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SCHEDULE 10
CONTRACT MANAGEMENT AND REPORTING

Scope 
This Schedule sets out the contract management procedures and the contract management meetings and reporting requirements with which the Service Provider shall comply with a view to promoting a successful working relationship in relation to the provision of the Services.
The objective of this Schedule  is to ensure that a successful working relationship is maintained that will enable:
the performance of the Services (including the during the Mobilisation Phase) in accordance with the requirements of this Agreement; and
TfL to monitor the Service Provider’s performance of the Services.
The contract management procedures set out in this Schedule are intended to support the Parties in achieving, amongst other things, the objectives set out in paragraph 2.1 (Contract Management Objectives) below.
For the avoidance of doubt, in the event an issue or Dispute in relation to the Services being referred to in this contract management process, such referral shall not prejudice any other right of a Party to exercise or claim the benefit of any other remedy available to it pursuant to this Agreement, including, without limitation, the implementation of Remedy Plans, the payment or liability for any Abatements, and/or any rights of termination.
Contract Management Objectives
[bookmark: _Ref346982364]The contract management structure set out in this Schedule is intended to support TfL and the Service Provider in achieving, amongst other things, the following principles:
the regular monitoring of the performance of the Services in order to ensure compliance with the requirements of this Agreement in accordance with Schedule 5 (Service Level Agreement);
the early identification of issues in the performance of the Services so that they may be resolved in a prompt and co-operative manner; and
the discussion and resolution of issues and Disputes prior to further escalation in accordance with the Escalation Process and Clause 73 (Disputes, Governing Law and Jurisdiction) of this Agreement.
Escalation
The Parties shall escalate Disputes to (and between) the Contract Management Groups in accordance with Clause 73 (Disputes, Governing Law and Jurisdiction) of this Agreement.
[bookmark: _Ref346984137]Terms of Reference for Contract Management
[bookmark: _Ref389863620]The following diagram provides an overview of the contract management structure for the purposes of this Agreement, and such structure is further described below. 

[bookmark: _Ref389863627]The Service Provider and TfL will form groups (“Contract Management Groups”), the purpose, objectives and method of operation of which shall include:
Annual Review Meeting, as set out in paragraph 6 (Annual Review Meeting);
Periodic Review Meeting, as set out in paragraph 7 (Periodic Review Meeting); 
Liaison Meeting, as set out in paragraph 8 (Liaison Meeting);
Tunnels Maintenance Closures Planning Meeting, as set out in paragraph 9 (Tunnels Maintenance Closures Planning Meeting); and
Each Contract Management Group will be chaired by a representative from TfL.
The Parties shall ensure that their respective representatives at any meeting of any Contract Management Group have a sufficient level of seniority, responsibility, authority and availability to allow that Contract Management Group to carry out their business. 
[bookmark: _Ref401765548]If a Service Provider member of the Contract Management Group is unable to attend a meeting as set out in paragraph 4.1, the Service Provider shall ensure that such meeting shall be attended by an alternative representative of the Service Provider:
who shall be an equivalent of, or more senior member of, the Service Provider’s Personnel than the absent member; and
whose identity has been communicated to, and agreed by, TfL prior to the meeting.
[bookmark: _Ref401845580]Meetings of any Contract Management Group shall be validly convened with a quorum of at least one (1) representative from each Party who shall attend in person unless otherwise agreed in accordance with paragraph 4.7.
[bookmark: _Ref346984465]Unless otherwise agreed by the Parties, any meeting of a Contract Management Group will be a meeting in person at the location determined in accordance with the provisions below.  
The decisions taken by, actions of and any failure to act by, the Contract Management Groups shall not in any way relieve the Service Provider of any of their obligations under this Agreement nor shall they constitute a change or grounds for a Change Control Request or make TfL responsible for any additional cost or expense or create any liability on TfL (unless expressly agreed in writing by TfL at the time of, or subsequent to, such decision, action or failure to act).
Where a decision of a Contract Management Group requires amendment or variation to this Agreement or any documentation referred to pursuant to this Agreement, such decision of that Contract Management Group shall not be deemed to be final and binding on the Parties unless and until this Agreement or such other documentation as may be referred to under this Agreement has been amended in accordance with Schedule 9 (Change Control Request Procedure). 
TfL may at any time call an extraordinary meeting of any Contract Management Group if it reasonably believes that such a meeting is required on providing a minimum of twenty four (24) hours’ notice to the Service Provider. Each Party will use reasonable endeavours to ensure that any extraordinary meeting of any Contract Management Group is quorate in accordance with paragraph 4.6.  
The scheduling of the meeting as outlined in paragraph 4.2 shall be undertaken and agreed between the Parties during the Mobilisation Phase of this Agreement and as reviewed and amended from time to time by TfL.
Unless notified otherwise by TfL:
references to "required inputs" and "required outputs" shall be references to the "required inputs" and "required outputs" of the Service Provider; and
the timings and locations of all meetings of the Contract Management Groups shall be in accordance with the timings and locations specified below.
[bookmark: _Ref346984210]Contract Manager
In accordance with the provisions of Schedule 11 (Employees and Key Personnel), TfL and the Service Provider shall each nominate a representative, with prime responsibility for:
monitoring the Service Provider’s provision of the Services; and
the management of the Agreement.
(the “Contract Manager”).
In the event that the Service Provider’s Contract Manager is absent from any Contract Management Group meeting, the Service Provider shall ensure that the Contract Manager role is fulfilled as per paragraph 4.5 (Terms of Reference for Contract Management).
[bookmark: _Ref389863570]Annual Review Meeting
The purpose of the Annual Review Meeting is to oversee the Service Provider’s activities over the preceding year and assess the strategic direction in achieving the objectives of the Agreement. The details of Annual Review Meetings shall be in accordance with this paragraph 6 (each such meeting being an “Annual Review Meeting”). 

	ATTENDEES

	TfL
	Service Provider

	Senior Management representative
The Engineer
Contract Manager
Any other person as TfL may deem appropriate from time to time
	Senior Management representative
Contract Manager
Such other persons as the Parties may agree or TfL shall reasonably require from time to time

	FREQUENCY AND LOCATION

	Annual Review Meetings shall take place on the anniversary of the Operational Commencement Date in London at a location determined by TfL. 
The agenda, minutes and Annual Report, will be issued by TfL one (1) week prior to the Annual Review Meeting taking place.



	ANNUAL MEETING KEY OBJECTIVES

	General
	The agenda of the Annual Review Meeting shall include:
· actions from the previous Annual Review Meeting;
· performance over the preceding year;
· performance targets for the forthcoming year;
· strategies for achieving the targets; and
· principles going forward.

	INPUTS AND OUTPUTS

	Required Inputs
	For each Annual Review Meeting, the Service Provider shall provide:
· an update on actions from the previous Annual Review Meeting;
· the latest Annual Report (which the Service Provider shall provide four (4) weeks in advance of the Annual Review Meeting) further details of which are set out at paragraph 17 (Annual Reports); and
· a list of all documents TfL may need to review from time to time as agreed with the Service Provider prior to each Annual Review Meeting or as may reasonably be requested by TfL. 

	Required Outputs
	Where the Service Provider is required to follow-up or undertake any actions resulting from the Annual Review Meeting, the Service Provider shall record all necessary notes and actions accordingly. 



[bookmark: _Ref424025028][bookmark: OLE_LINK1][bookmark: OLE_LINK2]Periodic Review Meeting
The purpose of the Periodic Review Meeting is to review and monitor the on-going performance of the Services in accordance with the requirements of this Agreement. The Periodic Review Meeting shall occur in accordance with this paragraph 7 (each such meeting being a "Periodic Review Meeting").
	ATTENDEES

	TfL
	Service Provider

	Contract Manager
Any other person as TfL may deem appropriate from time to time
	Contract Manager
Such other persons as the Parties may agree or TfL shall reasonably require from time to time

	[bookmark: _GoBack]FREQUENCY AND LOCATION

	A Periodic Review Meeting shall be held every four (4) weeks with effect from the Operational Commencement Date at TfL’s offices in Palestra Building, Blackfriars Road, London, unless otherwise agreed in advance between the Parties.
The agenda and minutes will be issued by TfL one (1) week prior to the Periodic Review Meeting taking place.

	PERIODIC REVIEW MEETING KEY OBJECTIVES

	General Agenda

	The agenda of the Periodic Review Meeting shall include:
· actions from previous Periodic Review Meetings;
· financial overview;
· confirmation of performance against FSL target times, SLIs, SFAs, SFPs and payments;
· Health and Safety;
· review of TfL’s Capital Works overview and Installation forecast;
· Personnel; 
· review Issues Register and Risk Register;
· review of any Security Incidents; and
· review of the Annual Preventative Maintenance Schedule.
· in addition, any specific points which need addressing from the following:
· Fault trends;
· Defects; 
· accuracy and population of SFM; 
· an exception statement addressing any staff changes or other event that may pose a threat to the provision of the Services; 
· review of the Service Provider’s risk assessments required to meet Health and Safety requirements; 
· suggestions to improve the service or service reliability; and
· the CVs of any new Personnel being proposed by the Service Provider for provision of the Services.



	INPUTS AND OUTPUTS

	Required Inputs
	For each Periodic Review Meeting, the Service Provider shall provide:
· updates on actions from the previous Periodic Review Meeting;
· the last Periodic Report, further details of which are set out at paragraph 16 (Periodic Reports); and
· information, reports and documents relating to the provision of the Services relevant for the areas of discussion at each Periodic Review Meeting as outlined in the agenda for the relevant meeting. 

	Required Outputs 
	Where the Service Provider is required to follow-up or undertake any actions resulting from the Periodic Review Meeting, the Service Provider shall record all necessary notes and actions accordingly.



[bookmark: _Liaision_Meeting][bookmark: _Ref396399642]Liaison Meeting
The purpose of the Liaison Meeting is to review and monitor the day to day progress of the Services activities in accordance with the requirements of this Agreement. The Liaison Meeting shall occur in accordance with this paragraph 8 (each such meeting being a "Liaison Meeting").
	ATTENDEES

	TfL
	Service Provider

	Contract Manager
Any other person as TfL may deem appropriate from time to time

	Contract Manager
Such other persons as the Parties may agree or TfL shall reasonably require from time to time

	FREQUENCY AND LOCATION

	A Liaison Meeting shall be held two (2) weekly to a published schedule with effect from the Operational Commencement Date in London at the Service Provider’s Premises.
The agenda and minutes will be issued by TfL one (1) week prior to the Liaison Meeting taking place.



	LIAISON MEETING KEY OBJECTIVES

	General Agenda

	The agenda of the Liaison Meeting shall include:
· actions from previous Liaison Meetings;
· review of SLIs;
· Health and Safety;
· current Faults;
· maintenance issues; and
· day-to-day operations;

	INPUTS AND OUTPUTS

	Required Inputs
	For each Liaison Meeting, the Service Provider shall:
· update on actions from the previous Liaison Meeting;
· present any summary documentation in support of progress meetings; and
· present information, reports and documents relating to the provision of the Services relevant for the areas of discussion at Liaison Meetings. 

	Required Outputs 
	Where the Service Provider is required to follow-up or undertake any actions resulting from the Liaison Meeting, the Service Provider shall record all necessary notes and actions accordingly.



[bookmark: _Ref389863591]Tunnels Maintenance Closures Planning Meeting
The purpose of the Tunnels Maintenance Closures Planning Meeting is to review any Services activities to be carried out at each planned Tunnel closure at weekly intervals in accordance with the requirements of this Agreement. The Tunnels Maintenance Closures Planning Meeting shall occur in accordance with this paragraph 9 (each such meeting being a "Tunnels Maintenance Closures Planning Meeting").
	ATTENDEES

	TfL
	Service Provider

	Contract Manager representative
Any other person as TfL may deem appropriate from time to time
	Contract Manager representative
Such other persons as the Parties may agree or TfL shall reasonably require from time to time

	FREQUENCY AND LOCATION

	A Tunnels Maintenance Closures Planning Meeting shall be held weekly with effect from the Operational Commencement Date at LSTOC. 
The closures schedule will be issued by TfL the same day following the Tunnels Maintenance Closures Planning Meeting taking place.



	TUNNELS MAINTENANCE CLOSURES PLANNING KEY OBJECTIVES

	General Agenda

	The agenda of the Tunnels Maintenance Closures Planning Meeting shall include:
· activities to be carried out at each planned Tunnel closure;
· agreement and coordination of planned activities; and
· impacts of planned activities.

	INPUTS AND OUTPUTS

	Required Inputs
	For each Tunnels Maintenance Closures Planning Meeting, the Service Provider shall present information, reports and documents relating to the provision of the Services relevant for the areas of discussion at a Tunnels Maintenance Closures Planning Meeting.

	Required Outputs 
	Where the Service Provider is required to follow-up or undertake any actions resulting from the Tunnels Maintenance Closures Planning Meeting, the Service Provider shall record all necessary notes and actions accordingly.



Other Key Meetings
In addition, other occasional meetings that require the support of the Service Provider, TfL, Other Service Providers and Third Parties include:
· Inter-Supplier Forum meetings, as set out in paragraph 11 (Inter-Supplier Forum Meetings);
· Capital Works meeting, as set out at paragraph 12 (Capital Works Meetings);
· Refurbishment Project meetings, as set out at paragraph 13 (Refurbishment Project Meetings); and
· Lessons Learned Meetings, as set out at paragraph 14 (Lessons Learned Meetings).
[bookmark: _Ref403649869]Inter-Supplier Forum Meetings
During the Term of this Agreement, the Service Provider’s representative(s) shall attend Inter-Supplier Forum meetings to promote co-ordination between the Service Provider and Other Service Providers (e.g. LSTOC Instation Maintenance Service Provider, Enforcement Camera Maintenance Service Provider and CCTV Instation Maintenance Service Provider) (the “Inter-Supplier Forum”) 
[bookmark: _Ref403649928]Capital Works Meetings
During the Term of this Agreement numerous works will be carried out under the Capital Works Programme in order to modernise the Equipment. Meetings will be held in order to discuss particular aspects of Capital Works that are outside of the regular Periodic Review Meetings.
[bookmark: _Ref403649979]Refurbishment Project Meetings
During the Term of this Agreement, major Refurbishment Projects will be carried out. Meetings will be held in order to discuss particular aspects of TfL’s Refurbishment Projects to review and communicate their progress.
[bookmark: _Ref403650024]Lessons Learned Meetings
During the Term of this Agreement, TfL may require the Service Provider to attend meetings to discuss the response to actions in regard to major Faults or Incidents (“Lessons Learned Meetings”).
Performance Reporting
The Service Provider shall comply with all reporting requirements set out in Schedule 2 (Statement of Requirements) and Schedule 5 (Service Level Agreement).
The Agreement will be managed by TfL and the Service Provider through a set of standard reports produced both automatically through SFM reporting and manually as required on key Agreement deliverables with respect to Fault Service Levels, SLIs, SFPs and Abatements.
TfL requires a number of reports to be produced by the Service Provider. These shall include but not be limited to:
Periodic Reports (4-weekly) to match TfL’s 13 (thirteen) annual accounting Reporting Periods; and
Annual Reports.
Periodic Reports
Periodic Reports shall cover similar subject areas but the level of detail will vary with respect to the time period covered by the report. Reports prepared by the Service Provider will be controlled in accordance with the Service Provider’s quality management system and will be a separately identifiable document such that within any given Calendar Year, one Annual Report, and thirteen Periodic Reports will be produced.
The Service Provider shall issue written reports to TfL at periodic intervals. The format of the report shall be agreed between the Service Provider and TfL. The report shall be issued to TfL within ten (10) Business Days of the end of the Reporting Period to which the report relates and in time for review at Periodic Review Meetings.
The Service Provider will generate an executive summary and any additional information it feels it needs to present, over and above the standard output. This will include future maintenance activity and reporting on activity statistics not contained within SFM.
The Periodic Reports will include a signed (physically or digitally submitted) copy of the service report for each Site where a Preventative Maintenance visit has been carried out during that Reporting Period.
The Periodic Report shall contain the following information for the relevant Reporting Period as required by TfL:
all SLI’s as per Table 3 (Service Level Indicators) in Schedule 5 (Service Level Agreement);
a summary of any issues encountered in performing the Services of this Agreement;
a summary of any Security Incidents encountered in performing the Services of this Agreement;
details of Preventative Maintenance scheduled and completed, with completed maintenance Check Lists as per paragraph 12 (Check-Lists) of Appendix 2 (Preventative Maintenance Specification) to Schedule 2 (Statement of Requirements);
details of Tunnel closures or other Traffic Management activities planned and completed;
details of all Faults and repair actions taken as per paragraph 12 (Check-Lists) of Appendix 2 (Preventative Maintenance Specification) to Schedule 2 (Statement of Requirements);
the status of any uncleared Faults;
details of any problems encountered on gaining access to Equipment;
details of any Spares which are faulty or unusable and any repairs carried out;
a summary of any issues which may affect the Construction Phase Plan;
recommendations for improvements to the Equipment;
status of current and planned Capital Works;
a list of any items purchased on behalf of TfL; and,
a summary of any additional Services carried out on behalf of TfL.
The Service Provider shall deliver to the Contract Manager within seven (7) Business Days of the end of each Reporting Period, a written report relating to the Services, the format of such report and the aspects covered by it to be specified by the Engineer.
Annual Reports
The Service Provider shall submit to TfL an Annual Report that provides an overview of the performance of the Services under this Agreement. The Annual Reports shall contain the following information for the relevant Calendar Year:
an executive overview written in a style suitable for general readership, the format of which shall be agreed with TfL; 
a management summary of the information contained within the thirteen Periodic  Reports for the Calendar Year covered by the Annual Report; and
an obsolescence status report detailing any Equipment obsolescence issues and/or concerns on Obsolete Equipment the Service Provider has identified during the thirteen Reporting periods in the Calendar Year covered by the Annual Report.
Period End Processes
At the end of each Reporting Period the following processes shall be followed by TfL and the Service Provider to produce a Period End Report that will report on  performance and determine the payments due to the Service Provider:
each Reporting Period shall end at midnight on a Saturday. Exceptions to this rule may occur at Financial Year end where the number of days in a period may vary;
TfL will publish the draft Period End Report within five (5) Business Days of the end of each Reporting Period for visibility of the Service Provider. Any acceptance or objection to this report must be communicated via the agreed process within two (2) Business Days of publication of the draft Period End Report;
TfL may make any required manual adjustments to the Period End Report generated by SFM;
the final Period End Report will be issued seven (7) Business Days following the end of each Reporting Period, providing no unresolved objections are outstanding; and
the  Service Provider shall submit its report covering Capital Works and Preventative Maintenance activities which will include specific SLI data, within 7 (seven) calendar days of the end of each Reporting Period.
Abatements in respect of Preventative Maintenance will be manually calculated and entered into the SFM payment mechanism by TfL. To allow time for the manual reports to be prepared and validated, it may be decided that the Abatement (if any) will be applied one (1) Reporting Period in arrears. 
Health and Safety Reporting
The Service Provider shall submit a Health and Safety Return to TfL within fourteen (14) calendar days of the end of each Reporting Period on the appropriate form in use from time-to-time as supplied by TfL. The Health and Safety Return shall provide details of all accidents and incidents affecting the Service Provider’s Personnel (“Health and Safety Return”). 
Accidents and incidents reportable under RIDDOR involving the Service Provider Personnel or members of the public injured as a result of the Service Provider's provision of the Services shall be notified to TfL within twenty-four (24) hours. Any such incidents shall be investigated by the Service Provider with an interim report provided to TfL's Contract Manager within fourteen (14) calendar days of the incident and a full report forwarded within twenty-eight (28) calendar days of the incident.
The Service Provider shall submit a quarterly summary of RIDDOR reportable incidents and accidents that affect Service Provider’s Personnel engaged in delivering the Services. The summary report will be presented in the form of incidents per 1,000,000 workforce hours and will be submitted by the Service Provider within fourteen (14) calendar days of the end of the Reporting Period at the end of each quarter.
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