the resident that the Contractor called but was not able to gain access. If after four working days, the resident has not contacted the Contractor then the Contractor shall arrange a second appointment/visit to affect the repair.  

Should the Contractor fail to gain access 4 days after the second visit then a second "No Access Card" shall be posted through the resident’s letterbox.  

If after four working days of the second "No Access Card" the resident has not contacted the Contractor then the order shall be closed and the Contract Administrator or customer service centre informed accordingly.  No payment will be made for abortive calls.
The Contractor is reminded of the requirements to fill-in the affected property logbook during each visit made to a site to carry out orders. Failure to fill-in site log cards during each visit to an Affected Property shall be deemed as no visit made. 

43. Compliance with the Specification

The Contractor will answer queries and provide evidence of works as requested by the Employer.

The Contractor shall not alter any of the specified maintenance works, except in an emergency or as directed in writing by the Employer, but the Employer shall have full power, subject to the provision herein after contained, from time to time during the execution of the programme, by notice in writing, to direct the Contractor to alter, amend, omit, add to, or otherwise vary any of the works, and the Contractor shall carry out such changes, and be bound by the same condition, so far as applicable, as though the said changes were stated in the specification.

Works not covered under the contract shall not be undertaken without the consent of the Contract Administrator or customer service centre.  Where the Contract Administrator or customer service centre is not available to give consent then the system shall be made safe if necessary, awaiting further guidance and/or authorisation. 

44. Impress Stock


The Contractor shall provide all labour, plant, materials and tools necessary for the execution of all work he is instructed to carry out under this Contract.

45. Quality Control Checks 

In accordance with the Contractor's own quality assurance system or industry-standard requirements the Contractor shall ensure that at least 10% of all servicing, maintenance and repair jobs undertaken are physically inspected and checked by suitably qualified and experienced supervisor employed by the Contractor. The details to be covered under the Planned Preventative Maintenance (PPM) service checks will be agreed between the successful Contractor and the Contract Administrator at the commencement of the term.

The Contractor shall maintain a record of all such quality control checks and provide this information at the monthly meetings. Failure to do so may lead to the Employer carrying out the relevant checks, the cost of which will be recoverable from the Contractor.

A proportion of the job shall be inspected upon completion by the Contract Administrator with special reference being given to: -

(a) Quality

(b) Materials 

(c) Technical Standard as agreed with the Contract Administrator 

(d) Costs

(e) Meeting Response Times

(f) Invoice Quality

(g) Reporting and Communication

(h) Meeting Client Needs

(i) Complaints

(j) Frequency of breakdowns

(k) Answering Client queries as soon as possible.

46. Criteria for Performance Measurement 

Common faults on any one system which occurs more than 4 times within any one month period shall be thoroughly tested by a senior member of personnel and a report issued to the Contract Administrator detailing all faults found and the Contractor’s proposal to rectify the sub-standard performance shall be issued to the Contract Administrator within 14 days of the fourth breakdown. The Contractor shall be deemed to have included this within their tender sum. 

47. Priority Works Table 

Works under this Contract will be classified as Priority P (Planned Works).
	Priority A
	Emergency Call-Out (Priority A)      
                                                                                                  To attend an emergency call out during normal working hours 8:00 am - 17:00 pm Monday to Friday and 8:00 am - 12 noon Saturday. Attend within 4 hours complete within a maximum of 7 working days of the original order. Faults to be rectified on first visit where possible. No further call out charges will be paid for after the first visit or for subsequent visits to complete a repair.

	Priority B
	General Call-Out (Priority B)
       To attend a response repair within a maximum of 1 working day of the original order. It is expected that faults shall be rectified on the first visit where possible. No further call out charges will be paid for after the first visit or for subsequent visits to complete a repair.


	Priority C
	General Call-Out (Priority C)
                                                                                                        To attend a response repair within a maximum of 3 working days of the original order. It is expected that faults shall be rectified on the first visit where possible. No further call out charges will be paid for after the first visit or for subsequent visits to complete a repair.


	Out of Hours
	Emergency Call-Out (Out of Hours)
                                                                                                        To attend an emergency call out outside of normal working hours 17:00 hrs. to 08:00 hrs. Monday to Saturday and 12 noon Saturday to 08:00 hrs. Monday and Bank Holidays. To attend within 4 hours and complete within a maximum of 7 working days of the origin order. Faults to be rectified on 1st visit where possible. No further call out charges will be paid for after the first visit or for subsequent visits to complete a repair.



	
	

	Priority P
	Priority P – Planned Works
Planned Works shall be placed as separate Orders.



	All additional works and or time only shall be claimed as

per the Schedule of Rates.



The Contractor shall be aware that when requested to attend additional repairs,, a reference number will be issued by Contract Administrator/customer service centre. In turn the Contractor shall be required to issue an acknowledgement reference number.

48. Log Books/Recording


The Contractor should update the OHMS system, or other IT
system in operation, similarly, giving details of inspections and repairs
carried out.  It is intended that a full-service history should be available to the
Employer via the IT system.
49. Contractors Progress Reports 

Progress reports for each order placed shall be e-mailed to the Contract Administrator by 10 a.m. the next working day of the date the works was due for completion.  
The report shall confirm works completed or if delayed, the reason for delay, status of the works and the date for completion.

At the commencement of the contract, the Contractor will be invited to link into the OHM System.  
The progress of works will be updated on a daily basis when works are carried out to advise the Contract Administrator or customer service centre. The information will be regularly monitored by the Employer, so that suitable action may be promptly taken where delays or other problems are indicated.


The information received shall be used to monitor the monthly Contractor’s progress on individual works against the specific priority.  

Payments shall only be made against orders with a completed status on the system.

50. Employer/Contract Meetings 

The Contractor shall attend monthly (where required) core group meetings at the Employer’s offices to discuss all aspects of the programme and the Contractor’s performance over the previous month. 
The Contractor shall also attend any meetings deemed necessary by the Contract Administrator.
51. Information Technology Requirements

The Contractor shall provide and maintain, at the Contractor’s offices a computer,   

broadband modem and printer capable of being linked to the Employer’s (OHMS)   

computer system. The Contractor shall also provide a suitable location, all 
personnel, works and supplies necessary to operate the system effectively and 
continuously for the contract period.
Access to the Employer’s IT network (OHMS) will be via the internet using Citrix.
User ID’s and passwords will be supplied by the Employer.  

The Contractor will have the facility to access and view jobs at various stages, and submit 
claims for payment. They will receive works orders by email in PDF format, which will utilise an automatic generation system.

The Contractor will provide the software to enable access to the Employers computerised repair system (OHMS)

Orders will be raised by the Contractor on the OHMS system.

· Date of commencement

· Reason/Potential reason an Order has exceeded its planned completion date

· No access

· Completion date

· Variations to the planned service

It is the responsibility of the Contractor to commission and pay for the purchase of any hardware, software (excluding any proprietary software forming a part of the Employer’s housing management/repair computer system) or amendments to the Contractor’s existing software which may be required to achieve compatibility.



The Contractor will be responsible for the cost of the following:

· Stationery associated with the printing of orders, certificates or any other 

documents.

· Installation and rental of any telephone lines necessary to receive and output


information.

· Any charges for calls initiated by them.

Information available on the system shall only be used by the Contractor confidentially and in connection with the operation of the Contractor.



The Employer shall provide such initial training and software support as is reasonably necessary during the course of the Contract. General advice and further technical details may be obtained from the Employer’s information technology department.


The computer system shall be manned and available between the hours of 8.30 am to 5.00pm each working day. The Employer reserves the right during these times to close down the system for maintenance and shall give reasonable notice to the contractor of such non-availability.


In addition, the Employer will require internet access to view the Contractors works ordering and job tracking system.


The Contractor is expected to co-operate with resident’s reasonable requests in the execution of works (excluding requests for additional works)


If dimensions are stated on the order whether in metric or imperial units, these are to be regarded as approximate only and are inserted for the guidance of the Contractor and he is to satisfy himself as to their accuracy. No claim arising through insufficiency of the dimensions will be entertained. Provision shall be made for the execution of all incidental matters which reasonable may be inferred from the Schedule of Rates / Asset List to be necessary in order to leave the work perfect and complete, although the same may not be expressly 
mentioned therein. 

Payments on raised orders will be submitted once monthly, in arrears and invoiced at the rates stated in the Schedule of Rates/ Asset List of this document.


Each monthly account shall contain the following information:

· A copy of the orders

· Affected property details

· Itemised details of works undertaken and pricing document/schedule of rates  

     claimed, variations to the original order, the value of such variations and the
     authorization for additional work.

· The total value of the account (Excl. VAT) 

· The VAT amounts
· The total value of the account (Inc. VAT)

The Contractor shall take great care to ensure the completeness and accuracy of invoices or associated supporting evidence. If omissions or inaccuracies are found, the invoice will be retained by the Employer, and the breakdown together with other supporting documentation, will be rejected and returned to the Contractor. 


The Contractor is responsible for the preparation and delivery of all accounts for orders issued under the Contract in good time.


The Contractor shall be responsible for programming service. Orders issued under this contract will state a commencement and completion date of the required works. 

In addition, all variations must be entered onto the system prior to submission of completion dates for orders and submitted in good time or no later than 28 days from the date of the agreed variation. Should the Contractor fail to comply with the above conditions, other than for circumstances considered in the reasonable opinion of the Employer’s personnel to be beyond the Contractor’s control, the variation shall be deemed invalid and recommendation for payment will be at the sole discretion of the Contract Administrator.
52. Mobile Data Communications

In order to improve the service to residents and speed up the communication between the reported repair and the field engineer, the Contractor must provide a communications link between the operatives and their office in order to identify:
· The time an Order was issued to the field engineer

· The time the field engineer attended the Site

· Works and materials used for carrying out the Task

· Time when field engineer left Site.

The minimum specification required to operate the OHM System are:

· PC’s with internet access and the ability to communicate via e-mail.

53. Supervision 

The Contractor shall accept responsibility for co-ordination, supervision and administration 
and quality assurance of the service including Subcontractors. The Contractor shall provide a programme and monitor the plan with each Subcontractor, supplier, local authority and statutory undertaker setting out the Contractor’s plan in accordance with the requirements of this Contract including how and when the service will be provided and obtain and supply information as necessary for the co-ordination of the service to be 
provided.

The Contractor shall give maximum possible notice to the Contract Administrator before changing the personnel this should normally be within a period of 3 months or shorter only with the consent of the Contract Administrator. Full details of proposed personnel shall be forwarded to the Contract Administrator at least 6 weeks prior to starting the Contract. The Contract Administrator reserves the right to request that the Contract Manager be replaced.  This will not be done vexatious and the Contract Administrator for this request shall give written reasons.

The Contractor shall allow in his Price for attending the Employer’s offices to liaise, discuss and offer all necessary information and detail to the Contract Administrator on at least 1 day during each working month when Portable Appliance and Fixed Installation Testing is being carried out and more often should the Contract Administrator so require. It will be the responsibility of the Contractor to inform the Contract Administrator of any delays or problems relating to the service in progress and the Contractor personnel will have sufficient experience, qualifications and competence to offer solutions to the problems encountered. The Contractor must be available for consultation (by telephone) by the Contract Administrator during the working hours of 09:00 to 17:00. Contact phone and mobile phone numbers shall be provided for this, answer-phone will not be accepted.

The Contractor will pre-inspect ALL works for the replacement of complete appliances and new installations and confirm in writing to the Contract Administrator the need to replace the appliance and will detail the works in question including the “level of disruption “ that the installation will cause.

The Contractor shall carry out quality assurance checks on all aspects of the service. Additionally, the personnel will post inspect all works for replacement of complete appliances and new installations.

On completion of the replacement of a complete appliance or new installation the Contractor will visit the Site and carry out a quality assurance check of the works.
Following this visit the Contractor will confirm in writing, to the Contract Administrator, that the works are complete and have been provided satisfactorily. 
If the Contractor should find during this visit that the work is unsatisfactory, he will immediately put in place such resources as are necessary to correct the faults found. The Contractors will arrange to re-visit the address to ensure that the works have been satisfactorily completed and will issue, in writing, confirmation to the Contract Administrator that works are now complete.

The Contractor will provide the Contract Administrator with an “in advance” account of his intended visits.

The format of the Contractor’s Quality Management reports shall be agreed to the Contract Administrator’s satisfaction, before the starting date.

All Contractor’s Personnel undertaking works on the Affected Property will carry a company mobile phone and will be contactable at all times between, 08.00 - 18.00.

54. Materials and Work Generally

· British Standard products

Where any product is specified to comply with a British Standard (BS), for which there is no equivalent European Standard (EN) it may be substituted by a product complying with a grade or category within a national standard or another Member of the European Union, or an international standard recognised in the U.K. specifying equivalent requirements and assurances in respect of material, safety, reliability, fitness for purposes, compatibility with adjacent construction, availability of compatible accessories and, where relevant, appearance.

In advance of ordering a product, the Contractor will notify the Contract Administrator all such substitutions and, when requested, submit for approval documentary evidence confirming that the products comply with the specified requirements. Any submitted foreign language documents must be accompanied by certified translation into English.


· Good Practice

Where and to the extent that materials, products and workmanship are not fully detailed or specified they are to be of a standard appropriate to the programme and suitable for the purposes stated in or reasonably to be inferred from the Service Information and in accordance with good building practice.

· Checking compliance of products
The Contractor shall check all delivery tickets, labels, identification marks and, where appropriate, the products themselves to ensure that all products comply with the Service Information.  Where different types of any product are specified, check to ensure that the correct type is being used in each location.  In particular the Contractor must check that:

(a) The sources, types, qualities, finishes and colours are correct, and match any

approved samples

(b) All accessories and fixings which should be supplied with the goods have been

supplied.

(c) Sizes and dimensions are correct. Where tolerances of components are critical, 
the Contractor should measure a sufficient quality to ensure compliance
(d) The delivered quantities are correct, to ensure that shortages do not cause   

              delays in the work
(e) The products are clean, undamaged and otherwise in good condition.

(f) Any products that have a limited shelf life are not out of date.

· Steel conduit and fittings 
Plain threadable rigid conduit  class 4 to BS 4568: Part 1 and 2, complete with all necessary junction boxes, fixings, etc. 

Minimise number of joints. Use bends and/or junction boxes at changes of direction. Fix boxes independently of conduit. Tightly screw joints with no thread showing. Fit rubber bushes at open ends. 

Do not use as a protective conductor. 

· PVC Conduit and fittings 

To BS 6099:Part 1, BS 6099:Part 2, Section 2.2 and BS 4607:Parts 1 and 5, duty appropriate to usage, complete with all necessary junction boxes, fixings, and similar items. 

Minimise number of joints. Use proprietary bends and/or junction boxes at changes of direction. Egatube or Gilflex or equal to approval of Contract Administrator. 

Fix boxes independently of conduit. 

· Installing cables generally: 

Cables to be BASEC certified.

Cable routes to be straight and vertical or horizontal unless shown otherwise. Concealed cable runs to wall switches and outlets to be vertically in line with the accessory. All cables installed shall be LSOH.
Conceal cables wherever possible; obtain approval of locations where exposed to view. Position cables at least 150 mm clear of other works. Cables running parallel and adjacent to heating pipes to be located below the pipes. Sleeve cables passing through masonry walls.

Do not run cables in spaces where they will be surrounded or covered by insulation. Where this is not practical, size cables accordingly and informs Contract Administrator.

Protect cables in plaster with galvanized steel channel.
· MICC Cables

Neatly dress cable into position using correct tools. Avoid corrugating sheath when bending. Fix cables securely and connect to equipment and boxes with PVC shrouded glands.

As soon as a length of cable has been installed, fit permanent seals and immediately carry out an insulation test between conductors or between any conductor and cable sheath. Repeat test between 24 and 48 hours later. Only infinity readings will be accepted. Replace any cable that fails and repeat tests.

· General Inspection and testing
Inspection and testing to the current edition BS 7671 Requirements for Electrical Installation the IEE Wiring Regulations.

Give at least 24 hours’ notice before commencing tests. After satisfactory completion of 
tests submit two copies of inspection and completion certificates to Contract Administrator
Ensure that labels and signs required by the regulations are securely fixed in the correct locations.

· Earthing and Bonding

Earth metalwork of the new installation, including all electrical equipment, luminaires etc. in accordance with the requirements of BS 7671.

Ensure that electrical continuity does not depend on section fixing such as bolts, screws etc., but utilises earth links, copper braided straps and the like to ensure continuity.  

55. Reporting on Affected Property   

Within sheltered housing accommodation and blocks of flats with concierge reception facilities the Contractor shall report to the building manager/concierge receptionist where applicable on arrival and departure and ensure that they sign in the visitor’s diary.

Where a building does not have a reception facility or at the time of the visit the building manager or the concierge receptionist could not be located then the Contractor must report the arrival and departure from Affected Property to the customer service centre or the duty officer.

In any event the Contractor’s operatives must utilise the two-way mobile/data communications system to provide real-time status reporting on progress with the order.

The Contractor shall make every effort to ensure a satisfactory and courteous relationship with personnel, residents and members of the public.

On completion of the repair the Contractor shall test the system with the resident or concierge receptionist or building manager and obtain the name and signature on the worksheet.

56. Open Housing Management System (OHMS) 

The Contractor will ensure that orders requested by repair link or the 
Contract Administrator are monitored continuously on the system. The Contractor must 
update the system regularly and if there is a query then he must contact the Contract Administrator or repair link immediately. 

In order to maximize the benefits of the computerised repairs ordering and invoicing system it is a requirement that the Contractor assesses the system to electronically:


· Receive orders

· Receive variation orders

The Contractor shall access the Employer’s OHM System records and shall enter specific information against each order on the screen through the computer link. 

Information to be entered by the Contractor shall be restricted to the following:

· Date of appointment

· Reasons that any order has passed or is likely to pass the timescales on the 
priority coding

· No access

· Date of completion.

· Variation / order data details.
The OHM System may not be available outside normal working hours.

The Employer prior to its commencement will provide full training of the Contractor’s personnel in the use of the system. Thereafter the Employer may charge the Contractor for training. 

The Contractor will be responsible for the installation, maintenance and communications costs of proving a suitable terminal and printer connected into the computer network.

The Contract Administrator is responsible for:

· Maintaining accurate records of all order:
· Raised

· Changes issued

· Post inspections carried out, and

· Invoices queried

· Compiling monthly reports
· Ensuring a file is maintained for tendered works and that accurate records are   
       kept, 
and ensuring that at least a 10% spot-check is carried out on each  

       surveyor’s post inspections for accuracy. 
If the Contractor inaccurately invoices repeatedly, the Contract Administrator will make a formal referral to the Employer.

The Contractor can activate variations through the OHM System using price list codes 
however in exceptional circumstances such as concerns for health and safety or for other urgent reasons; variations may be given verbally but must be followed by written confirmation within 24 hours. 

The Contract Administrator will authorise variations where a Task exceeds 10% of the original commitment price on order over £500, or if the variation is over £500.

Please refer to Appendix 8.21 as part of tender documentation for further detail on OHMS Contractor’s Procedure Guide.
57. Contract Administrator Instructions 

From time to time the Contract Administrator may appoint one or more authorised officers to act for the Contract Administrator for specified purposes or periods. When such appointments are made the Contract Administrator will give written notice thereof to the Contractor.

All work and works performed by the Contractor under this Contract will be subject to inspection and acceptance by the Contract Administrator, or his nominated delegate whose decision shall be final in respect of inspection and acceptance. 

Any direction by the Contract Administrator with regards to delegation shall be issued to the Contractor in writing. 

The Contract Administrator may from time to time issue to the Contractor, an official Order instructing the Contractor to execute further works at the Site.  Orders may take the form of a Order and be in writing or communicated by fax or email. In the case of orders given verbally the Contract Administrator shall follow up with written confirmation.
The Contract Administrator may withdraw a Order at any time provided in accordance with this Contract.

Prior to the issue of a written instruction, the Contract Administrator may at his option, require the Contractor to submit a quotation in accordance with the Contract, based (where possible) on prices in the Price List and a plan for the particular works to be provided under the instruction.

The Contract Administrator retains the right to instruct specialist contractors to carry out the specialist works not included within this Contract.

The Contract Administrator may order extra works or may vary the service (which, for the avoidance of doubt may include extras, variations or omissions) to be paid for by properly incurred Defined Cost or, if agreed, at prices contained in the Schedule of Rates / Asset List together with any percentage adjustment for Fee.

The Contractor shall, before starting to provide any extra works, so ordered or giving effect to any such omissions or additions, obtain a written instruction from the Contract Administrator.

58. Change 

No variation will be agreed unless instructed in writing by the Contract Administrator. Authority to proceed will be granted in the form of a variation authorised on OHM System. The Contractor shall not proceed with additional works without receipt of an Order number.

Additional works carried out in contravention of the above procedures will be classified as unauthorised and the Defined Cost will be deemed Disallowed Cost. 

Any unauthorised works, which are submitted on invoices, shall not be paid by the Employer, and the invoices shall be returned to the Contractor for correct submission.
59. Orders 

Orders will be issued to the Contractor only by electronic links using OHMS System computerise works ordering systems.  (Please refer to context number 59)
The Contractor shall carry out orders diligently and without delay and in accordance with the terms of this contract and in compliance with the minor repair’s priority works table below.

Upon receipt of requests for repairs, the employer will raise a order for the Contractor to execute work.


This order for will indicate:

i) Nature of the work.

ii) Urgency of the work by category.
iii) Location of the work (area and address).

iv) Known information for inspection of/access to the work.

Order for will be issued during the course of the contract:

· Day to day breakdown callout repairs that occur during normal working hours by 
Contract Administrator / customer works centre.

· Day-to-day breakdown callout repairs as a result of vandalism where the value of    

       works exceeds the Contractors liability by Contract Administrator / customer 
service   

       centre. Emergency breakdown call out repairs outside normal working hours.  
· The duty officer will issue these, and a order issued the next working day by   
the Contract Administrator/customer service centre as confirmation.

· Upgrading works - this will be issued as and when required by the Service 
       Manager.


The payment for the order is only claimed through the OHM System. 

The Contractor shall claim for all orders completed and shall provide the following information: -

· Invoice number 

· Order number
· Premises and address
· Price list reference numbers

· Quantities rates and prices as per price list 

· Item of each order not covered by the Schedule of Rates / Asset List or price list
       authorised and executed in accordance with the provisions of the contract. 

· Full details of an authorised and scheduled order with price analysis

· The initial time and date the order was commenced

· The date and time of completion of the order
60. Pricing Arrangements 
Pricing will be applied in accordance with the agreed Schedule of Rates. 
61. Minor repairs

Charge shall include for ALL LABOUR AND MATERIALS associated with attending the Affected Property from receipt of notification of a repair request, diagnosing faults, issue of an OHMs, Order, fitting of ALL parts and materials to affect a complete repair and to leave system fully operational.
The Contractor shall invoice monthly in arrears for Minor repairs costs as detailed in the Price List.
Orders for day-to-day breakdown call out repairs during normal working hours shall be issued via OHM System by; The Contract Administrator, The customer service centre or The Employer’s duty officer. 

In the case of emergency out-of-hours periods, a reference number shall be issued by the Employer's duty officer and be confirmed by an order by the Contract Administrator/customer service centre the next working day.

The Contractor shall also carry out minor repairs during either periodic service and/or planned maintenance visits and/or upon the issue of Order in accordance with tender rates within The Price List. If carried out during a PPM, no call out charge shall be applied 

Each statement on OHMS shall include the following information: -
•
The total Defined Cost at the Affected Property as per the price list 
62. Appendices

Appendices are attached separately via the London Tender Portal, but these appendices will form part of this document as listed above on the Contents page (page 3 of 54)
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