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SPECIFIC ADDITIONAL SUPPORT

1.
General.  The ND requires additional support, above and beyond the Total Facilities Management (TFM) Solution defined in Annex E, in the areas of Administrative Support and Laboratory Technician Support.

2.
These roles are currently undertaken by four contracted personnel under the HMS SULTAN services contract.  They are full-time roles undertaken during the ND’s core working hours.

3.
Administrative Support.  This role includes the following key activities:

a. Provision of full-colour printing service with binding for large volumes of Need-to-
Know classified material requiring protection (see para 5).
b. Course Planning and Administration including preparation of course materials, 
scheduling and timetabling.
c. Booking students onto courses, quality checking course applications, maintaining 
the student database and student academic records.
d. Responding to student admin queries.
e.
Student Reception.
f.
Distribution of course material prior to and post-course. 
g.
Minute taking at meetings (average 4 per month).
h.
Acting as point of contact for employers of students.
i.
Acting as custodian of exams: managing exam papers, exam scripts, exam records.

j.
Preparing exam rooms.
k.
Running of the library.

l.
Acting as custodian of classified technical reports.
m.
Supporting students in searching literature and accessing technical journals.

n.
Compiling stationery orders and maintaining an orderly and well-stocked 
stationery supply.
o.
Production and dispatch of student course certificates.
p.
Maintenance of ND staff telephone list and organisation chart.
q.
Issuing and recording issue of security bags to students for transport of classified material.
r.
Scanning and electronic filing of hard-copy documents.
s.
Electronic filing of soft-copy documents.
t.
Updating the military personnel database record for each military student on completion of training.
u.
Day-to-day replacement of consumables in desktop printers and photocopiers and general end-user maintenance.

4.
Laboratory Technician Support.  This role includes:

a. Mechanical and Electrical support developing and modifying experimental 
equipment and test pieces (EDM, Lathe and Mill).  Maintenance, service and repair of equipment not under service contract.
b. Production of metallurgical specimens.
c. Maintenance of liquid nitrogen in equipment as required.
d. Issue of dosimetry and associated record keeping.

e. Management of radioactive waste.
f. Monitoring of radiation and monitoring for radioactive contamination.

g.
Preparation of facilities and materials to support the delivery of T&E and research when required.

5.
Classified Printing.  There is a requirement for the ND to produce significant quantities of printed material; this includes course material, technical manuals and exam scripts.  This is currently undertaken by a RN facility in close proximity to the ND and cannot be outsourced or provided externally due to the Security Classification of the subject matter.  An organic capability, wholly within the control of the ND, to provide this capability is required.

6.
The printing is predominantly A4 (with some A3) double-sided monochrome, with the requirement for colour where it highlights information or makes the document easier to understand, or where a photograph is included.  The documents are to be capable of being finished by adding covers if required and either stapled or bound.  The ratio of B&W to colour printing is approximately 3:1; there is no requirement for large-volume full-colour saturation printing.

7.
During the last academic year this totalled 400,000 sheets of print.
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