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A37
OPERATION/MAINTENANCE OF THE FINISHED BUILDING

A37/111
THE BUILDING MANUAL


-
Purpose: The Building Manual (incorporating the Health and Safety File) is to be a comprehensive information source and guide for the Employer and end users providing a complete understanding of the building and its systems to enable efficient and safe operation and maintenance.


-
Compilation:


-
Prepare all information for Contractor designed or performance specified work including as-built drawings.


-
Obtain or prepare all other information to be included in the Manual.


-
Content:



PART 1: GENERAL: Content as clause 121.



PART 2: BUILDING FABRIC: Content as clause 133.



PART 3: BUILDING SERVICES: Content as clause 143.


-
Presentation of Manual: As clause 151.


-
Reviewing the Manual:


-
Review process: Submit a complete draft. Amend in the light of any comments and resubmit. Do not proceed with production of the final copies until authorized.


-
Latest date for submission:2 weeks before the date for submission of final copies.


-
Final copies of the Manual:


-
Number of copies: 2

-
Latest date for submission: 2 weeks before the date for completion stated in the contract.


-
As-built drawings:


-
Number of copies: 2
A37/113
THE HEALTH AND SAFETY FILE


-
Purpose: Include adequate information about the structure or materials used which might affect the health or safety of anyone carrying out construction or cleaning work or of anyone who may be affected by such work.


-
Contractor designed and performance specified work: Obtain or prepare the following and submit to the Planning Supervisor:


-
Details of key structural principles, including safe working floor and roof loads.


-
Details of construction methods and materials, including COSHH dated data sheets, which may present residual hazards with respect to cleaning, maintenance, repair, renovation or demolition.


-
General maintenance instructions including access provision and information about equipment provided for cleaning and maintaining the building fabric.


-
As-built drawings.


-
Other information: Obtain or prepare the following and submit to the Planning Supervisor:


-
The nature, location and markings of utilities and services, including emergency and fire fighting.


-
Instructions for operation, maintenance, dismantling and removal of equipment and systems.


-
Details of hazards associated with the materials used in the construction.


-
Access requirements/restrictions.


-
Copies of the File:


-
Number of copies: 2

-
Latest date for submission: 2 weeks before the date for completion stated in the contract.

A37/121
CONTENT OF THE BUILDING MANUAL PART 1: GENERAL 


-
The property:


-
A description of the buildings.


-
Details of ownership.


-
The parties: Names, addresses (including e-mail), telephone and fax numbers of the following:


-
Consultants and designers including name and number of individual to be contacted in case of emergency.


-
Authorities and statutory undertakers plus copies of consents and approvals.


-
Contractors, subcontractors, suppliers and manufacturers.


-
Maintenance contractors.


-
Operational requirements and constraints of a general nature: Include details not relevant to other parts of the Building Manual.


-
The fire safety strategy for the buildings and site: Include drawings showing fire appliance routes, emergency escape routes, fire resisting doors, location of emergency and fire fighting systems, services shut-off valves, switches, etc.

A37/133
CONTENT OF THE BUILDING MANUAL PART 2: BUILDING FABRIC


-
Design criteria: Floor and roof loadings, loading restrictions, insulation values, fire ratings and other performance requirements.


-
Construction of the building:


-
A detailed description of methods and materials used.


-
As-built drawings recording details of construction, together with an index.


-
Information about repair, renovation or demolition.


-
Maintenance of the building fabric: Instructions for general maintenance detailing work to be done, acceptable tolerances and frequency of operation. 


-
Product details: Copies of manufacturers' current literature including COSHH dated data sheets and recommendations for cleaning, repair and maintenance.


-
Environmental and trafficking conditions: Details of those that may result in damage/disfigurement.


-
Fixtures and fittings: Schedules including manufacturer and product reference.


-
Guarantees, warranties and maintenance agreements: Obtain from suppliers, subcontractors and manufacturers.


-
Test certificates and reports required in the specification.

A37/143
CONTENT OF THE BUILDING MANUAL PART 3: BUILDING SERVICES


-
Description of the systems:


-
Ensure that the Employer's staff fully understand the scope and facilities provided.


-
List maximum loads, services capacity and restrictions.


-
Include limitations of any user performance.


-
Operation:


-
A description of the mode of operation of all systems.


-
Starting up, operating and shutting down instructions for all equipment and systems.


-
Control sequences for all systems.


-
Procedures for seasonal changeovers.


-
Procedures for fault finding.


-
Diagrammatic drawings: For each system, indicating principal items of plant, equipment, valves, etc.


-
Record drawings: Photo-reduced and with an index. Size: full A4

-
Identification of services: A legend for colour-coded services.


-
Schedules (system by system) of plant, equipment, valves, etc: Include locations, duties, performance figures and unique numbers cross-referenced to the record drawings, diagrammatic drawings and schedules.


-
Product details:


-
Name, address and telephone number of the manufacturer of every item of plant and equipment together with catalogue list numbers.


-
Manufacturers' technical literature for plant and equipment. Include detailed drawings, electrical circuit details and operating and maintenance instructions.


-
Instructions for dismantling and removing equipment and systems.


-
Test certificates (including but not limited to electrical circuit tests, corrosion tests, type tests, works tests, start and commissioning tests): For the plant, equipment, valves, etc., used in the installations.


-
Guarantees, warranties and maintenance agreements: Obtain from subcontractors and manufacturers.


-
Equipment settings: Schedules of fixed and variable equipment settings established during commissioning.


-
Preventive maintenance: Recommendations for frequency and procedures to be adopted to ensure the most efficient operation of the systems.


-
Lubrication: Schedules for lubricated items.


-
Consumables: A list of normal consumable items.


-
Spares: A list of recommended spares to be kept in stock by the Employer, being those items subject to wear or deterioration and which may involve the Employer in extended deliveries when replacements are required at some future date.


-
Emergencies: Procedures, including telephone numbers for emergency services.

A37/151
PRESENTATION OF BUILDING MANUAL


-
Format: A4 size, plastics covered, loose leaf, four-ring binders with hard covers, each indexed, divided and appropriately cover titled.


-
Selected drawings needed to illustrate or locate items mentioned in the Manual: Where larger than A4, to be folded and accommodated in the binders so that they may be unfolded without being detached from the rings.


-
As-built drawings: The main sets may form annexes to the Manual.

A37/220
TRAINING OF EMPLOYER'S STAFF


-
Objective: Before completion, explain and demonstrate to Employer's maintenance staff the purpose, function and operation of the installations including all items and procedures listed in the Building Manual.


-
Operating time: Include a minimum of 2 days.

A37/230
SPARE PARTS


-
Details: Before Completion submit a priced schedule of spare parts that the Contractor recommends should be obtained and kept in stock by the Employer for maintenance of the services installations.


-
Include in the priced schedule for:


-
Manufacturer's current prices, including packaging and delivery to site.


-
Checking receipt, marking and numbering in accordance with the schedule of spare parts.


-
Referencing to the plant and equipment list in Part 3 of the Building Manual.


-
Painting, greasing, etc. and packing to prevent deterioration during storage.


-
Latest date for submission: 2 weeks before the completion date stated in the contract.

A37/250
TOOLS


-
General: Provide tools and portable indicating instruments for the operation and maintenance of all services plant and equipment together with suitable means of identifying, storing and securing same.


-
Quantity: Two complete sets.


-
Time of submission: At completion.

