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[bookmark: _TOC_250040]Helpdesk and CAFM System
Daresbury Laboratory Estates Services (the Client) manages a dedicated helpdesk service (Estates Helpdesk) which is underpinned by a Computer Aided Facilities Management (CAFM) system. All work orders for Routine and Additional services will be issued to the Contractor via the CAFM system.
The current CAFM system is manually based and the Contractors will be required to provide documentation via email.  It is anticipated that a new system will be introduced in December 2020.
The Contractor must actively engage with the new CAFM system and therefore the Contractor must have a valid email address and access to the internet.  Training will be provided.
The Contractor will receive an email notification for all work which will include a web link to the new CAFM system. Access to the new CAFM system via the web link will provide the Contractor with details of the work.
Work Orders for Routine Services will be issued to the Contractor monthly in advance.  Work Orders for Additional Services will be issued on an as and when basis. 
In exceptional circumstances, a work order for emergency Additional Services may be issued directly via a telephone instruction by the Service Manager or a nominated deputy. These exceptional work orders will be supplemented by a formal Work Order via the CAFM system as soon as possible after the telephone instruction.
Additional Services estimated to be less than £500 may be awarded directly to the Contractor. Other Additional Services may require a quotation from the Contractor and a third-party contractor.
Recalled Services
If, following the performance of any Services the Client is of the reasonable opinion that such Services have not been performed to the standard required by this Agreement, the Client shall notify the Contractor. Any such notice may require further services to the reasonable satisfaction of the Client to be completed either as a priority within 24 hours of such notification or routinely within seven days. The Contractor shall conduct such further works entirely at its own cost. Where the Client’s property is found to be damaged the Contractor shall act immediately to mitigate the effects of the damage and any potential consequential impact or damage.
Attendance
A programme of attendance for Routine Services will be agreed with the Client annually in advance.
For all other Services the Contractor will notify the Client of the date and time (morning or afternoon) when they will attend to complete the works and will provide updates on any changes in advance via the CAFM system.
The Contractor will notify the Client when services have been completed via the CAFM system within one working day and issue work order documentation and appropriate certification to the Client within three working days.
[bookmark: _TOC_250038]Contract Mobilisation
Contract mobilisation will start at least four weeks before the Contract Date.
The Contractor will appoint a Mobilisation Manager with the necessary skills, attitude and experience to implement the necessary change required.
The Mobilisation Manager must provide weekly updates on the progress of the Mobilisation Deliverables that follow:
	Mobilisation Deliverable
	Contractor Requirements

	The Performance Table
	Agree detailed definition and intent of KPIs and other performance measures

	Subcontractors
	Confirmation of all subcontractors, agree back to back terms and processes for transparent management

	Relationship Management Plan
	The Client and the Contractor will have agreed the Relationship Management Plan, established executive management commitment and agreed the dates of all meetings for Year 1

	Appointment of Contract Management Team
	The Contractor will advise the contact details for their:
Service Manager
Work Order Administrator
Senior member of staff for escalation of issues

	Development and approval of full 52- week Service and Attendance Plan
	The Contractor will develop a 12-month Service and Attendance Plan for approval by the Client, starting from the Contract Date, that will identify the date when each Routine Service is due to take place. The plan must address any requirements of any out of hours working

	Procedures and Processes
	The Contractor will identify and document the following procedures and processes and ensure that all relevant staff are trained in these:
Work Order Management Processes and Systems
Subcontractor management
Training and training records
Contract reporting
Site-specific Risk Assessments and Method Statements
Accident reporting
COSHH
Appointment of competent / authorised persons
Invoicing

	Client Policies
	The Contractor will adopt the following Client Policies and ensure that all relevant staff are trained in these:
Daresbury Laboratory Safety Handbook (Appendix 2)
Client SHE Codes (Appendix 3)
Emergency Procedures
Asbestos Management
The Contractor will adopt new and/or updated Client policies within two weeks of receipt

	Business Continuity and Disaster Recovery Plans
	The Contractor will provide these plans, ensuring that they are tailored to the services provided to Client

	Site Induction
	The Client will organise a site induction for the Contractor and their sub-contractors

	Risk Assessments and Method Statements
	The Contractor will provide all relevant Risk Assessments and Method Statements to the Client for approval





[bookmark: _TOC_250036]Alterations to Landscaped Areas and Services
The Client shall be entitled, with the consent of the Contractor, to add or delete landscaped areas and/or amend services by giving four weeks written notice or sooner if agreed. Such consent shall not unreasonably be withheld. Any additional services required shall be agreed between the Contractor and the Client and the sum shall be determined using the schedule of rates.
[bookmark: _TOC_250035]Invoices
Routine Services
The Contractor will submit a single invoice within 5 working days of the month end for all Routine Services completed that month.
Additional Services
Contractors must submit an application for payment within 5 working days of the month end detailing all Additional Services completed that month. The application will be reviewed by the Client and any queries raised within 3 working days.
If the application is approved, the Contractor must submit a single invoice within 3 working days of the approval.
If the application is not approved, the Contractor must provide additional information and/or submit a revised application within 3 working days.
All Services
Invoices and applications will not be approved where relevant work order documentation, including certification and other verification has not been provided.
Where a Contractor has not completed part or all of a Service, payment will be disallowed.
[bookmark: _TOC_250034]Response Times
Working Hours are 8am-5pm Monday to Thursday and 8am – 4pm on Fridays or by agreement with the Client Service Manager.
Routine Services
The Contractor is expected to deliver Routine Services in accordance with the Service and Attendance Plan. Any variations to the Plan must be agreed in advance with the Client Service Manager.
Additional Services
The response times by are:



	Classification
	Completed

	Gritting, snow clearance
	Before 7am on the due date

	Other Additional Services
	In agreement with the Service Manager

	Quotations
	Within five working days



[bookmark: _TOC_250033]Relationship Management Plan
Introduction
A Relationship Management Plan (RMP) and reporting structure is required at the Contract Date and will include the:
· Contract meeting frequencies, agendas and format 
· Contract Improvements Register
· Key Performance Measures and
· Exit Strategy
Contract Meetings
A schedule of Contract Meetings and their purpose is shown over.
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At each meeting the Contractor will record action points on an Action Log and circulate within one working day, an updated Action Log will be circulated five working days before meetings.
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	Meeting
	Agenda
	In Attendance

	Quarterly Contract Meeting – 2nd week of each quarter
	Quarterly meeting at the Client site to include:
Contract Report provided by the Contractor by the 5th working day of the quarter to include:
· Executive Summary
· Health and Safety including the number of near misses and RIDDOR incidents, brief details and mitigating actions
· Performance against KPI’s and Response Times
· Updated Services and Attendance Plan
· Quotations and Additional Services
· Invoicing and Finance
· Customer feedback
· Contract Improvements


	Client Service Manager Contractor Contract Manager Specialists and others as required

	Annual Contract Review – 2nd week after
Contract Anniversary
	Annual meeting at the Client site to include:
· Quarterly report as above
· Annual Review of the Contract (this may be carried out by an independent 3rd party)
· Contract Improvements
· Contract variations
	Client Service Manager Client Director
Contractor Contract Manager Contractor Director
Specialists and others as required



Key Performance Indicators
Key Performance Indicator data will be provided by the Contractor within 5 working days of the end of the quarter and where applicable both quarterly and year to date results will be reported. The Client may choose to add further KPIs in advance of the Contract Date.
The quarterly and year to date targets for the KPIs will be reviewed at least every year in advance of the anniversary of the Contract Date.  The Client may amend the KPIs in agreement with the Contractor at any time.
The proposed KPIs for each service and the Year 1 targets are as follows:
	Performance
	KPI
	Year 1 Target

	Customer
	The number of works orders completed within response times as a % of the total number of works orders
	
90%

	Process
	The % of works orders where a correctly completed worksheet has been provided within 3 working days of completion of the works order
	

90%

	Cost
	Applications for payment are submitted within 5 working days of the month end for all work
	100%

	
	orders completed that month – Pass/Fail Invoices issued within 3 working days of the
	
100%

	
	application approval/completion of works
	

	
	The % of YTD spend as a % of the YTD budget
	<100%

	Service
	Net Promoter Score - The % of customers who
	

	Improvement (Data provided by
	score 7+ 0n a 0-10 scale when asked if they would recommend the Contractor to a friend based
	70%

	the Client)
	on follow up works order surveys
	



Contractors will investigate any KPIs where targets are not achieved and report explanations of failures and remedial actions being taken to avoid any repetitions in their Contract Report. Where the Contractor fails to achieve their target for one or more KPIs in a period, the Client may change or add to the KPIs and/or their targets without prior consultation.
Where the Contractor fails to achieve their target in two or more KPIs in a period or where they fail to achieve their target in one or more KPIs in two consecutive quarters the Contractor will submit a Performance Improvement Plan with that quarter’s Contract Report. The Performance Improvement Plan (PIP) is subject to the approval of the Client. Within five working days of receipt of the PIP the Client will confirm approval or request that a revised PIP is provided within a further five working days.
Daresbury Sci-Tech Management and Service Specifications


Failure to implement the PIP and/or persistent failure to achieve KPI targets will be considered a breach of the Contractor’s obligations under the contract.
Where the Contractor has achieved KPI targets, the Client will consider, three months before the end of the initial contract term, awarding a one-year extension subject to a revised Schedule of Rates and appropriate approvals
[bookmark: _TOC_250032]Inspections and Audits
The Client may at any time inspect or audit all or any of the services. The Contractor must make all documentation available on request.
[bookmark: _TOC_250031]Client Policies
The Client Policies must be adhered to by the Contractor and the Contractor’s subcontractors at all times whilst on the Site.  In particular, the Contractor should be aware of:
[bookmark: _GoBack]Contractors’ Handbook - provided as Appendix 4.
[bookmark: _TOC_250030]Business Hours
Core business hours are 8am to 5pm, Mondays to Thursdays and 8am – 4pm on Fridays excluding Bank, Public and Privilege Holidays. Access outside of these hours will be by arrangement with the Client.
[bookmark: _TOC_250029]Site Security, Reception, Induction and Access Control.
The Client operates a 24/7/365 service, including the Main Reception function (B Block), site patrols, CCTV monitoring, traffic and parking management, access control, first aid and emergency response.
The Contractor should familiarise themselves with the security service and function at Daresbury Laboratory, including the site rules and SHE Codes.
The Contractor and their sub-contractors and suppliers must undertake a formal induction before any work can commence on the Site. Upon completion of the induction, the Client Security team will provide the Contractor with an electronic ID Pass. The ID Pass contains a photograph, name, badge number and expiry date and must be worn and visible at all times.
Access to specific buildings and controlled areas is provided via an electronic access control system using the ID Pass. Access levels and rights will be authorised by the Client Security team in liaison with the Service Manager.
The Contractor shall not invite their sub-contractors, suppliers or other parties employed by them onto site without authorisation from the Client. All visitors must report to Main Reception to sign in.
Failure to comply with the site rules and regulations and/or a reasonable instruction from a member of the Client Security team, may result in access to the Site being declined.
[bookmark: _TOC_250027]Traffic and Parking Management
The Client Security team manages traffic and parking at the Site. Access to and egress from, the main car park and site is controlled via barriers controlled by automated number plate recognition (ANPR).
Only Contractors who have completed the site induction can request vehicular access to the main car park and the Site. Authorisation to park on site will be provided by the Client Security team in liaison with the Service Manager or a nominated colleague.
Parking Permits will be provided to authorised Contractors, which will allow access to the main car park and site via the ANPR system. Parking Permits must be displayed prominently in the Contractor’s vehicles at all times.
Visitor parking is available for those Contractor and their sub-contractors and suppliers who are visiting for the first time and/or have not completed a site induction.
Contractors who have been authorised to park on site and have received a Parking Permit, should park their vehicles on the main car park only. Formal written approval to park in a specific location and/or area of work other than the main car park can be arranged, however approval must be provided by the Service Manager or nominated colleague. Contractors are able to temporarily park in certain areas on site to load and unload tools and materials.
Failure to comply with the conditions of the Parking Permit and/or a reasonable instruction from a member of the Client Security team, may result in vehicular access to the Site being declined.
[bookmark: _TOC_250026]Immediate Reports
The Contractor will immediately report to the Client anything judged to be in contravention to the life safety provisions made to protect the building occupants.
The Contractor shall notify the Client’s Service Manager immediately of any asset or system failure or other incident affecting the Client’s operation of the Site. The Contractor shall implement the relevant contingency procedures to ensure that wherever possible the service is maintained.
A written report will be required by the next working day of any such event.
The Contractor will also report immediately, in writing, to the Client any situation associated with:
· Health and safety of the public
· Health and safety of building occupants
· Health and safety of the Client’s and the Contractor's employees
· Practices of the Client, Contractors, employees or other customers, which the Client should be made aware of and/or
· Any deficiency in the building, plant or systems, that may affect the Client's ability to fulfil his obligations to others e.g. power outages
[bookmark: _TOC_250025]Contractors’ Use of Site Facilities
The Contractor is entitled to the use of the following Client facilities:
· Washroom facilities in H Block
· Contractor canteen in H Block – clean shoes and coveralls must be worn and
· Electricity and water as may be available on site with due regard for economy
[bookmark: _TOC_250024]Permit to Work
The Contractor shall employ appropriate Authorised Personnel, Officers in Charge, etc. as required by the various statutory instruments to oversee and implement the Contractor's Safe System of Work on the Site.
The Client shall manage a Permit to Work System for all applicable activities carried out by the Contractor and their subcontractors.
[bookmark: _TOC_250022]Damage to Client property
The Contractor shall be responsible for and pay the entire costs of any damage to Client property caused by it or its’ subcontractors in the execution of the services.
The Contractor shall ensure that all necessary adequate temporary works and measures are provided to protect the existing building fabric, plant, systems and equipment from damage during the execution of the services.
The Contractor will be responsible for ensuring that all work is adequately protected at the completion of each day and during periods of inclement weather and frost, and all work exposed to view will be protected from spillage, stains and other damage.
[bookmark: _TOC_250021]Technical Support
In the event of any planned or reactive replacement or re-design of the landscaping or services, or of a matter related to it, the Contractor shall assist the Client in assessing the likely impact thereof and shall make such recommendations as in its opinion are appropriate, and offer such assistance to the Client as they may reasonably require all at the Contractor’s cost.
[bookmark: _TOC_250020]Control and Supervision of Works
The Contractor shall ensure that the works are properly managed and that services are appropriately supervised at all times. The Contractor shall observe all reasonable instructions from the Client to temporarily suspend any of the services that limits or interferes with the business of the Client.
When carrying out services the Contractor shall at all times ensure that any instruction given to him by the Client shall be followed. In an emergency, the Client may give instructions directly to any subcontractor and such instructions shall be deemed to have been given by the Client to the Contractor and by the Contractor to the subcontractor.
[bookmark: _TOC_250019]Specialist Equipment and Subcontractors
All services shall be carried out by appropriately qualified operatives and for equipment requiring specialist skills the services shall only be carried out by those people specifically trained and qualified by the manufacturers of that equipment. If such specialists are not retained as part of the Contractor's work force, the works shall be sub-contracted to approved companies that have the necessary expertise.
All such subcontractors and specialists must be detailed by the Contractor and approved by the Client. If at any time the Contractor wishes to change the subcontractor or specialist, this shall only be done with the agreement of the Client.
The Contractor shall procure that its contract with any subcontractor and specialists will contain terms identical to those in this Contract and shall ensure that its subcontractors and specialists follow precisely the requirements of this Contract.
[bookmark: _TOC_250018]Machinery, Vehicles, Equipment and Tools
The Contractor shall supply all necessary plant, equipment, tools, and transport required for the efficient delivery of the service.
There are no storage facilities at the Site other than for ice clearance products. The Contractor must make arrangements with the Client should temporary storage be required at least five working days in advance although this may not be available.
The Contractor shall ensure that all plant, tools and equipment are used in accordance with the manufacturer's recommendations and only used by appropriately trained operatives.
The Contractor shall ensure that all equipment used for quantitative measurements and readings is calibrated, tested and maintained in accordance with documented procedures and national standards. The Contractor shall be responsible for maintaining fully comprehensive records of all test equipment and records detailing when testing and/ or calibration was last carried out and is next due. The Contractor shall demonstrate to the satisfaction of the Client's Service Manager that a programme for testing and calibration is in place.
The Contractor shall arrange the regular inspection and test of all other tools and equipment under its control to ensure compliance with the relevant statutory requirements or regulations.
[bookmark: _TOC_250017]Access Equipment
The Contractor shall be responsible for the selection, application and provision of all equipment needed for gaining safe access to deliver services and the provision of all approved personal protective equipment required for undertaking the services or works or any test or examination required under the contract.
Where the Client permits the Contractor to use existing access equipment held on the Site by the Client, the Contractor shall take such equipment into its care and cover all costs for the training of its own personnel in the use of the equipment throughout the contract term and comply in every respect with all other requirements of this clause.
The Contractor shall provide suitably trained and qualified employees to operate or erect access equipment (including fixed access / cleaning cradles, gantries and the like) to be used during the implementation of the services.
Such equipment shall be provided to meet the requirements of all current legislation, Approved Codes of Practice and the recommendations of learned Professional and Trade Institutions. All things provided or used in connection with the contract shall meet current standards and statutory requirements which are applicable governing the specification for their manufacture and/or construction. 
[bookmark: _TOC_250016]Loading and Unloading
Unloading, loading, distributing, hoisting and placing in position any equipment necessary for the services will be carried out by the Contractor.
All equipment and consumables delivered to the site shall be transported by the Contractor to the areas where they are required immediately on arrival at the Site. 
[bookmark: _TOC_250015]Removal of Waste
The Contractor shall be regarded as the producer of all waste products created by the execution of the services.
The Contractor shall have duty of care under the Environmental Protection Act 1990 and ISO 14001 and subsequent amendments for:
· The removal of all waste resulting from its delivery of the Services and Agreed Additional Works from the Site, its immediate surroundings and adjacent properties whether owned by the Client or by others and
· For the transportation of such waste by an approved carrier to a suitably licensed Waste Disposal Facility and
· For the protection and maintenance of any records of the disposal of such waste as may be required by law
The Contractor shall be responsible for the prompt removal from the Site of all rubbish and waste resulting from performance of the services.
[bookmark: _TOC_250014]Other Suppliers and Contractors
The Contractor shall be aware that there will be other Suppliers and Contractors providing services on the Site, which do not form part of this Contract. The Contractor shall co-operate in all respects with all other parties employed by the Client and as directed by the Client to ensure the successful completion of the activities being undertaken by other parties.
[bookmark: _TOC_250013]Environmental Obligations
The Contractor will:
· Comply with any Ecology reports and recommendations provided by the Client
· Minimise the use of pesticides and where used provide the Client with a copy of completed spray logs
· All weed ‘killers’ and fertilizers must be bio-degradable and approved under the Control of Pesticides Regulations 1986 and applied in strict accordance with the manufacturer’s instructions
· All moss – algae inhibitors used must be biodegradable and approved under the Control of Pesticides Regulations 1986 and applied in strict accordance with the manufacturer’s instructions. The Contractor will be expected to inform the Client of the intended date for this to be applied so advance notification can be given to staff 
· Comply with all relevant environmental controls and any environmental strategy prepared by the Client or any other relevant authority
· Comply with any reasonable direction or request by the Client relating to the environmental performance of any part of the site which may be affected by the Contractor’s activities at the site and
· Provide access to the Client and its representatives at reasonable times and upon reasonable notice to inspect any equipment used by the Contractor at the Site and monitor the environmental performance of that equipment
Upon becoming aware immediately:
· Notify the Client of any environmental hazard or breach of any environmental Law or requirement arising about any activity carried out by the suppler at the Site and
· Remedy the hazard, breach, or requirement to the satisfaction of the relevant authority:
· Indemnify the Client and its representatives against any loss or damage arising because of environmental harm or breach of any environmental legislation or requirement about the Contractor’s operations at the Site, the use or occupation of any Site at the Site or any negligent act or omission on the part of the service provider or its representatives and
· Except as otherwise provided by Law, keep all environmental data confidential and obtain the written consent of the Client prior to releasing and data (environmental or otherwise) that the Contractor may become aware of or obtain about any part of the Site
The Contractor shall carry out the following:
· Execute and return a copy of the Client’s Health and Safety and Wellbeing and Environment Policies
· Ensure that any fuels and oils used in carrying out the services are stored and handled appropriately so as not to cause pollution in the event of a spill. The Contractor shall have procedures in place for responding to a fuel or oil spill including leaks from equipment. The Contractor’s procedures shall provide for containment of the spill to minimise its spread and prevent it from entering the storm water drainage system, clean-up of excess fuel / oil, any fuel absorbent material and any soil contaminated by the spill and disposal to an appropriate prescribed waste facility. The cost of the clean-up is at the Contractor’s expense
· Where a spill does occur, the Contractor shall advise the Client Service Manager of the incident immediately after becoming aware of it and what clean up action has been taken or is proposed
· Dispose of in an appropriate manner all waste and material collected during the provision of service to a facility designated for that purpose
[bookmark: _TOC_250010]
[bookmark: _Toc52803861]Service Specification
Routine Services
The following Routine Services are required:
Mowing of fine grass – cut and collect
Mowing of coarse grass – cut and let fly
Mowing of field grass – rough cut
Weed and moss control and fertilising of grassed areas
Litter clearance from hard landscaping including pedestrian areas, car parks, bin stores, storage areas
Clearing leaves from rainwater gullies
Hedge trimming 
Shrub pruning and cutting back
Hoeing and forking of bedding areas
Weed and moss control to hard landscaping
Bark mulching of bedding areas
Maintaining sapling/semi mature tree growth, removing lower growth
Additional Services
The following Additional Services may be required:
Snow and ice clearance
Graffiti removal
Tree surgery
Service Standards
General Maintenance Requirements 
All operations shall comply with BS 4428, 7370 and with the following clauses set out in this Contract. All maintenance operations shall be carried out in a sustainable manner with due regard to the protection and conservation of the environment including local flora and fauna. Where wild orchids are on-site, maintenance should be carried out to ensure these are retained and enhanced. Maintenance operations shall be programmed to avoid disturbing nesting birds and mammals etc. The Contractor shall ensure that staff employed use, where practical, organic methods of maintenance and cultural techniques on all sites within the scope of this contract. 
Maintenance of Grass Areas (BS7370 Category C1 & F) (Grass Cutting General) 
The Contractor shall maintain grass areas to the standards shown below. 
1. The Contractor shall inspect all areas before commencing grass cutting and shall remove and dispose of all litter, stones and other debris which might cause personal injury, damage to machinery, equipment or installations.  
2. No operation shall be carried out when weather or soil conditions are unsuitable. The Contractor shall be responsible for making good any damage or defect caused by working when conditions are unsuitable.  
3. Once grass cutting has commenced on an area, it shall be completed without delay and in one continuous operation.  
4. Grass cutting machines shall be appropriate for the size of the area being maintained and the standards of finish specified. Inaccessible margins, corners and the like shall be maintained to the same standard by other suitable equipment.  
5. Cutters on all mowers shall be sharp, properly set and shall cut the sward evenly and cleanly.  
6. Unless otherwise specified, excess arisings from grass cutting operations that may smother turf or liable to be walked into buildings along with those scattered on roads, paths and the like shall be collected, removed and disposed of the same day as the grass is cut.  
7. All growth at and around obstructions in grass areas or abutting walls, fences etc. and grass overhanging edges of flower beds, shrubberies, mowing margins and the like shall be cut on each occasion that the grass is cut. All arising’s from this operation shall be collected, removed and disposed of the same day as the grass is cut.  
8. Where the grass abuts a horizontal hard surface and the overhang of grass exceeds 50mm, the Contractor shall cut back the grass to the edge of the hard surface without forming a channel, using an approved edging tool, cutting straight lines or smooth curves as appropriate. All arising’s from this operation shall be collected, removed and disposed of the same day as the grass is cut.  
Grass Cutting Standards 
Please refer to the site plan, Appendix 5.
Grass shall be maintained to the following standards:
Fine Grass (BS 7370 Category C1) (Shaded Blue on Plan) 
The frequency of cutting shall be regulated so that the height of grass shall not exceed 50mm at any time. Machines shall be adjusted to a 20mm height of cut. All arising’s are to be collected and removed. The finish shall be even, regular and free from ribbing. Edges, around obstructions, base of fences, walls, banks, etc. shall be maintained to the same standard and frequency. 
Coarse Grass (BS 7370 Category C2) (Shaded Green on Plan) 
The frequency of cutting shall be regulated so that the height of grass shall not exceed 50mm at any time. Machines shall be adjusted to a 20mm height of cut. The finish shall be even, regular and free from ribbing. Edges, around obstructions, base of fences, walls, banks, etc. shall be maintained to the same standard and frequency. All arising’s are to be collected and removed. 
The Field (BS 7370 Category D) (Shaded Yellow on Plan) 
The frequency of cutting shall be regulated so that the height of grass shall not exceed 100mm at any time. Machines shall be adjusted to a 60mm height of cut. Arising’s shall remain on the ground. The finish shall be even, regular and free from ribbing. Edges, around obstructions, base of fences, walls, banks, etc. shall be maintained to the same standard and frequency. 
Cultural Techniques 
Carry out suitable cultural techniques to maintain throughout the year a vigorous healthy safe sward, substantially free of pest, disease & weeds. 
On fine grass areas, cultural techniques shall include mowing, rolling, aeration, scarifying, harrowing/drag brushing, fertiliser treatments, moss killer, top dressing, over seeding, pest, weeds and disease control.  
On all other grass areas, suitable cultural operations shall be carried out including scarifying, fertiliser treatments, moss killer, top dressing, over seeding, pest, weeds and disease control to ensure an appropriate dense safe sward, substantially free of pest, disease and invasive and proscribed weeds including Ragwort, Himalayan Balsam and Japanese Knotweed.  
Maintenance of flower, shrub beds, trees and hedges
General 
1. The Contractor shall maintain flower, shrub beds, trees and hedges to the standards shown below.  
2. No operation shall be carried out when weather or soil conditions are unsuitable. The Contractor shall be responsible for making good any damage or defect caused by working when conditions are unsuitable. During maintenance operations, the Contractor shall remove and dispose of all litter, leaves, stones and other debris keeping the beds in a neat and tidy condition.  
3. The Contractor shall carry out suitable cultural techniques to shrub beds, trees, hedges & plant containers to maintain throughout the year an effective display, substantially free of pest, disease, weeds to the standards described in BS7370: Part 4, Section 4. Cultural  
4. Techniques shall include mulching, fertiliser treatments, top dressing, pest, weed and disease control. 
Pruning 
1. The Contractor shall prune and maintain shrubs and herbaceous plants so as to ensure an even dense cover, the correct balance of plants and to the designer’s intentions. In all cases dead, diseased and damaged material shall be removed together with any shoots growing out over paths, roads, seats etc. and those obscuring lights, signs and sight lines
2. Shrubs and bushes under windows, outside doors etc., should be pruned and kept cut well back to maintain a height of no more than 1.00 metre and minimise spread outside their planted curtilage. There should be a clear crisp line maintained between the soil, grass or pathway
3. Ivy should be cut down where it is growing up the side of all buildings and fencing buildings, which may cause damage to the property
4. Pruning shall be carried out by skilled labour only
5. All tools shall be kept sharp and properly set. Hedge cutters shall not be used on shrubs.  
6. All cuts shall be made cleanly and without tearing.  
7. Pruning shall be carried out in accordance with current correct horticultural practice to form a natural informal shape as appropriate for the species being pruned, at the correct season, to the designer’s intentions and with the prior approval of the Client Service Manager.  
Bed Maintenance 
1. The Contractor shall maintain all flowerbeds, shrub beds and hedge bases in a weed free condition. The surface of the soil/mulch shall be kept cultivated to a medium tilth and cambered to an even convex profile. The edges shall be kept 30mm below the level of the surrounding grass areas or hard surfaces. Herbicides shall not be used without the approval of the Client Service Manager. Shrub beds shall not be dug with a spade. All self-set tree and shrub saplings that are not part of the original design shall be removed along with its root system.  
2. Once weeding of beds has commenced on an area, it shall be completed without delay and in one continuous operation.  
3. All beds shall be maintained to correct horticultural practices, at the appropriate season to ensure an effective display, even dense cover, the correct balance of plants and to the designer’s intentions. Maintenance shall include formative pruning, dead heading, and provision of supports, trimming of excess growth, tying in of plants including climbing and wall plants, lifting and dividing plants, removal of dead and dying stems, control pest and disease.  
4. Maintain wall and climbing plants on buildings to ensure adequate clearance around windows, light and other fittings and gutters as required by the Client Service Manager.  
5. The Dark Matter Garden adjacent to the restaurant requires the following maintenance:
Late January / early February - major clear out, cut most plants back to just
above ground. Dig out any invasive weeds, thin out vigorous clumps, apply a
thick mulch rich in organic matter (5-10cm) to whole area

Feb - late May - weed around the planting with a hoe and dig out nettles with
a trowel. Divide plants, thin out vigorous clumps, re-plant any plants as
necessary. Apply a controlled release fertiliser. Apply Nematodes for slug and
snail control

June - July - carry out occasional weeding if necessary, Generally check
watering system is working and hand water areas are not reached or need
more water than the system provides. Heavy watering of bamboos, especially in hot weather

August - October - Deadhead Rudbeckia, Ligularia, Achillea and Kniphofia to
encourage repeat flowering

November - December - Cut back herbaceous planting if it looks particularly
untidy but otherwise, leave until the major clear out in January

Plans are provided as Appendices 6, 7 and 8.

Hedges Maintenance shall be as described in BS 7370: Part 4 Section 4. 
1. Hedge trimming shall be carried out by skilled labour only using hand tools or hand held mechanical trimmers to even height and lines as directed by the Client Service Manager.  
2. Hedge trimming shall not be carried out during the bird nesting season without the prior approval of the Client Service Manager.  
3. Hedges shall be maintained on all sides at a frequency to ensure that new growth does not exceed  150mm. This frequency shall at least be equal to two cuts per season apart from the hedge to the perimeter fence behind the Tower which should be maintained once a year. Sides and top of the  hedge shall be cut back to the previous season’s growth. 
4. When cultivating the base of single-species e.g. privet, box, beech, yew or thorn, foreign  species shall be eradicated (e.g. wild creepers, elder).  
5. Pest activity under hedges (e.g. rabbit burrows etc.) shall be reported to the Client Contract  Manager promptly.  
6. The cultivated area shall not exceed 300mm beyond the base of the hedge.  


Tree Care  
Young Tree Maintenance  
Maintenance shall embrace all cultural operations to ensure the health and vigour of the trees and include the following:
1. Inspect stakes at least every 6 months to ensure the trees are upright, developing correctly and adequately supported and that tree ties are correctly fitted.  
2. Replacement of damaged, broken or unsuitable stakes and ties with equivalent types as necessary.  
3. Removal of stakes as and when deemed necessary.  
4. Formative pruning including removal of epicormics shoots, competing leading stems, crossing  branches, deadwood and the like.  
5. Removal of all weeds from around the base of the tree to a radius of 500mm, by hand and/or  chemical means as appropriate and approved.  
6. The watering of vulnerable stock during drought conditions.  
7. Where tree bases are mulched that the depth of mulch is maintained at least 75mm, when  consolidated.  
8. The reporting of any defects requiring further action including maintenance and other  damage.  
Semi Mature and Mature Trees 
The contract area contains sites with a significant number of trees that require routine maintenance to ensure safety of personnel and property. Onsite monitoring and routine tree maintenance will include but not be limited to the following:
1. The clearance of any fallen and or storm damaged trees, limbs etc. up to 400mm diameter and the making safe of any larger trees, tree limbs etc. (The removal of trees and tree parts over 400mm diameter shall be ordered by the Client Service Manager). 
2. The removal of basal and epicormics growth with appropriate hand equipment, from around tree bases and on the main bole of mature trees and to a height of 3m above ground level, or up to the first major branches. No growth shall exceed 300mm long before being removed. 
3. Regular crown lifting operations to ensure sufficient clearance heights of up to 3m over footpaths and 5m over roads and up to 2m over and adjacent to security fences and boundary walls unless otherwise instructed. Sufficient un-obscured clearance around lights, signs and sight lines etc. shall also be maintained. 
4. The removal of hazardous deadwood or damaged/diseased material that is a significant risk  to property and personnel and over paths, roads, seats, adjacent grass areas etc.  
5. The Contractor shall carry out a survey of trees every March and update this in March annually.  The Contractor must ensure that all trees are asset tagged.  The template for the survey can be found in Appendix 9.
6. Arisings will be disposed of as agreed with the Client Service Manager and at no additional costs. 
Woodland Maintenance
1. Woodland Edges, the under-story at edge of woodlands that abut amenity areas shall be cut back and clean through annually to a depth of at least 2m to ensure brambles etc. do not encroach on paths, buildings, fences etc.  
2. Routine woodland maintenance shall include but not be limited to the clearance of any fallen and or storm damaged trees, limbs etc. up to 400mm diameter on the perimeter of the woodlands and that affect the safety of personnel and property including security fences and, the making safe of any larger trees, tree limbs etc.  
3. The removal of trees and tree parts over 400mm diameter shall be ordered by the Client Service Manager as Additional Services
4. The removal of hazardous deadwood or damaged/diseased material that is a significant risk to property and personnel and over paths, roads, seats, adjacent grass areas etc.  
5. Routine woodland maintenance operations shall also ensure sufficient clearance heights of up to 2m over and adjacent to security fences and boundary walls and the like, unless otherwise instructed. 
6. The Contractor will also be responsible for the control of noxious weeds and those listed under current legislation, including but not limited to Ragwort and Japanese Knotweed.  
Hard Landscaping
Hard landscaping areas include all external footpaths, roads, hard standings, road gullies, bin stores, transformer pens, the compound by C Block, recycling areas, waste bin areas, cigarette bi areas and storage areas.
Weed Control 
Maintain fence lines, building bases and obstacles to mowing (raised ducts, pipelines and posts), gravel areas, identified open ground hard standings, footpath and kerbs etc. in a weed free condition including self-set tree saplings with well-defined margins as appropriate to ensure ease of maintenance and provide aesthetic appearance
Moss and Algae Growth
Communal pedestrianised and stepped areas affected by moss - algae growth, should first be scraped with a Dutch hoe or similar implement and swept clear with a stiff brush/broom to minimise future growth and treated where severe. 
Litter Clearing 
The Laboratory site shall be kept substantially free from all litter, leaves and other extraneous matter at all times. This includes the clearing of litter around bin stores and recycling points. Bins and paladins must be moved to allow sweeping, leaf and litter clearance and replaced on completion
Paths 
All paths shall be kept clear of debris at all times. All work shall be carried out to a standard to prevent any health or safety hazard arising. 
Site Road
The site road should be keep free from litter and debris.  A 3rd party supplier provides road sweeping services.
Leaf Clearance 
Leaves shall be collected and removed from all areas including rainwater gullies regularly and be disposed of off-site. This operation shall be carried out as necessary in order to provide substantially leaf-free areas. At the end of leaf fall all areas shall be cleared of leaves entirely. Attention shall be paid to spring-falling beech hedge leaves. All work shall be carried out to a standard to prevent any health or safety hazard arising. Additionally, particular attention shall be paid to prevent accumulation of leaves against boundary fences. 
All areas shall be kept free from all litter and other extraneous matter and all arising’s shall be removed from site. 
Snow and Ice Clearance
If the Contractor reasonably believes that snow and/or ice clearance is required, this will be carried out on all roads and footpaths between 4am and 7am.  The Contractor should use the Met Office Route Based Forecasting service to accurately determine requirements.  On occasions the site based Security Team may request snow and ice clearance based on local conditions.  As far as is reasonably practicable the site should remain free from hazards that may cause slips, trips, falls, and accidents caused by inclement weather.
Snow and ice clearance is not required at weekends, Bank or Public Holidays or Client Privilege Days.  The Contractor must ensure that sufficient stocks of grit are retained to complete the gritting of all areas.  There are 20 gritting bins on site and storage for the equivalent of one pallet of products available.  Occasionally the in-house team may carry out snow and ice clearance using these products.
All snow must be moved to areas of the site so as to cause minimal disruption to the Client.  
White marine salt should be used on the pedestrian areas adjacent to:

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/Foyer-Near Lift

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/A61-Near Water Side Cafe (Seated Area)

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/A61A-Water Side Cafe

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/Foyer-Near Leverhulme

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/Foyer-Near Merrison Lecture Theatre

	2/DL/A Block (Cockcroft Institute Building)/Ground Floor/Corridor-Restaurant-Foyer

	2/DL/B Block/Ground Floor/Foyer

	2/DL/B Block/Ground Floor/Foyer

	2/DL/Reception/Ground Floor/Foyer

	2/DL/Reception/Ground Floor/RB8-Security Area

	2/DL/S Block (Engineering Technology Centre)/Ground Floor/Foyer

	2/DL/S Block (Engineering Technology Centre)/Ground Floor/Foyer

	2/DL/E Block CTH (The Campus Technology Hub)/Ground Floor

	2/DL/E Block CTH (The Campus Technology Hub)/Ground Floor

	2/DL/Tower Block/Ground Floor

	2/DL/Amenity/Ground Floor

	2/DL/Hartree (Building 2)/Ground Floor/Atrium



Brown rock salt must be used on all other areas.
For pricing purposes the Contractor should assume that 10 gritting service visits and 5 snow clearance service visits are required each year and provide the cost per additional visit.
Graffiti Removal
Graffiti will be removed without damaging or degrading surfaces using methods first approved by the Client Service Manager
Tree surgery
The Client may require tree surgery to maintain mature trees on site 
Service and Attendance Plan
The Contractor will develop a Service and Attendance plan for the first 12 months of the contract during the mobilisation period and then subsequently every year one month prior to the anniversary of the contract. The format of the plan will be agreed with the Client and the information held on the CAFM system.
If during the Contract, the Contractor identifies Routine Services or their frequencies that can be adjusted for specific assets the Contractor should raise this with the Client Service Manager at the Monthly Contract Meeting. If agreed the Contractor will update the Plan and the Contract Sum will be adjusted in accordance with the Price List.
Service Tasks and Frequencies
The following table provides the tasks and the minimum frequencies for when these should be carried out in addition to those detailed in the Dark Matter Garden.  In order to maintain the Service Standards, the Contractor may need to carry these out more frequently.
	Tasks
	Fortnightly
	Quarterly
	Six-Monthly
	Annually

	Grassed Areas

	Fine Grass
	Cut and collect
	Minimum of fortnightly 1st April - 31st October or more often to maintain standards

	Coarse Grass
	Cut and let fly
	Minimum of fortnightly 1st April - 31st October or more often to maintain standards

	The Field
	Rough cut
	Minimum of fortnightly 1st April - 31st October or more often to maintain standards

	All edges
	Trimmed
	At each visit

	Edges adjoining paths, hard surfaces and shrub beds
	Cut back in winter with half-moon edging tool or similar
	 
	 
	 
	X

	All grassed areas
	Apply cultural techniques - see 2.4.3
	 
	 
	 
	X

	Shrubs and Bushes

	Shrubs and bushes under windows
	Pruned and cut back to a height of < 1m
	 
	 
	X
	 

	Other shrubs and bushes
	Pruned  
	 
	 
	X
	 

	Ivy
	Cut down to the roots
	 
	 
	X
	 

	Beds and Planting

	Beds
	Remove weeds, litter 
	X
	 
	 
	 

	Beds
	Hoe/fork
	 
	X
	 
	 

	Beds

	Replenish bark mulch
	 
	 
	 
	X

	Plants - beds
	Plant maintenance
	X
	 
	 
	 

	Hedges

	Hedges
	Trim and maintain
	Minimum of twice a year to maintain standards

	Hedge to the rear of the Tower
	Trim and maintain
	Annually

	Trees

	All trees
	Inspect and maintain
	 
	 
	X
	 

	All saplings
	Remove  
	X
	 
	 
	 

	Mature trees
	Survey and report
	 
	 
	 
	X

	Woodlands
	Inspect and maintain
	 
	 
	X 
	 

	Hard Landscaping

	All areas
	Apply weed killer and remove debris
	 
	 
	 
	X

	Communal pedestrian and stepped areas
	Scrape and apply moss/algae inhibitor
	 
	 
	 
	X

	All areas 
	Litter pick
	X
	 
	 
	 

	Roads and car parks
	Mechanical sweep
	Monthly
	 
	 
	 

	Leaf Clearance

	All areas
	Remove leaves
	Minimum of October, November, December and January to maintain standards



Consumables
The Contractor shall be deemed to have included the cost of all consumable items which are required to satisfactorily maintain the services and as listed but not necessarily limited to those below:
· Pesticides and herbicides 
· Watering systems as required following weed control, fertiliser application
· Bark mulch
· PPE
· Waste bags
· Ice clearance products
[bookmark: _TOC_250006]Minor Works
The Contractor may be expected to deliver Minor Capital Works i.e., works typically up to £20,000 in value as Additional Works.  This would include: 
· Replacement of landscaping
· New landscaping design
· Landscape improvement works and
· Project management of these works
[bookmark: _TOC_250005][bookmark: _TOC_250002]Works exceeding £20,000 will be subject to a separate tender process managed by the Client. 
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