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[bookmark: _Toc500774327]1. Lead Consultant Architect
	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority.

	1.2
	Attend regular meetings in order to progress Design, consult and liaise with the Lead Consultant in the preparation and development of the Project Roles Table, and Design Programme.  Undertake the required activities and take responsibility for the activities in accordance with the Project Roles Table, and Design Programme.

	1.3
	If applicable, consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.4
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Project Lead to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.5
	Participate in the operation of an Early Warning System.  

	1.6
	Co-operate at all times with the Principal Designer and provide Design Information and Risk Assessments.  Lead Consultant should be aware of the Principal Designer scope.

	1.7
	Attend meetings with the Contracting Authority, Project Lead, Lead Consultant, other suppliers and the Contractor as necessary.

	1.8
	Attend and contribute to workshops and exercises with other suppliers to carry out value engineering, value management, environmental performance improvement initiatives and risk management.  Contribute to recommendations for Contracting Authority approval based on the results of these exercises to deliver the best overall value for money.

	1.9
	In conjunction with the other suppliers and subject to the specific duties pursuant to each respective Call Off Agreement and/or Building Contract, assist the Project Lead to make all necessary arrangements with planning, local and other statutory bodies to enable the Project to proceed to completion and handover. Assist the Project Lead to arrange for,  co-ordinate and pursue all necessary applications required in connection with relevant statutory or regulatory bodies, highway authorities and (if applicable) river and waterway authorities.

	1.10
	Assist the Project Lead with the submission of documentation to landlords and/or funding bodies and/or any third parties who have an interest in the project.

	1.11
	Participate in the Change Control Procedures and monitor Design development against the Site Information, Project Information, Project Budget, Design Programme and Project Programme.

	1.12
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	2.1
	Provide comments to the Project Lead and attend workshops to discuss the Business Case and to develop the Strategic Brief for the project.

	2.2
	Review findings from post project evaluations from relevant projects and contribute to the Sustainability Checkpoint to inform the approach to the Strategic Definition for the project.

	2.3
	Provide contributions to the Project Lead to establish the Project Brief, the Initial Project Budget and the Project Programme.

	2.4
	Provide contributions to the Project Lead to draft the Project Execution Plan.

	2.5
	Discuss the Project with the appropriate planning authority.

	3.0
	RIBA Stage 1 - Preparation & Brief

	3.2
	Contribute to the development of the Initial Project Brief.  The Initial Project Brief shall include Project Objectives, Quality Objectives, Project Outcomes, environmental performance/Sustainability Aspirations, Project Budget and Project Programme and all other parameters, risks and/or constraints.

	3.3
	Review Site Information and Project Information and provide comments and attend workshops, as required, to assist the development of the Initial Project Brief.

	3.4
	Contribute to the agreement of the procurement route and the standard form of Building Contract.

	3.6
	Lead Consultant to prepare the Design Responsibility Matrix, Information Exchange and Technology Strategy for the Initial Project Brief.

	3.7
	Lead the preparation of design brief and applicable design drawings in line with the scope of services and pre-existing design information for the scheme.

	3.8
	If required contribute to the preparation of the Feasibility Study for the Contracting Authority preferred option(s)

	3.9
	Review and contribute to the update of the Project Budget and Project Programme.

	3.10
	Prepare the Handover Strategy, prepare Risk Assessments in preparation for the Concept Design stage.

	3a.1
	Carry out a full site inspection/site survey of any existing fabric, finishing’s, fittings etc, 

	4.0
	RIBA Stage 2 - Concept Design

	4.1
	Liaise with planning authorities as required.

	4.2
	Prepare the architectural Concept Design in accordance with the Initial Project Brief and Design Responsibility Matrix, Information Exchanges and the Design Programme.  Contribute to the development of Project Strategies.

	4.3
	Undertake third party consultations and any Research and Development as required.

	4.4
	Lead Consultant to prepare the Design Programme for works.

	4.5
	Incorporate agreed changes to the Concept Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	4.7
	Develop the Handover Strategy and review and update Risk Assessments.

	4.8
	Contribute to the Construction Strategy and the development of the Health and Safety Strategy ensuring the contractor produces one prior to starting on site which has the necessary approvals.

	4.10
	Contribute to the review and update of the Project Programme and the Project Budget.

	4.11
	Comply with the Information Exchange requirements.

	4.12
	Contribute to the selection of a list of tenderers.

	4.13
	Preparation of the Employer’s Requirements and contract documents

	4.14
	Preparation of the tender documentation

	4.15
	Assess the tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of the design and specification in each of the Contractor’s Proposals with the Employer's Requirements set out in the tender documentation and the further review and evaluation of responses to any clarifications from the tenderers.

	4.16
	Assist in the agreement of the detailed content and the finalisation of the contract documentation (for pre-construction activities).

	5.0
	RIBA Stage 3 - Developed Design

	
	Liaise with planning authorities as required.

	5.2
	Submit planning application to the appropriate planning authority if required for the scope of works.

	5.3
	Prepare the architectural Developed Design in accordance with the Final Project Brief, Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.  Contribute to the development of Project Strategies.

	5.4
	Undertake third party consultations as required.

	5.5
	Maintain the Design Programme for the scope of works

	5.6
	Incorporate agreed changes to the Developed Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	5.7
	Preparation of the Employer’s Requirements and contract documents

	5.8
	Preparation of the tender documentation

	5.9
	Review and update of the Handover Strategy and review and update Risk Assessments.

	5.10
	Contribute to the Construction Strategy and the development of the Health and Safety Strategy ensuring the contractor produces one prior to starting on site which has the necessary approvals.

	5.11
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	5.12
	Comply with the Information Exchange requirements.

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Submit the Building Regulations application.

	6.2
	Prepare the architectural Technical Design in accordance with the Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.

	6.3
	Undertake third party consultations as required.

	6.4
	Maintain design programme for scope of works

	6.5
	Incorporate agreed changes to the Technical Design, Site Information and Project Information in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	6.6
	Finalisation of Employers requirements and contractor documents.

	6.7
	Responsible for running the procurement exercise for the contractor and finalise the winning tenderer.  Working closely with the Council to finalise the process internally.

	6.8
	Review and update of the Handover Strategy and Risk Assessments.

	6.9
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	6.10
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	6.11
	Comply with the Information Exchange requirements.

	6.12
	Liaise with specialist suppliers as necessary.

	6.13
	Contribute to the selection of a list of tenderers.

	6.14
	Contribute to the preparation of the Employer’s Requirements.

	6.15
	Contribute to the preparation of the tender documentation

	6.16
	[bookmark: _GoBack]Contribute to the assessment of tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of the design and specification in each of the Contractor's Proposals with the Employer's Requirements set out in the tender documentation and the further review and evaluation of responses to any clarifications from the tenderers.

	6.17
	Assist in the agreement of the detailed content and the finalisation of the contract documentation.

	7.0
	RIBA Stage 5 - Construction

	7.1
	Review standards of construction to verify conformance with the contract documentation, Health and Safety strategies, Design Programme and Construction Programme and that all site queries are resolved in accordance with the foregoing.

	7.2
	Review development of the design to verify conformance with the contract documentation, Health and Safety strategies, Design Programme, Information Exchanges and the Construction Programme and that all Design Queries are resolved in accordance with the foregoing.

	7.3
	Contribute, as necessary, to the provision of information to the Contract Administrator to assist contract administration.

	7.4
	Contribute to the review and update of the Project Programme and the Project Budget.

	7.5
	Contribute to the review and update of the Sustainability Strategy and contribute to the Sustainability Checkpoint.

	7.6
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy.

	7.7
	Monitor the compilation of the 'As Constructed' Information is provided in accordance with the Construction Programme.

	7.8
	Contribute to the implementation of the Handover Strategy

	7.9
	Monitor and verify that agreed changes to the Design during Construction are implemented in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	7.10
	Comply with the Information Exchange requirements.

	7.11
	Liaise with specialist suppliers as necessary.

	7.12
	Review proposals for the testing, setting to operation and commissioning of all building fabric, walls, partitions, doors, equipment and fittings etc.  Witness all testing and commissioning and check that all testing and commissioning records are present and accurate and reflect the required performance.   Identify to the Lead Consultant incomplete and/or inaccurate information and/or testing and commissioning that evidences the required performance is not being achieved.     

	7.13
	Contribute to the preparation of a planned maintenance programme for the project, post-handover, and contribute to recommendations for the procurement of the planned maintenance. 

	7.14
	Prepare the 'As Constructed' Information.

	7.15
	Make recommendations for sample-taking and the carrying out of specialist inspection tests of materials and workmanship.  Following approval of recommendations for testing, arrange for the inspections and tests to be undertaken and examine the results of such tests whether on or off site.  In liaison with the Lead Consultant to take any necessary action to ensure that any deficiencies are rectified.

	7.16
	Make recommendations for the opening of work to determine that it is generally in accordance with the contract documentation.

	7.17
	Visit the sites of fabrication and assembly to inspect such materials or workmanship before delivery to site.

	7.18
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7.19
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	Provide the Contracting Authority with the defects list.  

	8.2
	Undertake the tasks in accordance with the Handover Strategy 

	8.3
	Contribute to the provision of information to the Contract Administrator to assist administration of the contract.

	8.4
	Contribute to the update of the Project Information.

	8.5
	Update the 'As Constructed' Information.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of 'As Constructed' information in accordance with Contracting Authority Feedback

	9.4
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.5
	Contribute to the post completion defect rectification by process by reporting all defects to the Council and consultant team for appropriate action.  Identify all outstanding defects and notify the Lead Consultant.

	9.6
	Contribute to the post completion monitoring process in accordance with the defects procedure. 

	9.7
	Contribute to the review of Project Performance, Project Outcomes, and the outcome of any research and development aspects
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	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority

	1.2
	Attend regular meetings in order to progress the Cost Information, consult and liaise with the Project Lead in the preparation and development of the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.  Identify activities to be undertaken and responsibility for the activities in accordance with the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.  Undertake and take responsibility for actions to be undertaken by the Project Lead.

	1.3
	Consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.4
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Project Lead to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.5
	Participate in the operation of an Early Warning System.  

	1.6
	Co-operate at all times with the Principal Designer and provide information and Risk Assessments as required.

	1.7
	Attend meetings with the Contracting Authority, Project Lead, Lead Consultant, other suppliers and the Contractor as necessary.

	1.8
	Attend and contribute to workshops and exercises with other suppliers to carry out value engineering, value management, environmental performance improvement initiatives and risk management.  Contribute to recommendations for Contracting Authority approval based on the results of these exercises to deliver the best overall value for money.

	1.9
	Participate in the Change Control Procedure and monitor development of the Cost Information against the Project Budget and Project Programme.

	1.10
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	2.1
	Provide comments to the Project Lead and attend workshops to discuss the Business Case and to develop the Strategic Brief for the project.

	2.2
	Review findings from post project evaluations from relevant projects and contribute to the Strategic Definition for the Project.

	2.3
	Provide contributions to the Project Lead to establish the Project Brief, the Initial Project Budget and the Project Programme.

	3.0
	RIBA Stage 1 - Preparation & Brief

	3.1
	Lead and manage the contribution in respect of budgetary considerations to the development of the Initial Project Brief and prepare the Project Budget. The Initial Project Brief shall include Project Objectives, Quality Objectives, Project Outcomes, environmental performance/Sustainability Aspirations, Project Budget and Project Programme and all other parameters, risks and/or constraints.

	3.2
	Review Site Information and Project Information and provide comments and attend workshops, as required, to assist the development of the Initial Project Brief.

	3.3
	Contribute to the agreement of the procurement route and the standard form of Building Contract.

	3.4
	Provide comment for the development of the Project Roles Table.

	3.5
	Provide comment to the Project Lead and Lead Consultant for the preparation of the Information Exchange for the Initial Project Brief.

	3.6
	Lead and manage the Cost Information contribution to the preparation of the project brief and associated drawings for these scope of works. 

	3.7
	Lead and manage the Cost Information contribution to the preparation of the project brief for the Council to review and sign off in accordance with the design work.

	3.8
	Contribute to the update of the Project Programme.  Lead and manage the update of the Project Budget.

	3.9
	Contribute to the preparation of the Handover Strategy and Risk Assessments in preparation for Concept Design stage 

	4.0
	RIBA Stage 2 - Concept Design

	4.1
	Prepare the preliminary Cost Information.

	4.2
	Update the preliminary Cost Information and the Project Budget for the agreed changes to the Concept Design, Site Information and Project Information in compliance with the Change Control Procedures and the Information Exchanges and contribute to the production of the Final Project Brief.

	4.4
	Contribute to the development of the Handover Strategy and review and update Risk Assessments.

	4.5
	Contribute to the Construction Strategy and the development of the Health and Safety Strategy.

	4.6
	Contribute to the review and update of the Project Programme.

	4.7
	Comply with the Information Exchange requirements.

	5.0
	RIBA Stage 3 - Developed Design

	5.1
	Update the preliminary Cost Information and the Project Budget for the agreed changes to the Developed Design, Site Information and Project Information in compliance with the Change Control Procedures and the Information Exchanges and contribute to the production of the Final Project Brief.

	5.2
	Contribute to the development of the Project Strategies.

	5.3
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	5.4
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy.

	5.5
	Contribute to the review and update of the Design Programme and Project Programme.

	5.6
	Comply with the Information Exchange requirements.

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Update the Cost Information and the Project Budget for the agreed changes to the Technical Design, Site Information and Project Information in compliance with the Change Control Procedures and the Information Exchanges and contribute to the production of the Final Project Brief.

	6.2
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	6.3
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	6.4
	Contribute to the review and update of the Design Programme and Project Programme.

	6.5
	Comply with the Information Exchange requirements.

	6.6
	Contribute to the selection of a list of tenderers.

	6.7
	Contribute to the preparation of the Employer’s Requirements.

	6.8
	Contribute to the preparation of the tender documentation

	6.9
	Contribute to the assessment of tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of all pricing and cash-flow information in each of the Contractor's Proposals with the Employer's Requirements set out in the tender documentation, and the further review and evaluation of responses to any clarifications from the tenderers.

	6.10
	Assist in the agreement of the detailed content and the finalisation of the contract documentation.

	7.0
	RIBA Stage 5 - Construction

	7.1
	Contribute, as necessary, to the provision of information to the Contract Administrator to assist contract administration.

	7.2
	Attend regular progress meetings with the Contractor and other members of the Project  Team and provide ongoing advice on the overall cost of the project in relation to the Project Budget and recommend any corrective action that may be necessary.  Undertake valuations of the works in accordance with the provisions of the Building Contract and provide cashflow updates to the Project Lead and the Contracting Authority.

	7.3
	In consultation with the Contracting Authority and the Project Team, ensure that rigorous cost control is undertaken in accordance with Change Control Procedures and provide estimates of cost in connection therewith and negotiate the costs of approved changes with the Contractor.

	7.4
	Visit the site at such intervals as are necessary in order to be fully aware of all matters which could affect the cost of the project.

	7.5
	Produce financial statements at monthly intervals, or at such other intervals as shall be agreed with the Contracting Authority that demonstrate the current financial position of the project and a forecast of the cost at completion and submit to the Project Lead and the Contracting Authority.

	7.6
	Contribute to the review and update of the Project Programme.

	7.8
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy.

	7.9
	Monitor the compilation of the 'As Constructed' Information is provided in accordance with the Construction Programme.

	7.10
	Contribute to the implementation of the Handover Strategy

	7.11
	Comply with the Information Exchange requirements.

	7.12
	In consultation with the Contracting Authority and the Project Team, contribute to the preparation of a planned maintenance programme for the project, post handover, and contribute to recommendations for the procurement of the planned maintenance. 

	7.13
	Lead the assessment of the submission from the selected tenderer of pricing information and cash-flows, to ensure alignment with the contract documentation and the further review and evaluation of responses to any clarifications from the tenderer. 

	7.14
	Alert the Project Lead, the Contract Administrator and the Contracting Authority other members of the Project Team to the possibility of receiving claims from the Contractor.  If such claims are submitted, advise the Project Lead and the Contracting Authority.

	7a.1
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7a.2
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	Undertake tasks listed in Handover Strategy 

	8.2
	Agree the final account, or equivalent, in accordance with the Building Contract.

	8.3
	Provide a detailed statement of final cost to the Contracting Authority, Project Lead and Contract Administrator.

	8.4
	Contribute to the provision of information to the Contract Administrator to assist administration of the contract.

	8.5
	Contribute to the update of the Project Information.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.4
	Contribute to the post completion defect rectification process in accordance with GSL requirements. 

	9.5
	Contribute to the post completion monitoring process in accordance with the defects procedure.

	9.6
	Contribute to the review of Project Performance, Project Outcomes, and the outcome of any research and development aspects
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	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority

	1.2
	Attend regular meetings in order to progress Design, consult and liaise with the Lead Consultant in the preparation of the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.  Undertake the required activities and take responsibility for the activities in accordance with the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.

	1.3
	Consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.4
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Project Lead to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.5
	Participate in the operation of an Early Warning System.  

	1.6
	Co-operate at all times with the Principal Designer and provide Design Information and Risk Assessments.

	1.7
	Attend meetings with the Contracting Authority, Project Lead, Lead Consultant, other suppliers and the Contractor as necessary.

	1.8
	Attend and contribute to workshops and exercises with other suppliers to carry out value engineering, value management, environmental performance improvement initiatives and risk management.  Contribute to recommendations for Contracting Authority approval based on the results of these exercises to deliver the best overall value for money.

	1.9
	In conjunction with the other suppliers and subject to the specific duties pursuant to each respective Call Off Agreement and/or Building Contract, assist the Project Lead to make all necessary arrangements with planning, local and other statutory bodies to enable the Project to proceed to completion and handover. Assist the Project Lead to arrange for,  co-ordinate and pursue all necessary applications required in connection with relevant statutory or regulatory bodies, highway authorities and (if applicable) river and waterway authorities.

	1.10
	Assist the Project Lead with the submission of documentation to landlords and/or funding bodies and/or any third parties who have an interest in the project.

	1.11
	Participate in the Change Control Procedures and monitor Design development against the Site Information, Project Information, Project Budget, Design Programme and Project Programme.

	1.12
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	2.1
	Provide comments to the Project Lead and attend workshops to discuss the Business Case and to develop the Strategic Brief for the project.

	2.2
	Review findings from post project evaluations from relevant projects and contribute to the Strategic Definition for the Project.

	2.3
	Provide contributions to the Project Lead to establish the Project Brief, the Initial Project Budget and the Project Programme.

	3.0
	RIBA Stage 1 - Preparation & Brief

	3.1
	Consult with planning authorities, building control authorities, fire authorities, environmental health authorities and public utility authorities to assess the availability and capacity of existing mechanical and electrical services and advise the Client on any infrastructure or upgrade of such services that are deemed inadequate.

	3.2
	Contribute to the development of the Initial Project Brief.  The Initial Project Brief shall include Project Objectives, Quality Objectives, Project Outcomes, environmental performance/Sustainability Aspirations, Project Budget and Project Programme and all other parameters, risks and/or constraints.

	3.3
	Review Site Information and Project Information and provide comments and attend workshops, as required, to assist the development of the Initial Project Brief.

	3.4
	Contribute to the agreement of the procurement route and the standard form of Building Contract.

	3.5
	Contribute to the development of the Project Roles Table 

	3.6
	Provide comment to the Lead Consultant to prepare the Design Responsibility Matrix, Information Exchange for the Initial Project Brief.

	3.7
	Contribute to the preparation of design brief and applicable design drawings in line with the scope of services and pre-existing design information for the scheme.
 

	3.8
	Contribute to the preparation of the Feasibility Study for the Contracting Authority preferred option(s)

	3.9
	Review and contribute to the update of the Project Budget and Project Programme.

	3.10
	Contribute to the preparation of the Handover Strategy and Risk Assessments in preparation for the Concept Design stage 

	3.11
	Carry out a full site inspection/site survey of any existing fabric, finishings, fittings etc,

	4.0
	RIBA Stage 2 - Concept Design

	4.1
	Prepare the building services engineering Concept Design in accordance with the Initial Project Brief and Design Responsibility Matrix, Information Exchanges and the Design Programme.  Contribute to the development of Project Strategies.

	4.2
	Consult with planning authorities, building control authorities, fire authorities, environmental health authorities and public utility authorities, undertake third party consultations and any Research and Development as required.

	4.3
	Assist the Lead Consultant with preparation of the Design Programme.

	4.4
	Incorporate agreed changes to the Concept Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	4.5
	Contribute to the development of the Handover Strategy and review and update Risk Assessments.

	4.6
	Contribute to the Construction Strategy and the development of the Health and Safety Strategy

	4.7
	Contribute to the review and update of the Project Programme and the Project Budget.

	4.8
	Comply with the Information Exchange requirements.

	5.0
	RIBA Stage 3 - Developed Design

	5.1
	Consult with planning authorities, building control authorities, fire authorities, environmental health authorities and public utility authorities as required.

	5.2
	Assist with the submission of the planning application to the appropriate planning authority if required

	5.3
	Prepare the building services engineering Developed Design in accordance with the Final Project Brief, Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.  Contribute to the development of Project Strategies.

	5.4
	Undertake third party consultations as required.

	5.5
	Assist the Lead Consultant with preparation of the Design Programme.

	5.6
	Incorporate agreed changes to the Developed Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	5.7
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	5.8
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	5.9
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	5.10
	Comply with the Information Exchange requirements.

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Assist with the submission of the Building Regulations application.

	6.2
	Prepare the building services engineering Technical Design in accordance with the Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.

	6.3
	Undertake third party consultations as required.

	6.4
	Assist the Lead Consultant with preparation of the Design Programme.

	6.5
	Incorporate agreed changes to the Technical Design, Site Information and Project Information in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	6.6
	Contribute to the review and update of the Handover Strategy and Design Risk Assessments.

	6.7
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	6.8
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	6.9
	Comply with the Information Exchange requirements.

	6.10
	Liaise with specialist suppliers as necessary.

	6.11
	Contribute to the selection of a list of tenderers.

	6.12
	Contribute to the preparation of the Employer’s Requirements.

	6.13
	Contribute to the preparation of the tender documentation

	6.14
	Contribute to the assessment of tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of the design and specification in each of the Contractor's  Proposals with the Employer's Requirements set out in the tender documentation and the further review and evaluation of responses to any clarifications from the tenderers.

	6.15
	Assist in the agreement of the detailed content and the finalisation of the contract documentation.

	7.0
	RIBA Stage 5 - Construction

	7.1
	Review standards of construction to verify conformance with the contract documentation, Health and Safety strategies, Design Programme Information Exchanges and the Construction Programme and that all site queries are resolved in accordance with the foregoing.

	7.2
	Review development of the design to verify conformance with the contract documentation, Health and Safety strategies, Design Programme and Construction Programme and that all Design Queries are resolved in accordance with the foregoing.

	7.3
	Contribute, as necessary, to the provision of information to the Contract Administrator to assist contract administration.

	7.4
	Contribute to the review and update of the Project Programme and the Project Budget.

	7.5
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy.

	7.6
	Monitor the compilation of the 'As Constructed' Information is provided in accordance with the Construction Programme.

	7.7
	Contribute to the implementation of the Handover Strategy

	7.8
	Monitor and verify that agreed changes to the Design during Construction are implemented in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	7.9
	Comply with the Information Exchange requirements.

	7.10
	Liaise with specialist suppliers as necessary.

	7.11
	Review proposals for the testing, setting to operation and commissioning of all building engineering services plant and equipment etc.  Witness all testing and commissioning and check that all testing and commissioning records are present and accurate and reflect the required performance.  Identify to the Lead Consultant incomplete and/or innaccurate information and/or testing and commissioning that evidences the required performance is not being achieved.   

	7.12
	In consultation with the Contracting Authority and the Project Team, contribute to the preparation of a planned maintenance programme for the project, post-handover, and contribute to recommendations for the procurement of the planned maintenance. 

	7.13
	Prepare the 'As Constructed' Information.

	7a.1
	Make recommendations for sample-taking and the carrying out of specialist inspection tests of materials and workmanship.  Following approval of recommendations for testing, arrange for the inspections and tests to be undertaken and examine the results of such tests whether on or off site.  In liaison with the Lead Consultant take any necessary action to ensure that any deficiencies are rectified.

	7a.2
	Make recommendations for the opening of work to determine that it is generally in accordance with the contract documentation.

	7a.3
	Visit the sites of fabrication and assembly to inspect such materials or workmanship before delivery to site.

	7a.4
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7a.5
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	Confirm to the Lead Consultant if the performance criteria for all elements of the building services design have been achieved and provide the Lead Consultant with the defects list.  

	8.2
	Undertake the tasks in accordance with the Handover Strategy 

	8.3
	Contribute to the provision of information to the Contract Administrator to assist administration of the contract.

	8.4
	Contribute to the update of the Project Information.

	8.5
	Update the 'As Constructed' Information.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of 'As Constructed' information in accordance with Contracting Authority Feedback

	9.4
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.5
	Contribute to the post completion defect rectification process in accordance with the defects procedure.  Identify all outstanding defects and notify the Lead Consultant.

	9.6
	Contribute to the post completion monitoring process in accordance with defects procedure.

	9.7
	Contribute to the review of Project Performance, Project Outcomes, and the outcome of any research and development aspects





[bookmark: _Toc500774330]4. Structural Engineer
	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority.

	1.2
	Attend regular meetings in order to progress Design, consult and liaise with the  Lead Consultant in the preparation of the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.  Undertake the required activities and take responsibility for the activities in accordance with the Project Roles Table, Design Responsibility Matrix, Technology Strategy and Design Programme.

	1.3
	Consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.4
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Project Lead to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.5
	Participate in the operation of an Early Warning System.  

	1.6
	Co-operate at all times with the Principal Designer and provide Design Information and Risk Assessments.

	1.7
	Attend meetings with the Contracting Authority, Project Lead, Lead Consultant, other suppliers and the Contractor as necessary.

	1.8
	Attend and contribute to workshops and exercises with other suppliers to carry out value engineering, value management, environmental performance improvement initiatives and risk management.  Contribute to recommendations for Contracting Authority approval based on the results of these exercises to deliver the best overall value for money.

	1.9
	In conjunction with the other suppliers and subject to the specific duties pursuant to each respective Call Off Agreement and/or Building Contract, assist the Project Lead to make all necessary arrangements with planning, local and other statutory bodies to enable the Project to proceed to completion and handover. Assist the Project Lead to arrange for,  co-ordinate and pursue all necessary applications required in connection with relevant statutory or regulatory bodies, highway authorities and (if applicable) river and waterway authorities.

	1.10
	Assist the Project Lead with the submission of documentation to landlords and/or funding bodies and/or any third parties who have an interest in the project.

	1.11
	Participate in the Change Control Procedures and monitor Design development against the Site Information, Project Information, Project Budget, Design Programme and Project Programme.

	1.12
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	2.1
	Provide comments to the Project Lead and attend workshops to discuss the Business Case and to develop the Strategic Brief for the project.

	2.2
	Review findings from post project evaluations from relevant projects and contribute to the Strategic Definition for the project.

	2.3
	Provide contributions to the Project Lead to establish the Project Brief, the Initial Project Budget and the Project Programme.

	3.0
	RIBA Stage 1 - Preparation & Brief

	3.1
	Contribute to the development of the Initial Project Brief.  The Initial Project Brief shall include Project Objectives, Quality Objectives, Project Outcomes, environmental performance/Sustainability Aspirations, Project Budget and Project Programme and all other parameters, risks and/or constraints.

	3.2
	Review Site Information and Project Information and provide comments and attend workshops, as required, to assist the development of the Initial Project Brief.

	3.3
	Contribute to the agreement of the procurement route and the standard form of Building Contract.

	3.4
	Contribute to the development of the Project Roles Table.

	3.5
	Provide comment to the Lead Consultant to prepare the Design Responsibility Matrix, Information Exchange and Technology Strategy for the Initial Project Brief.

	3.6
	Contribute to the preparation of design brief and applicable design drawings in line with the scope of services and pre-existing design information for the scheme.
 

	3.7
	Contribute to the preparation of the Feasibility Study for the Contracting Authority preferred option(s)

	3.8
	Review and contribute to the update of the Project Budget and Project Programme.

	3.9
	Contribute to the preparation of the Handover Strategy and Risk Assessments in preparation for the Concept Design stage 

	3.10
	Assist in the selection one or more specialists, where appropriate and legally compliant, to provide input into option appraisals and/or the Feasibility Study in consultation with the Contracting Authority and the Project Team.

	3.11
	Carry out a full site inspection/site survey of any existing fabric, finishing’s, fittings etc, 

	4.0
	RIBA Stage 2 - Concept Design

	4.1
	Prepare the civil and structural engineering Concept Design in accordance with the Initial Project Brief and Design Responsibility Matrix, Information Exchanges and the Design Programme.  Contribute to the development of Project Strategies.

	4.2
	Undertake third party consultations and any Research and Development as required.

	4.3
	Assist the Lead Consultant with preparation of the Design Programme.

	4.4
	Incorporate agreed changes to the Concept Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	4.5
	Contribute to the development of the Handover Strategy and review and update Risk Assessments.

	4.6
	Contribute to the Construction Strategy and the development of the Health and Safety Strategy

	4.7
	Contribute to the review and update of the Project Programme and the Project Budget.

	4.8
	Comply with the Information Exchange requirements.

	5.0
	RIBA Stage 3 - Developed Design

	5.1
	Liaise with planning authorities as required.

	5.2
	Assist in the submission of the planning application to the appropriate planning authority if required.

	5.3
	Prepare the civil and structural engineering Developed Design in accordance with the Final Project Brief, Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.  Contribute to the development of Project Strategies.

	5.4
	Undertake third party consultations as required.

	5.5
	Assist the Lead Consultant with preparation of the Design Programme.

	5.6
	Incorporate agreed changes to the Developed Design, Site Information and Project Information in compliance with the Change Control Procedures, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	5.7
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	5.8
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	5.9
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	5.10
	Comply with the Information Exchange requirements.

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Assist with the submission of the Building Regulations application.

	6.2
	Prepare the civil and structural engineering Technical Design in accordance with the Project Strategies, Design Responsibility Matrix, Information Exchange and the Design Programme.

	6.3
	Undertake third party consultations as required.

	6.4
	Assist the Lead Consultant with preparation of the Design Programme.

	6.5
	Incorporate agreed changes to the Technical Design, Site Information and Project Information in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	6.6
	Contribute to the review and update of the Handover Strategy and Risk Assessments.

	6.7
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy

	6.8
	Contribute to the review and update of the Design Programme, Project Programme and the Project Budget.

	6.9
	Comply with the Information Exchange requirements.

	6.10
	Liaise with specialist suppliers as necessary.

	6.11
	Contribute to the selection of a list of tenderers.

	6.12
	Contribute to the preparation of the Employer’s Requirements.

	6.13
	Contribute to the preparation of the tender documentation

	6.14
	Contribute to the assessment of tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of the design and specification in each of the Contractor's  Proposals with the Employer's Requirements set out in the tender documentation and the further review and evaluation of responses to any clarifications from the tenderers.

	6.15
	Assist in the agreement of the detailed content and the finalisation of the contract documentation.

	7.0
	RIBA Stage 5 - Construction

	7.1
	Review standards of construction to verify conformance with the contract documentation, Health and Safety strategies, Design Programme and Construction Programme and that all site queries are resolved in accordance with the foregoing.

	7.2
	Review development of the design to verify conformance with the contract documentation, Health and Safety strategies, Design Programme, Information Exchanges and the Construction Programme and that all Design Queries are resolved in accordance with the foregoing.

	7.3
	Contribute, as necessary, to the provision of information to the Contract Administrator to assist contract administration.

	7.4
	Contribute to the review and update of the Project Programme and the Project Budget.

	7.5
	Contribute to the review and update of the Construction Strategy and the Health and Safety Strategy.

	7.6
	Monitor the compilation of the 'As Constructed' Information is provided in accordance with the Construction Programme.

	7.7
	Contribute to the implementation of the Handover Strategy

	7.8
	Monitor and verify that agreed changes to the Design during Construction are implemented in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	7.9
	Comply with the Information Exchange requirements.

	7.10
	Liaise with specialist suppliers as necessary.

	7.11
	Review proposals for the testing, setting to operation and commissioning of all civil and structural engineering work.  Witness all testing and commissioning and check that all testing and commissioning records are present and accurate and reflect the required performance.      

	7.12
	Contribute to the preparation of a planned maintenance programme for the project, post handover, and contribute to recommendations for the procurement of the planned maintenance. 

	7.13
	Prepare the 'As Constructed' Information.

	7a.1
	Make recommendations for sample-taking and the carrying out of specialist inspection tests of materials and workmanship.  Following approval of recommendations for testing, arrange for the inspections and tests to be undertaken and examine the results of such tests whether on or off site.  In liaison with the Lead Consultant take any necessary action to ensure that any deficiencies are rectified.

	7a.2
	Make recommendations for the opening of work to determine that it is generally in accordance with the contract documentation.

	7a.3
	Visit the sites of fabrication and assembly to inspect such materials or workmanship before delivery to site.

	7a.4
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7a.5
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	Provide the Lead Consultant with the defects list.  

	8.2
	Undertake the tasks in accordance with the Handover Strategy 

	8.3
	Contribute to the provision of information to the Contract Administrator to assist administration of the contract.

	8.4
	Contribute to the update of the Project Information.

	8.5
	Update the 'As Constructed' Information.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of 'As Constructed' information in accordance with Contracting Authority Feedback

	9.4
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.5
	Contribute to the post completion defect rectification process in accordance with GSL requirements.  Identify all outstanding defects and notify the Lead Consultant.

	9.6
	Contribute to the post completion monitoring process in accordance with the defects procedure.

	9.7
	Contribute to the review of Project Performance,  Project Outcomes, and the outcome of any research and development aspects
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	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority

	1.2
	Establish and maintain contract administration procedures, hierarchy of responsibility and the Communication Strategy.

	1.3
	Consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.4
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Project Lead to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.5
	Participate in the operation of an Early Warning System.

	1.6
	Co-operate at all times with the Principal Designer in respect of the provision of information and Risk Assessments.

	1.7
	Attend meetings with the Contracting Authority, Project Lead, other suppliers and the Contractor as necessary.

	1.8
	Attend and contribute to workshops and exercises with other suppliers to carry out value engineering, value management, environmental performance improvement initiatives and risk management.  Contribute to recommendations for Contracting Authority approval based on the results of these exercises to deliver the best overall value for money.

	1.9
	Participate in the Change Control Procedures and monitor Design and Cost Information development against the Project Budget, Design Programme and Project Programme.

	1.1
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	3.0
	RIBA Stage 1 - Preparation & Brief

	4.0
	RIBA Stage 2 - Concept Design

	5.0
	RIBA Stage 3 - Developed Design

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Lead the agreement of the detailed content and finalise the contract documentation (for pre-construction activities).

	7.0
	RIBA Stage 5 - Construction

	7.1
	Administer the contract in accordance with the Building Contract.

	7.2
	Manage the Change Control Procedures.

	7.3
	Visit the site as appropriate to inspect the progress of the project and the quality of materials, goods, equipment and workmanship in consultation with the Project Team to ascertain compliance with the  contract documentation, Design Programme, Construction Programme and Project Budget. 

	7.4
	Monitor and record the activities, labour levels, productivity, plant and equipment deployed and use thereof by the Contractor and its supply chain and the effect of any matters that are, or maybe, affecting the foregoing.

	7.5
	Monitor the submission and approval of designs, specifications testing and commissioning by the Contractor and its supply chain. 

	7.6
	Co-ordinate, arrange and chair meetings on site, as may be necessary, with the Project Team to establish progress of the project and compliance of the project with the contract documentation and all relevant Programmes and Budgets.

	7.7
	Provide monthly progress reports to the Contracting Authority in respect of the above and provide early warning of any decisions by the Contracting Authority which may be required in the following eight weeks.

	7.8
	Provide opinion, instructions and certifications for the proper execution of the Project in accordance with the contract documentation.

	7.9
	Check, agree and approve as appropriate the expenditure of provisional sums and the Contractor’s applications for interim payment.

	7a.1
	In collaboration with the other suppliers, assess any compensation events/ financial claims/ applications for extension of the completion date and the effects on the programme of any proposed variations, and monitor the cost and programme effects of any variations for which instructions are issued to the Contractor.

	7a.2
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7a.3
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	At Practical Completion, co-ordinate handover and see that all appropriate commissioning inspections and tests are complete 

	8.2
	Organise, attend the site and record all matters relating to handover of the project, and each and any section and part thereof, in accordance with the Handover Strategy, in accordance with the Building Contract including:-

- Arranging and co-ordinating pre-handover inspections by other suppliers and carrying out handover inspections and reporting to the parties to the building contract in writing as to defects requiring rectification before handover;
- Carrying out further handover inspections as required and certifying to the Contracting Authority in writing as soon as the project, and/or each and any section and part thereof, has reached completion and is ready for handover.

	8.3
	Advise on the resolution of defects.

	8.4
	Oversee the compilation of handover documentation in accordance with the Handover Strategy including ‘As Constructed’ Information.

	8.5
	Issue the final statement, or equivalent, on conclusion of the agreement of the final account, or equivalent, and the rectification of all defects in accordance with the 
Building Contract.

	8.6
	Conclude administration of the Building Contract.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of 'As Constructed' information in accordance with Contracting Authority Feedback

	9.4
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.5
	Contribute to the post completion defect rectification process in accordance with defects procedure.  

	9.6
	Contribute to the post completion monitoring process in accordance with defects procedure.

	9.7
	Contribute to the review of Project Performance,  Project Outcomes, and the outcome of any research and development aspects





[bookmark: _Toc500774332]6. Principal Designer

	1.0
	General Services

	1.1
	Provide the Services for all Workplan stages unless instructed otherwise by the Contracting Authority as defined in Regulation 11 and Regulation 12 of the CDM Regulations 2015.

	1.2
	In consultation with the Lead Consultant and the Contracting Authority, prepare a programme for the 'pre-construction' phase to ensure all health and safety aspects arising from the project are effectively managed.  

	1.3
	Manage the pre-construction process to ensure that all design, technical, organisational and programming aspects take into account the general principles of the prevention of health and safety risks and that this is reflected in the content of Health and Safety Information.

	1.4
	Monitor the pre-construction phase to ensure that, so far as is reasonably practicable, the project will be implemented and delivered without risks to health or safety.

	1.5
	Ensure that all suppliers cooperate with the Supplier, Contracting Authority and each other in respect of matters impacting health and safety.

	1.6
	Advise on health and safety considerations affecting or affected by procurement methods, approaches to design, construction, maintenance and operation.

	1.7
	Ensure, as far as reasonably practicable, that the Project Team and the Contracting Authority and any other suppliers comply with their statutory duties under health and safety legislation.

	1.8
	Ensure the Project Team work to reduce risks, coordinate information, and generate solutions for construction, maintenance and operation that are as risk free as possible.

	1.9
	Organise and ensure circulation of all pre-existing information (including Site Information and Project Information) for the Project to the Project Team.

	1.10
	Ensure that coherent health and safety information is handed over to the Principal Contractor.

	1.11
	Consult and liaise with other suppliers on the Project Team to ensure that the Services provided by the Supplier are fully coordinated with the services provided by those suppliers. 

	1.12
	Where there is duplication between the Services provided by the Supplier and the services of another supplier(s), the Supplier shall assist the Lead Consultant to resolve the service duplication by agreement with the supplier(s) concerned.  The Supplier shall implement the actions the Project Lead confirms in writing.

	1.13
	Participate in the operation of an Early Warning System.  

	1.14
	Attend meetings with the Contracting Authority, Lead Consultant, other suppliers and the Contractor as necessary.

	1.16
	Participate in the Change Control Procedure and monitor Design development to assess the impact on health and safety in design, construction, maintenance and operation.

	1.17
	Work closely with the Contracting Authority, other suppliers and all stakeholders to foster a partnering culture.  The culture will embody the principles of mutual trust and co-operation with an overall aim of delivering a successful project to the Project Brief, Project Budget and the Project Programme.

	2.0
	RIBA Stage 0 - Strategic Definition

	2.1
	Provide comments to the Lead Consultant and attend workshops to discuss the development of the Strategic Brief for the project.

	2.2
	Provide contributions to the Lead Consultant to establish the Project Brief, the Initial Project Budget and the Project Programme.

	3.0
	RIBA Stage 1 - Preparation & Brief

	3.1
	Liaise with the Project Team and the Contracting Authority to obtain copies of all available Site information including maps, plans, surveys, reports or other documentation relating to the project and any adjacent areas.

	3.2
	Receive the existing health and safety file and Site Information, where available, from the Contracting Authority and advise upon its adequacy for the project. Update the existing health and safety file for use in connection with the Project.

	3.3
	Lead and manage the contribution in respect of health and safety considerations to the development of the Initial Project Brief.  The Initial Project Brief shall include Project Objectives, Quality Objectives, Project Outcomes, environmental performance/Sustainability Aspirations, Project Budget and Project Programme and all other parameters, risks and/or constraints.

	3.4
	Review Site Information and Project Information and provide comments and attend workshops, as required, to develop the Initial Project Brief.

	3.5
	Provide comment for the development of the Project Roles Table and Contractual Tree.

	3.6
	Provide comment to the Lead Consultant to prepare the Design Responsibility Matrix, Information Exchange and Technology Strategy.

	3.7
	Lead and manage the health and safety implications contribution to the preparation of the design brief and applicable design information for the scope of works. 

	3.8
	Review and contribute to the update the Project Programme.  Lead and manage the update of the health and safety information.

	3.9
	Contribute to the preparation of the Handover Strategy and undertake the review of Risk Assessments in preparation for the Concept Design stage.

	3.10
	Prepare a health and safety file for the project.

	4.0
	RIBA Stage 2 - Concept Design

	4.1
	Ensure that all persons working in relation to the pre-construction phase cooperate with the Contracting Authority, the Supplier and each other.

	4.2
	Incorporate the agreed changes to the Concept Design, Site Information and Project Information into the update of the health and safety information in accordance with the Change Control Procedure and the Design Responsibility Matrix, Information Exchanges and the Design Programme.  Contribute to the development of Project Strategies.

	4.3
	Contribute to the development of the Maintenance and Operational Strategy.

	4.4
	Contribute to the development of the Handover Strategy and review and comment on Risk Assessments.

	4.5
	Contribute to the Construction Strategy and lead and manage the update and development of the Health and Safety Strategy

	4.7
	Contribute to the review and update of the Design Programme and Project Programme.

	4.8
	Comply with the Information Exchange requirements.

	4.9
	Ensure all designers comply with their duties in Regulation 9 of the CDM Regulations 2015..

	5.0
	RIBA Stage 3 - Developed Design

	5.1
	Ensure that all design, technical, organisational and programming aspects take into account the general principles of prevention of health and safety risks and, where relevant, the content of any construction phase plan shall adopt these general principles.

	5.2
	Incorporate the agreed changes to the Developed Design, Site Information and Project Information into the update of the health and safety information in accordance with the Change Control Procedure, the Design Responsibility Matrix, Information Exchanges and the Design Programme.  Contribute to the development of Project Strategies.

	5.3
	Contribute to the review and update of the Maintenance and Operational Strategy.

	5.4
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	5.5
	Contribute to the review and update of the Construction Strategy and lead the review and update of the Health and Safety Strategy

	5.7
	Contribute to the review and update of the Design Programme and Project Programme.

	5.8
	Comply with the Information Exchange requirements.

	5.9
	Ensure all designers comply with their duties in Regulation 9 of the CDM Regulations 2015.

	6.0
	RIBA Stage 4 - Technical Design

	6.1
	Ensure that all design, technical, organisational and programming aspects take into account the general principles of prevention of health and safety risks and, where relevant, the content of any construction phase plan shall adopt these general principles.

	6.2
	Incorporate the agreed changes to the Technical Design, Site Information and Project Information into the update of the health and safety information in accordance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	6.3
	Contribute to the review and update of the Maintenance and Operational Strategy.

	6.4
	Contribute to the review and update of the Handover Strategy and review and update Risk Assessments.

	6.5
	Contribute to the review and update of the Construction Strategy and lead the review and update of the Health and Safety Strategy

	6.7
	Contribute to the review and update of the Design Programme and Project Programme.

	6.8
	Comply with the Information Exchange requirements.

	6.9
	Ensure all designers comply with their duties in Regulation 9 of the CDM Regulations 2015..

	6.10
	Contribute to the selection of a list of tenderers.

	6.11
	Contribute to the preparation of the Employer’s Requirements.

	6.12
	Contribute to the preparation of the tender documentation

	6.13
	Contribute to the assessment of tenders and the preparation of the tender report.  The assessment should include the review and evaluation of the alignment of the health and safety proposals in each of the Contractor's Proposals with the Employer's Requirements set out in the tender documentation and the further review and evaluation of responses to any clarifications from the tenderers.

	6.14
	Assist in the agreement of the detailed content and finalisation of the contract documentation.

	7.0
	RIBA Stage 5 – Construction

	7.1
	Liaise with and share with the Principal Contractor information relevant to the planning, management and monitoring of the construction phase and the coordination of health and safety matters during the construction phase.

	7.2
	Assist the Principal Contractor to prepare the construction phase plan by providing the Principal Contractor with all information the Principal Designer holds that is relevant to the construction phase plan including—
(a) pre-construction information obtained from the Contracting Authority;
(b) any information obtained from designers under regulation 9(3)(b).

	7.3
	Contribute, as necessary, to the provision of information to the Contract Administrator to assist contract administration.

	7.4
	Contribute to the review and update of the Project Programme and the Project Budget.

	7.6
	Contribute to the review and update of the Construction Strategy and lead the review and update of the Health and Safety Strategy

	7.7
	Monitor the compilation of the 'As Constructed' Information is provided in accordance with the Construction Programme.

	7.8
	Contribute to the implementation of the Handover Strategy

	7.9
	Monitor and verify that agreed changes to the Design during Construction are implemented in compliance with the Change Control Procedure, Design Responsibility Matrix, Information Exchanges and the Design Programme.

	7.10
	Comply with the Information Exchange requirements.

	7.11
	Contribute to the preparation of a planned maintenance programme for the project, post handover, and contribute to recommendations for the procurement of the planned maintenance. 

	7.12
	Lead the assessment of the health and safety impact of submissions from the selected tenderer of designs and specifications, and the further review and evaluation of responses to any clarifications from the tenderer.  

	7.13
	Contribute to the preparation of the 'As Constructed' Information.

	7a.1
	 Assist the Contract Administrator with all activities in connection with the adjudication of disputes between the Contracting Authority and the Contractor.

	7a.2
	In co-operation with the other members of the Project Team concerned, evaluate claims and make recommendations.

	8.0
	RIBA Stage 6 - Handover & Close-Out

	8.1
	Assist the Principal Contractor in finalising the construction phase plan by providing to the Principal Contractor all information the Principal Designer holds that is relevant to the construction phase plan including—
(a) pre-construction information obtained from the Contracting Authority;
(b) any information obtained under regulation 9(3)(b).

	8.2
	Undertake the tasks in accordance with the Handover Strategy.

	8.3
	Contribute to the provision of information to the Contract Administrator to assist administration of the contract.

	8.4
	Contribute to the update of the Project Information.

	8.5
	Contribute to the update of the 'As Constructed' Information.

	9.0
	RIBA Stage 7 - In-Use

	9.1
	Undertake the tasks listed in the Handover Strategy.

	9.2
	Contribute to the Post Occupancy Evaluation

	9.3
	Contribute to the update of 'As Constructed' information in accordance with Contracting Authority Feedback

	9.4
	Contribute to the update of Project Information in response to ongoing Contracting Authority Feedback

	9.5
	Contribute to the post completion defect rectification process in accordance with Council’s defects procedure.

	9.6
	Contribute to the post completion monitoring process in accordance with the Council’s defects procedure.

	
	

	
	Note: The services set out above are designed to comply with the Principal Designer duties as set out in the Construction (Design & Management) Regulations 2015 and do not cover the same range or scope of activities described under the obsolete role of CDM Coordinator.
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