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SCHEDULE 19 

MEETINGS AND REPORTING 

 
 
 
1. Introduction  

This Schedule sets out the formal meeting and reporting regime.  

 
2. Key Meetings 

Table 1 – Key Service Delivery Meetings 

Meeting 
Title 

Purpose Frequency Attendees 

Annual 
Review 
Panel 

Review of delivery and performance between the 
Client and Contractor, with agenda items to 
include: 
i. review of delivery milestones and 

achievements, including a forward look to the 
Client’s key delivery objectives for the 
following year; 

ii. review of performance of the Service Levels 
against the Annual Review Report (including 
performance against the Collaborative 
Behaviour KPI) and any required 
amendments to the Group 1 and group 3 
KPIs; 

iii. review of health and safety performance 
against the Client’s objectives; 

iv. sharing of lessons learnt and best practice; 
and 

v. any other such matters as raised by those in 
attendance. 

Annual Service Manager 
(Chair);  

Representatives from 
Commercial, 
Performance and 
Projects Delivery –  
Client; 

Services Manager - 
Contractor; 

Commercial Manager 
– Contractor; 

Performance Lead – 
Contractor; 

those invited by 
mutual agreement. 

Highways 
and 
Tunnels 
Strategic 
Forum 

Consideration of wider and longer-term strategic 
issues, with agenda items to address the following 
objectives: 
i. provide leadership, commitment and 

motivation for a successful collaborative 
approach and to create and maintain a 
successful team culture; 

ii. provide direction at management level to 
ensure that wider strategic and longer-term 
issues are properly considered, ensuring that 
all decisions support best value across the 

Quarterly Senior 
Representatives of 
the Client (one to 
Chair);  

Service Manager(s);  

Services Manager -  
Contractor;  

Commercial Manager 
– Contractor;  
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Meeting 
Title 

Purpose Frequency Attendees 

network; 
iii. ensure a consistent approach in the delivery 

of the services across the network; 

iv. reduce bureaucracy and duplication of effort 
and enhance efficiency and economy by 
resolving issues that are common to all; and 

v. promote positive outcomes, best practice and 
lessons learnt. 

Contract Lead and 
Commercial Lead, 
London Highway 
Maintenance and 
Projects Framework 
Contractors; 

those invited by 
mutual agreement.  

Tunnels 
Service 
Delivery 
Meeting 

Review of matters relating to the performance of 
the services and any contractual requirements 
involved in Providing the Service, with agenda 
items to focus on: 
i. review of periodic Tunnels Service Delivery 

Meeting Report and any other reports as 
submitted by the Contractor; 

ii. review of any commercial issues; 

iii. review of any items escalated by the Client; 

iv. resolve local ambiguities or inconsistencies in 
the Contract; 

v. quarterly review of performance against the 
Collaborative Behaviour KPI; and  

vi. review the outcome of any Service Level Audit 
or Surveillance Audit undertaken in 
accordance with the Performance 
Management Schedule (Volume A, Schedule 
8). 

Periodically Service Manager 
(Chair);  

Representatives from 
Commercial, 
Performance and 
Projects Delivery –  
Client; 

Services Manager - 
Contractor; 

Commercial Manager 
– Contractor; 

Performance Lead – 
Contractor; 

those invited by 
mutual agreement. 

 

3. Multiparty Collaborative Forum 

The Contractor shall promote a collaborative ethos and attend and participate in the quarterly 
Multiparty Collaborative Forum (MCF) in accordance with Schedule 13 (Multiparty Collaboration 
Schedule). 

 
4. Specific Meetings 

The Contractor attends other meetings as required by the Scope. 
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5. Reporting 

All reports are to be made available electronically, and only provided in hard copy to the Client if 
requested. However, all electronic documents that are distributed must be done so in a printable 
format and be subject to document control. The structure and specific content of each report, as 
detailed below and as per the requirements outlined in the Scope or relevant Schedule of the 
contract, shall be agreed with the Service Manager during the mobilisation period. 

Contractor performance against Service Levels will be reported in accordance with Volume A, 
Schedule 8 (Performance Management) and reviewed at the Tunnels Service Delivery Meeting. 
Part of the Tunnels Service Delivery Meetings’ responsibility will be to review Improvement Plans 
and the outcome of any audits. 

 

5.1 Key Reports 

Table 2 – Key reports to be provided by the Contractor 
Report Purpose Frequency 

Annual 
Review Report 

Provide and annual update to the Annual Review Panel on: 

• service delivery including reports on the Core Service 
detailing achievements against the Accepted Plan;  

• Annual Service Performance in accordance with 
Volume A, Schedule 8; 

• finance and commercial summary; 
• health and safety performance; 
• key achievements including lessons learnt and best 

practice; and 
• any other items as agreed. 

 

Annual 

Highways and 
Tunnels 
Strategic 
Report 

Provide a quarterly update to the Highways and Tunnels 
Strategic Forum on: 

• strategic and longer-term issues; 
• health and safety; 
• lessons learnt and best practice; 
• resource deployment including any resource 

constraints/shortages; 
• resolution of any issues that are common to all; 
• opportunities for collaborative working; and 
• any other items as agreed. 

 

Quarterly 

Tunnels 
Service 
Delivery 
Report 

Provide a periodic update to the Tunnels Service Delivery 
Meeting on: 

Section 1 - Operational Matters: 
To report on operational service delivery progress, including: 

• Incident response; 
• Tunnels closure programmes; 

Periodically 
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Report Purpose Frequency 

• Fault management; 
• Planned Preventative Maintenance; 
• Apparatus and spare apparatus management; and 
• Any other operational items as agreed with the Service 

Manager. 
 
This section shall highlight any operational concerns within 
past or upcoming service delivery, including: 
 
• identification of any risks or concerns in meeting the 

remaining annual programme; 
• any network access concerns/ upcoming network impacting 

special events; 
• any interface concerns with Others including with the wider 

supply chain; 
• any Contractor or supply chain resourcing concerns; and 
• any Subcontractor quality, performance or financial health 

concerns. 
 
Section 2 - Performance:  

Section to cover reporting of performance, including: 

• the Contractor’s actual performance level (the Performance 
Percentage for the Group 3 KPIs and performance scores 
for the Group 1 KPIs);  

• any failure to meet the relevant Target Service Level and/or 
Minimum Service Level and plans to recover performance 

• a quarterly update on performance against the 
Collaborative Behaviour KPI; and 

• any Low Service Damages due to the Client. 
 

Section 3 - Financial & Commercial 

Section 4 - Business & Relationship 

Section 5 - H&S Incident Report 

Contractor obligations and information regarding other reporting shall be as per the requirements 
outlined in the Scope or relevant Schedule of the Contract. 

 
 
5.2 Specific Reports 
 
The Contractor submits additional reports as required by the Scope. 


