
REQUEST FOR QUOTES (RFQ) TEMPLATE INSTRUCTIONS
DELETE THIS PAGE BEFORE RELEASE
[Instructions and guidence] [Content to be inserted by the Procurement Officer] [Responses to be inserted by the Respondent]
This template is intended to be used for:
· secondary selection processes for supplier panels
Content in the RFQ must be consistent with the relevant approved Procurement Plan.

Before publication:

1. delete all unused optional content
2. ensure all [green] and [yellow] highlighting has been removed
3. delete the Instructions page (this page)
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	[Either]The Ministry of Education
[Or]The Board of Trustees for [Name of School]
(the Buyer)

	Request for Quotes (RFQ)
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Project Management Major Services for [Name of School]  (the School) 
SECTION 1: Key information
1.1 Address for submitting your Quote 

a. Quotes must be submitted by email to the following address: 

[email address]
1.2 Our timeline
a. Here is our timeline for this RFQ. 

RFQ issued:

[Date]
Deadline for questions:

[Time][Date]
Deadline for Quotes:

[Time][Date] 

[you should allow respondents a minimum of 10 business days to quote however this date may need to be extended due to the complexity of the project or market conditions may require a longer quotation period] 
Evaluations completed:

Anticipated Contract start date:

[Date]
All dates and times are dates and times in New Zealand.

1.3 How to contact us 

a. The Point of Contact for this RFQ is:

Name: [Name]
Email address: [email address]
All enquiries must be directed to the Point of Contact. All communications in relation to this RFQ will be managed by the Point of Contact.
1.4 Our RFQ Process, Terms and Conditions

a. Offer Validity Period: In submitting a Quote the Respondent agrees that their Quote will remain open for acceptance by the Buyer for [number] calendar months from the Deadline for Quotes. 

b. The RFQ is subject to the RFQ Process, Terms and Conditions (shortened to RFQ-Terms) which can be found at: RFQ Process Terms and Conditions.
i. Delete paragraph 6.3b.

ii. In paragraph 6.8, replace the term “shortlist” with “select(ion) as preferred”.

iii. Replace Paragraphs 6.8b and 6.8c. with, “In deciding which Respondent(s) to exclude from further evaluation or select as preferred, the Buyer will take into account the results of the evaluation and may take into account the degree to which the Respondent accepts the Proposed Contract and the outcome of due diligence undertaken”.
iv. In paragraph 6.12, add the following sub-paragraph (6.12e), “If an issue or complaint remains unresolved following best endeavours at resolution with the Buyer’s Point of Contact, the issue or complaint may be escalated by emailing the Ministry’s Education Infrastructure Service Procurement Team: EIS.Procurement@education.govt.nz (email title: Issue with [Procurement Title] RFQ)”.

v. Replace the first sentence of paragraph 6.13a. with, “All enquiries regarding the RFQ must be directed to the Buyer’s Point of Contact through the email address provided (except as described in paragraph 6.12e.)”.

vi. Delete paragraph 6.23c.

vii. Replace definition of Respondent with: “A person, organisation, business or other entity that submits a Quote in response to the RFQ. The term ‘Respondent’ includes its officers, employees, contractors, consultants, agents, representatives and, in the case of a joint venture, consortium or similar arrangement, the parties to that arrangement”. 

viii. Add definition “’The Ministry’: the Ministry of Education”.

ix. Add definition “’Named Personnel’: The Respondent’s individual personnel that the Buyer has a Requirement to name in the Contract and who will undertake specific roles for the duration of the Contract (or other timeframe as set by the Buyer)”.
x. Add definition “’Approved ICT Installation Contractors’: An ICT installation contractor that has been approved by the Ministry to work in schools, and is included in the Approved ICT Installation Contractors list published at: ICT Contractors Policy and Procedures”.
SECTION 2: Our requirements
2.1 Background

a. This RFQ is a secondary procurement process in relation to the Ministry’s Project Management Major Services Panel. 
 <<Insert any additional information which may support the background for the required services eg details regarding the school such as a link to the school  website or other information that Respondents can access. You may also wish to include additional documents or information as appendices.>>   
2.2 Requirements
a. We are seeking a supplier to deliver [Select one of the following options]
Project management services for a single project [provide details of the project and any supporting information]
Project management services for a number of projects [provide details of the projects and any supporting information]
Project management services for our school projects over a defined period of time [provide details of the projects and time frame for services] 
Regardless of the option chosen you should provide as much background and supporting information regarding the project(s) as possible. You should provide the current status of the project(s), key milestones, key risks and issues etc.  You should also provide the following information where necessary – Master Planning information,  Asset Management Plan, School Hazard Register, School 10 Year Property Plan (10YPP), 5 Year Agreement (5YA) etc. 
b. A copy of the Project Management Major Services specification can be found in Appendix 1.
c. The Respondent will be required to comply with the requirements and recommendations of the Health and Safety in Work Act 2015 and any subsequent amendments. The Respondents’s personnel will be responsible for health and safety compliance on site. While work is in progress, the Buyer and/or an outside agency may randomly audit health and safety procedures. Asbestos discovery is to be notified to the Buyer immediately and relevant Worksafe protocols must be followed. Any accident, incident or near miss must be notified to the Buyer immediately.

d. [To be included if the engagement is likely involve unsupervised access to students at the School during normal school hours for that school] [Respondent’s personnel (including those of all sub-contractors) accessing the School during normal school hours [time am – time pm] [normal school hours for that school]will be required to be police vetted (a review by the school Board of Trustees of a person’s criminal conviction information held by the New Zealand Police Licensing and Vetting Service Centre). An adverse police vetting may result in the vetted person being refused access to the School.]
e. The Respondent will be required to maintain the following insurance:

· Public Liability insurance of no less than $2,000,000 per occurrence.
· Professional Indemnity insurance of no less than 5 times the fee which must be maintained for a minimum of 6 years after completion of the services.
2.3 Contract term

a. It is anticipated that the Contract will commence [Date].  
2.4 Documents

a. Documents attached to this RFQ and which form part of this RFQ are:
· Response Form (Word document in Section 6)
· Project Management Major Services Specification (Appendix 1)
· [List any other supporting documents]

SECTION 3: Pricing information
3.1 Pricing information to be provided by Respondents
a. In submitting the Price the Respondent must meet the following:
· Pricing must be provided and include a breakdown of all costs, fees, expenses and charges associated with the full delivery of the Requirements over the whole of the life of the Contract. It must also clearly state the total Contract Price in NZ$ exclusive of GST.
· Where the Price, or part of the Price, is based on fee rates, all rates must be specified, either hourly or daily or both as required.

· In preparing their Quote, Respondents are to consider all risks, contingencies and other circumstances relating to the delivery of the Requirements and include adequate provision in the Quote and Pricing information to manage such risks and contingencies.

· Respondents are to document in their Quote all assumptions and qualifications made about the delivery of the Requirements, including in the financial Pricing information. Any assumption that the Buyer or a third party will incur cost related to the delivery of the Requirements must be stated, and the cost estimated, if possible.

· Unless otherwise agreed, the Buyer will arrange contractual payments in NZ$.
· Hourly rates and fixed % fees quoted must not exceed those agreed as part of the Project Management Major Services Panel Agreement.
b. The Buyer seeks to obtain the best value-for-money over whole-of-life. This means achieving the optimal outcome for the appropriate Price.

c. If a Respondent offers a Price that is substantially lower than other Quotes (an abnormally low bid), the Buyer may seek to verify with the Respondent that the Respondent is capable of fully delivering all of the Requirements and meeting all of the conditions of the Proposed Contract for the Price quoted. 
3.2 Payment schedule
	Item
	Description
	Payment Terms

	1
	Percentage Fee (%)
(based on project(s) budget for construction ($))
	The percentage shall include all expenses relating to required inputs, activities and outputs for the Project(s) and the confirmed services as set out in the Standard Specification for Project Management. 
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice.

	3
	Additional Services

Hourly Rate ($)
	The hourly rate(s) tendered shall include all expenses relating to required inputs, activities and outputs as agreed with the Buyer.
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice

	4
	Additional Services

Fixed price
	The fixed price for additional services as agreed with the Buyer shall include all expenses relating to required inputs, activities and outputs as agreed with the BuyerClient.
Payment for the services the will be made monthly on the basis of agreed work completed, and on acceptance of a GST invoice


SECTION 4: Our proposed contract 
4.1  Proposed contract 
The proposed contract consists of:

· Form of Agreement which can be downloaded here 

· The Conditions of engagement are the ACENZ Conditions of Contract for Consultancy Services (CCCS) Third Addition dated November 2010 which can be downloaded here with the Ministry Variations (or Specials) which can be downloaded here. 
SECTION 5: Our evaluation approach

5.1 Evaluation model

Proposals will be evaluated and scored against the criteria listed below using a weighted attribute evaluation method. 

5.2 Evaluation criteria

Value for money will be ascertained through evaluation of the following criteria:

[Evaluation criteria must not be amended. Approval of EIS Procurement is required to amend weightings.]
	Criterion
	Weighting

	Methodology and approach 
	25

	Proposed team / Resource availability
	35

	Price  
	40

	
	100%


SECTION 6: Response form 
Project Management Major Services for either the Ministry of Education or [Name of School] [delete as appropriate]
Respondents should complete the sections below and return by the deadline for responses to the point of contact as detailed in Section 1. 
	1. Respondent’s Details

	Respondent name:
	[Respondent’s trading name]

	Full legal name (if different)
	[Legal name]

	Physical address
	[Main or head office]

	Postal address
	[eg PO Box address]

	Registration number
	[Company registration number if applicable]

	GST registration number
	[NZ GST number OR Overseas based]


	2. Respondent’s Contact Person

	Contact person
	[Full name of the person authorised to represent the Respondent]

	Title/position
	[Title/position of the person authorised to represent the Respondent]

	Telephone number
	[Area code - number]

	Mobile number
	[Prefix - number]

	Email address
	[Email address]


	3. Methodology and approach 

	3.1 Please provide details of your methodology and approach to delivering our requirements. Your response must include an outline of any key risks and issues you consider need to be addressed, and how you propose to manage these with relevant stakeholders to successfully deliver our requirements.    

	[Response – 2 A4 pages max]

	3.2 Please provide an outline programme for the design, procurement and construction phases that aligns with indicative timeframes provided in our requirements. The programme should clearly mark all key milestones. The programme must be realistic and achievable and state any key assumptions made.  

	[Response – Programme one A3 page, assumptions sheet one A4 page]

	3.3 For the outline programme provided above, please provide details of your proposed resourcing in the form of a resource schedule. This should clearly identify each member of your team and your assessment of inputs in terms of FTE during each phase of the programme provided at 3.2

	[Response – 1 A3 page max]


	4. Proposed team and resource availability  

	4.1 Please submit CVs of the staff that you propose for delivering our requirements.  CVs should be no more than one A4 page and should include details of the resource description , professional memberships and qualifications held by staff and their relevant experience during the last 3 years. 

	[Response – 1 A4 page max for each staff member]

	4.2 ith reference to your resourcing schedule provided at 3.3, please provide details of your staff’s current or future utilisation rates based on forward workload and how you propose to manage any potential pinch points to ensure successful deliver our requirements.   

	[Response – 2 A4 pages max]


	5. The Contract

	5.1 Confirm your full acceptance of the Proposed Contract. If unable to confirm, detail all proposed amendments that you wish to make in relation to your proposed Price including the impact on delivery of the Requirements.

	[Confirmed / Not confirmed: detail proposed amendment including:

· reference to the Contract clause at issue

· a full describe of the proposed amendment
· the reason for proposing the amendment.]


	6. Total Price

	6.1 Provide the total Price for the full delivery of all Requirements.  A breakdown of your costs and assumptions should be completed in question 6.1. 

	[Answer]


	7. Price breakdown

	7.1 The detail to support the total Price proposed should be completed in order to show a breakdown of all costs, rates, fees, expenses and associated charges.
Where a Respondent has an alternative method of pricing (ie a pricing approach that is different to the pricing schedule shown below) this may be submitted as an alternative pricing model. However, the Respondent must also submit a pricing model that conforms to the template below.
Note the hourly rates and fixed % fees quoted must not exceed those agreed as part of the Project Management Major Services Panel Agreement.

	Projects are charged on a fixed Percentage fee basis. (if your proposal is for multiple projects add additional rows)

	Item
	Project 
	% fixed fee
	
	Sub Total ($)

	2
	
	%
 
	
	

	Additional Services – Fixed Price ($)

	Item
	Named Personnel
	Resource Description
	Hourly Rate
	Qty of Hours
	Amount ($)
	Sub Total ($)

	4
	
	Advisor
	$
	 
	$
	

	
	
	Intermediate Project Manager
	$
	 
	$
	

	
	
	Senior Project Manager 
	$
	 
	$
	

	
	
	Project Director
	$
	
	
	

	Additional Services – Hourly Rates ($)

	Item
	Named Personnel
	Resource Description
	Hourly Rate
	Qty of Hours
	Amount ($)
	Sub Total ($)

	5
	
	Advisor
	$
	 
	$
	$

 

	
	
	Intermediate Project Manager
	$
	 
	$
	

	
	
	Senior Project Manager 
	$
	 
	$
	

	
	
	Project Director
	$
	
	
	

	Disbursements

	6
	Disbursements - please confirm what, how and when these will be charged
	 

 

 

 
	$

 

	Total
	$


	8. General Assumptions

	8.1 State any assumption you have made in preparing your Quote. Where an assumption may influence the Price, state how the assumption will impact of on the Price.

	[Answer]


	9. Insurance

	9.1 Confirm that for this engagement you will maintain Public Liability insurance of no less than $2,000,000 per occurrence If unable to confirm, provide an explanation. 

	[Confirmed / Not Confirmed: [Explanation]]

	9.2 Confirm that you maintain Professional Indemnity insurance of no less than 5 times the fee with a maximum of $2,000,000 per occurrence. If unable to confirm, provide an explanation. 

	[Confirmed / Not Confirmed: [Explanation]]


	10. Police Vetting [To be included if the engagement is likely to involve unsupervised access to students at the School during normal school hours for that school]

	10.1 Confirm that your personnel (including those of all sub-contractors) that it is proposed will access the School during normal school hours [time am – time pm][normal school hours for that school] agree to being police vetted (a review by the school Board of Trustees of a person’s criminal conviction information held by the New Zealand Police Licensing and Vetting Service Centre). If unable to confirm, provide an explanation. 

	[Confirmed / Not Confirmed: [Explanation]]


	11. Conflicts of Interest

	11.1 Confirm that you are not aware of any circumstance that may represent an actual, potential or perceived Conflict of Interest between your interests and your duties and responsibilities in delivering to the Requirements. If unable to confirm, provide an explanation. 

	[Confirmed / Not Confirmed: [Explanation]]

	11.2 Confirm that you are not aware of any of the Buyer’s personnel having any interest in, or association with you that may give rise to any perceived, potential or actual Conflicts of Interest. If unable to confirm, provide an explanation.

	[Confirmed / Not Confirmed: [Explanation]]


	12. Respondent’s Declaration

	Subject
	Declaration
	Declaration

	Conflict of Interest declaration
	All Conflicts of Interest that the Respondent is aware of have been reported in the Conflict of Interest Section of the Response Form. Where a Conflict of Interest arises during the RFQ process the Respondent will report it immediately to the Buyer’s Point of Contact.
	[Agree/Disagree]

	DECLARATION

I declare that in submitting the Quote and this declaration:

a. the information provided is true, accurate and complete and not misleading in any material respect

b. the Quote does not contain Intellectual Property that will breach a third party’s rights

c. I have secured all appropriate authorisations to submit this Quote, to make the statements and to provide the information in the Quote and I am not aware of any impediments to entering into a Contract to deliver the Requirements

d. I understand that the falsification of information, supplying misleading information or the suppression of material information in this declaration and the Quote may result in the Quote being eliminated from further participation in the RFQ process and may be grounds for termination of any Contract awarded as a result of the RFQ.

By signing this declaration the signatory below confirms that he/she has been authorised by the Respondent to make this declaration on its behalf.

	Signature:
	[Signature of the person authorised to represent the Respondent]
	

	Full name:
	[Full name of the person authorised to represent the Respondent]
	

	Title/position:
	[Title/position of the person authorised to represent the Respondent]
	

	Respondent name: 
	[Respondent’s trading name]
	

	Date:
	[Date]
	

	
	


	13. Respondent Checklist
	(

	13.1 All sections of the Response Form have been completed.
	

	13.2 The Respondent’s Declaration has been completed and signed by the person authorised to represent the Respondent
	


Appendix 1
The specification and supporting documents for the services are embedded in the document below.
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PSF2 – Stakeholder Management Plan





<<Examples of stakeholders below to be completed by the Consultant>>



DATE: insert



		Stakeholder Management Plan 



		Stakeholder 

		Goals, motivations, and Interests 

		Influence 

		Interest 

		Action 

		Management Strategies 



		Ministry of Education 

		

		High / Med / Low

(Med/high / Med/low)

		High / Med / Low

		Key Stakeholder / Consultation / Inform

		Monthly reporting / Briefing Sessions / Involved in consultation process



		School Board of Trustees 

		

		

		

		

		



		School Principal 

		

		

		

		

		



		School teachers 

		

		

		

		

		



		Local residents and the community 

		

		

		

		

		



		Council regulators i.e. planners, inspectors 

		

		

		

		

		



		Contractors 

		

		

		

		

		



		Other

		

		

		

		

		







PSF2 Stakeholder Management Plan 
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Risk Register

		Group						Education Infrastructure Service



		Programme

		Project/School																				Key:

		Prepared by																						Select from drop down list

		Date																						Automatically populated





		ID		Date Raised		Threat / Opportunity		Category		Risk Description		Consequence		Risk Owner		Risk Status		Proximity		Existing Controls		Current Risk Ratings						Previous risk level				Treatment Type		Recommended Treatment Actions		Treatment Owner		Status		Action Date						Residual Risk Ratings								Review Comments

																						Likelihood		Conseq.		Level														Start		Finish		Budget Implications		Likelihood		Conseq.		Level

		0001																																																

		0002																																																

		0003																																																

		0004																																																

		0005																																																

		0006																																																

		0007																																																

		0008																																																

		0009																																																

		0010																																																

		0011																																																

		0012																																																

						0		Threats						Draft		0								Opportunities																								Opportunities						Impacted

						0		Opportunities						Active		0								Extreme Opp		0																						Extreme Opp		0				Realised

						0		Total						Closed		0								High Opp		0																						High Opp		0				Expired

														Total		0								Moderate Opp		0																						Moderate Opp		0				Mitigated

																								Low Opp		0																						Low Opp		0				Total

																								Very Low Opp		0																						Very Low Opp		0

																								Threats																								Threats

																								Extreme		0																						Extreme		0

																								High		0																						High		0

																								Moderate		0																						Moderate		0

																								Low		0																						Low		0

																								Very Low		0																						Very Low		0

																								Total		0																						Total		0




		


&8Page &P




Issues Register



		Group



		Programme

		Project/School				

		Prepared by																								Key:

		Date																										Select from drop down list

																												Automatically populated



		ID		Date Raised		Situation & Complication		Impact		Impact
Area		Link to programme benefits		IssueOwner		Issue Status		Priority		Severity		Impact				Resolution Type		Resolution		Actionee		Status		Action Date				Implications

																																		Start		Finish		Resource		Budget

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

																						

										0						0		Draft

										0						0		Active

										0						0		Closed

										0						0		Total
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Master Matrix

				Programme:				0

				Project:				





						Risk Matrix, controls criteria combinations - values returned on dropdown selection



										Consequence

																Opportunity		Threat

										Substantial Opp		Major Opp		Medium Opp		Minor Opp		Minor		Medium		Major		Substantial																				ERROR:#NAME?

										-4		-3		-2		-1		1		2		3		4

				Likelihood		Almost Certain		5		Extreme Opp		Extreme Opp		High Opp		Moderate Opp		Moderate		High		Extreme		Extreme		5

						Likely		4		Extreme Opp		High Opp		High Opp		Low Opp		Low		High		High		Extreme		4

						Possible		3		High Opp		High Opp		Moderate Opp		Low Opp		Low		Moderate		High		High		3

						Unlikely		2		High Opp		Moderate Opp		Low Opp		Very Low Opp		Very Low		Low		Moderate		High		2

						Rare		1		Moderate Opp		Moderate Opp		Low Opp		Very Low Opp		Very Low		Low		Moderate		Moderate		1

								Opportunity																		Threat



						Opportunity		Threat

						Extreme Opp		Extreme

						High Opp		High

						Moderate Opp		Moderate

						Low Opp		Low

						Very Low Opp		Very Low







						Issue Matrix

										Priority								Impact		Decision making delegation

										Low		Medium		High

						Severity		Minor		Very Low		Low		Moderate				Very Low		Case Manager

								Medium		Low		Moderate		High				Low		Case Manager

								Major		Moderate		High		Extreme				Moderate		Case Manager or Lead Case Manager

																		High		Lead Case Manager

																		Extreme		Programme Manager/Director

																		Note: Refer to the Change Management strategy for further details.









DATA - DO NOT CHANGE

		Risk Type		Risk Categories		Status		Proximity		Likelihood		Conseq						Treatment Type		Treatment Status		Outcome

		Threat		Strategic		Draft		Group		Almost Certain		Substantial						Treat		Proposed		Impacted

		Opportunity		Economic		Active		All		Likely		Major						Tolerate		Active		Realised

				Financial		Closed		Asset Planning		Possible		Medium						Transfer		Completed - Successfully		Expired

				Organisational				Asset Management		Unlikely		Minor						Enhance		Completed - Unsuccessfully		Mitigated

				Management				Operate, Maintain, Monitor		Rare		Minor Opp						Monitor

				Stakeholders				Asset Disposal				Medium Opp						Avoid

				Relationships				Programme Planning				Major Opp						Escalate

				Technical				Programme Delivery				Substantial Opp

				Infrastructure				Realise Benefits

				Programme				Programme Close

				Project

																Risk Impact Table

				Issue Categories		Severity		Priority								Likelihood		Conseq				Impact		Impact Score

				Cost		Minor		Low								Almost Certain		Substantial		Almost CertainSubstantial		Extreme		20

				Timeline		Medium		Medium								Likely		Substantial		LikelySubstantial		Extreme		16

				Quality		Major		High								Almost Certain		Major		Almost CertainMajor		Extreme		15

				Scope												Likely		Major		LikelyMajor		High		12

				Benefit realisation 		Issue Impact Table										Possible		Substantial		PossibleSubstantial		High		12

				Project objective		SeverityPriority		Impact								Almost Certain		Medium		Almost CertainMedium		High		10

				Specification		LowMinor		Very Low								Possible		Major		PossibleMajor		High		9

						MediumMinor		Low								Likely		Medium		LikelyMedium		High		8

						HighMinor		Moderate								Unlikely		Substantial		UnlikelySubstantial		High		8

						LowMedium		Low								Possible		Medium		PossibleMedium		Moderate		6

						MediumMedium		Moderate								Unlikely		Major		UnlikelyMajor		Moderate		6

						HighMedium		High								Almost Certain		Minor		Almost CertainMinor		Moderate		5

						LowMajor		Moderate								Likely		Minor		LikelyMinor		Low		4

						MediumMajor		High								Unlikely		Medium		UnlikelyMedium		Low		4

						HighMajor		Extreme								Rare		Substantial		RareSubstantial		Moderate		4

																Possible		Minor		PossibleMinor		Low		3

																Rare		Major		RareMajor		Moderate		3

																Unlikely		Minor		UnlikelyMinor		Very Low		2

																Rare		Medium		RareMedium		Low		2

																Rare		Minor		RareMinor		Very Low		1

																Rare		Minor Opp		RareMinor Opp		Very Low Opp		-1

																Unlikely		Minor Opp		UnlikelyMinor Opp		Very Low Opp		-2

																Rare		Medium Opp		RareMedium Opp		Low Opp		-2

																Possible		Minor Opp		PossibleMinor Opp		Low Opp		-3

																Rare		Major Opp		RareMajor Opp		Moderate Opp		-3

																Likely		Minor Opp		LikelyMinor Opp		Low Opp		-4

																Unlikely		Medium Opp		UnlikelyMedium Opp		Low Opp		-4

																Rare		Substantial Opp		RareSubstantial Opp		Moderate Opp		-4

																Almost Certain		Minor Opp		Almost CertainMinor Opp		Moderate Opp		-5

																Possible		Medium Opp		PossibleMedium Opp		Moderate Opp		-6

																Unlikely		Major Opp		UnlikelyMajor Opp		Moderate Opp		-6

																Likely		Medium Opp		LikelyMedium Opp		High Opp		-8

																Unlikely		Substantial Opp		UnlikelySubstantial Opp		High Opp		-8

																Possible		Major Opp		PossibleMajor Opp		High Opp		-9

																Almost Certain		Medium Opp		Almost CertainMedium Opp		High Opp		-10

																Likely		Major Opp		LikelyMajor Opp		High Opp		-12

																Possible		Substantial Opp		PossibleSubstantial Opp		High Opp		-12

																Almost Certain		Major Opp		Almost CertainMajor Opp		Extreme Opp		-15

																Likely		Substantial Opp		LikelySubstantial Opp		Extreme Opp		-16

																Almost Certain		Substantial Opp		Almost CertainSubstantial Opp		Extreme Opp		-20






[bookmark: _Toc209417811][bookmark: _Toc190852188]Consultant’s Monthly Report 
[insert Date]

<<Prepared and maintained by MOE/School project managers who are managing contracts, including that of coordinating “Other Consultants” and/or “Contractors” reporting requirements that are engaged by the PM on behalf of the Client.>>
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PSF2 Consultant’s Monthly Report

PSF6 Consultant’s Monthly Report

<<For each of the sections, sub headings are provided to assist Project Managers in choosing what is appropriate depending on the complexity of their project.  For those headings that are not relevant to your project ensure that they are not deleted but rather state “not applicable, as discussed with Client/Project Sponsor” underneath the heading. Add extra headings and sub headings if required.  DELETE guidance notes as and when you progress through the stage sign offs.>>

[bookmark: _Toc399236211]Critical / Key issues

<<Outline the critical / key issues affecting the Project and the impact / receommendations required to manage these.>>

 [Insert paragraphs/bullets]

Long Doc Bullet Indent 1

		Critical / key issue

		Impact

		Recommendation



		

		

		



		

		

		



		

		

		





[bookmark: _Toc399236212]Monthly Progress

<<Prepare a brief written summary detailing the past month’s progress, highlighting the key milestones.  Also include a brief summary detailing proposed progress for the following month.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236213]Past month’s progress

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236214]Key milestones

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236215]Proposed progress for following month

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236216]Critical path activity

<<Detail progress on each of the critical path activity relevant to the project>>

[bookmark: _Toc399236217]Activity One

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236218]Activity Two

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236219]Contract status vs Project programme

<<Insert a summary on the current status of the contract, and comparison with the programme.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236220]Contractors Progress

<<Update on Contractor’s progress against the project programme.  Ensure that progress is reviewed at the regular site meetings.  Where delays are signalled, note recovery actions as appropriate>>.

[bookmark: _Toc399236221]Progress against project programme

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236222]Recovery actions 

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236223]Corrective action plans

<<Detail any corrective action plans in place and updates if any – part of quality management.>>

[bookmark: _Toc399236224]Correction action plan # One

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236225]Correction action plan # Two

 [Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236226]Key Variations

<<Detail any application(s) for key variations, e.g. where the costs or changes in scope are above $1,000.00 or as agreed with the Client/ Project Sponsor.>>

[bookmark: _Toc399236227]Variation # One

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236228]Project Control Group (PCG) meetings

<<Give a brief update on previous PCG meetings held and and outstanding actions.>>

[bookmark: _Toc399236229]Meeting dated dd/month/yyyy

<<Ensure to attach any minutes recorded.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236230]PCG outstanding actions

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236231]Financial Progress

<<Give an update on financial progress information on all stages.  This should include approved allocation, current invoice, expenditure to date, and forecast total / cost to complete.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236232]Stage XXXX

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

		Criteria

		Values ($,000)



		Approved Allocation

		



		Current invoice

		



		Expenditure date

		



		Forecast total / Cost to complete

		



		Budget Surplus Defecit 

		





[bookmark: _Toc399236233]Stage XXXX

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

		Criteria

		Values ($,000)



		Approved Allocation

		



		Current invoice

		



		Expenditure date

		



		Forecast total / Cost to complete

		



		Budget Surplus Deficit 

		





[bookmark: _Toc399236234]Cashflow

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236235]Project Plan Update

<<Confirm what has been updated in the Project Plan and ensure to dovetail the Project Plan.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236236]Stakeholder / Communications issues

<<Confirm and detail any issues or potential impacts, or where communications are required.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236237]Consents

<<Confirm and detail any updates on consenting progress, exipries or queries or hold ups.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236238]Risk Register

Currently the “top three risks” are:

1. [insert]

2. [insert]

3. [insert]

<<Confirm and detail any changes to the Risk Register and ensure to attach the Risk.>>

[Insert paragraphs/bullets]

		Risk Register ID# 

		Reason for Change / Reason for Addition



		

		



		

		



		

		





[bookmark: _Toc399236239]Accident / Near miss report

<<Confirm and detail any accidents that have occurred on site or near misses.  Ensure to attach the Accident / Near miss report.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236240]PMIS update

<<Ensure that you confirm that relevant PM Forms related to PMIS asset management have been completed and forwarded to the Ministry’s regional office and/or if the work has not been completed then not applicable for this monthly report.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236241]James Hardie Product Update

<<Ensure that you confirm that relevant James Hardie Product information has been completed and Contractor has also sent to the Ministry’s JH.information@minedu.govt.nz  email or state if en not applicable for this monthly report.>>

Not applicable for this month’s report 

OR delete above words and insert table and content below

James Hardie (JH) Product update have been received and sent to JH.infromation@minedu.govt.nz by the Contractor as follows:

		JH Monthly Product requirements

		Received

		Comments if any



		Updated "Invoice Summary table"

		

		



		PDF copy of the stated invoices (from the merchant/supplier) for James Hardie products 

		

		





.

[bookmark: _Toc399236242]Handover / Completion

<<Update progress on this stage.  Ensure that the process starts prior to practical e.g. draft Asset Owners Manual completed for review, warranties and guarantees are in place and then final manual (circa) 2 months after practical completion.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399236243]Other 

<<Add any additional information considered pertinent by the Consultant or requested in the Scope of Services. E.g. temporary accommodation.>>

Insert paragraphs/bullets]

Long Doc Bullet Indent 1



[bookmark: _Toc399236244]Appendices

<<Add appropriate appendices as stated above where necessary>>

Minutes of last meeting

Budget Report

Risk Register – Project and Programme

Accident / Near miss Report (if occurred in the last month)

Other
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<<All accidents or non-injury accidents (near misses) must be notified to the Property Advisor AND Regional Property Manager, the Client’s Representative and Principal’s Representative (when applicable) immediately and no later than 24 hours after the accident or near miss.  

<<This report must be prepared and managed by the Client’s Representative (e.g. Project Manager).>>

<< A WorkSafe Notification Form must be prepared by the Contractor within 48 hours and attached to this report for injuries causing “serious harm” or that are “fatal”.>> 

<<Each of the sections, sub headings provided below must be completed in full.  Ensure that you DELETE guidance notes once completed.>>

[bookmark: _Toc393093719]Accident / Near miss notification details



		Date:

		Day / Month / Year



		Time:

		24 hour e.g. 14:00



		Type of accident:

		Near miss / non-injury accident / accidents causing injury resulting in lost time / accident causing serious harm injury / fatal accident



		School Name:

		Insert



		Ministry Regional Office:

		Insert



		Project Name:

		Insert



		Site occupied by Contractor 

		Yes / No



		Contractor’s Company name

		Name / Self Employed



		Contractor’s site manager:

		Name 



		Person injured

		Name:

Position:



		Company name of person injured

		Name / Self Employed



		Induction to site safety / toolbox meeting completed with injured?

		Yes / No



		Health and Safety (site) Manager

		Yes / No /

Name:

Qualifications:



		First Aider on site 

If not why? 

If yes what assistance provided?

		Yes / No / 

Name of First Aider:

Qualifications:

Details



		Site-specific Safety Plan in place and up to date.

If not why?

		Yes / No / 

Details:



		Any traffic management plans in place, and if so details

		Yes / No / 

Details



		Risk Register in place and up to date.

If not why?

		Yes / No / 

Details:



		Site Conditions

		Describe the conditions, for example weather at the time and preceding the accident / near miss could have made it dry, wet.  Perhaps windy on site etc...



		Services undertaken / Stage of Construction

		For example but not limited to:

Conditions Assessment specialist report undertaken on building .....;

Site set up, earthworks, concrete work, structural, roofing, wall cladding installation, window installation etc...



		“Work Safe” Notification Form completed (for accidents causing serious harm or fatal injuries only)

		Yes / not applicable

Refer to Section 5 “Worksafe NZ requirements” of this Accident Report.



		Is a “Work Safe” investigation underway

		Yes / No / not applicable

Work Safe name:

Works Safe contact details:



		Other

		





[bookmark: _Toc393093720]Full details of the event

[Insert paragraphs/bullets]

Long Doc Bullet Indent

Confirmation of notification

Confirmation of this notification must be signed accordingly and submitted within 48 hours to the Ministry’s Regional Property Manager as follows.

WorkSafe Notification Form attached (for accidents causing serious harm or fatal injuries only)

Yes ☐/  Not applicable ☐





		

Client’s Representative (Project Manager) signature 

PRINT NAME:		

Date:		





					

Contractor’s Representative signature		Principal’s Representative signature
signature			(when construction works in place)

PRINT NAME:			PRINT NAME:	

Date:			Date:		





					

Ministry of Education		Board of Trustees Representative signature
Regional Property Manager signature		(when contract commissioned by the BoT)

PRINT NAME:			PRINT NAME:	

Date:			Date:		

EIS “Incident Register” updated by RPM on
receipt of this report.  Yes ☐  No ☐




Ministry of Education requirements

Minimum requirements

The Ministry requires the Client’s Representative to manage and prepare the Accident/Near miss report.

The Client’s Representative must ensure that:

1. The Ministry’s Regional Property Manager and the Principal’s Representative (when applicable) are notified immediately and no later than 24 hours after the accident / near miss has occurred.  

2. The Contractor completes the WorkSafe written notice form, if accident has caused a “serious harm” injury or “fatal” injury, within 48 hours.

3. The Accident / Near miss Report along with the Worksafe written notice form (if accident has caused a “serious harm” injury or “fatal” injury) is submitted to the Ministry’s Regional Property Manager within 48 hours of the accident / near miss occurring.

Ministry internal investigation

Once submitted, the Ministry will review this report and a decision will be made as to whether an independent internal Ministry investigation will be conducted.  The Ministry will liaise with the Regional Property Manager if such an investigation will take place.

WorkSafe New Zealand (NZ) requirements

WorkSafe NZ must be notified of workplace accidents, unsafe situations or occurrences causing “serious harm”. 

Serious Harm

Serious Harm: is described under “Schedule 1 – Serious harm” of the Health and Safety in Employment (H&SE) Act 1992.

Legal requirements

It is a legal requirement not to disturb an accident scene until clearance is authorised by a health and safety inspector except in certain situations, including when persons or property are at risk, as provided for by section 26 of the H&SE Act 1992. 

If you require scene clearance or other immediate assistance from a health and safety inspector, please call 0800 030 040.

In case of emergency

Call WorkSafe on freephone 0800 030 040 (24 hours) and choose option 1.

If necessary, contact emergency services by phoning 111. 

If you are reporting a hazardous substances emergency, please call the New Zealand Fire Service on 111 and then our Response Team directly on 0800 030 040.

Written notice

You must provide WorkSafe NZ with written notice of the circumstances of the accident or serious harm by either:

http://www.business.govt.nz/worksafe/notifications-forms

Completing an on-line notification form; or

By downloading the notification form from the website and completing.
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JH Schedules



				PSF5 James Hardie Products:  About this Schedule

				This Schedule is only applicable where James Hardie manufactured products are used/specified as part of the contract works.



				Within 20 WORKING DAYS of contract award the Contractor shall complete the "James Hardie products yet to be purchased" table AND

				Submit it in Microsoft Excel format to the Ministry appointed Project Manager and to JH.information@minedu.govt.nz 



				With the exception of the initial month, the Contractor shall by the 10th calendar day of each month; 

				a)  Update the "Invoice Summary table" and email electronically in Microsoft Excel format to the Ministry appointed Project Manager and to JH.information@minedu.govt.nz,  AND

				b)  Email a pdf copy of the invoices (from the merchant/supplier) for James Hardie products to the Ministry appointed Project Manager and to JH.information@minedu.govt.nz





						James Hardie products yet to be purchased:  This reporting requirement ends when no further invoices for James Hardie products are anticipated for the project

						School		Building (Block)		James Hardie Product		Unit
(e.g. m / m2 / sheets etc)		Estimated total for building
(Qty)		Balance to be purchased (Qty)		Month/year likely to be purchased











				Invoice Summary Table

				Date of invoice		School		Building (Block)		James Hardie Product		Unit
(e.g. m / m2 / sheets etc)		Quantity 		Invoice No.		PDF Invoice attached (Y/N)
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Sheet1

				 PSF3 - Project Roles and Responisbilities Matrix

				R = Responsible

				I = Invloved

						School		Ministry of Education		Lead Design Consultant		Project Manager / Engineer's Rep (*)		Quantity Surveyor		Contractor		Geotech Emgineer		Other		Other

				PRE DESIGN PHASE

				Consultant Scope of Services & Conditions of Engagement

				Request Consultant Submissions

				Consultant Recommendation

				Consultant Selection

				Consultant Engagement

				Project Team Organisation & Control

				Prepare Budget

				Budget approved

				Programme

				- Prepare

				- Approve

				- Monitor

				Other

				DESIGN AND DOCUMENTATION PHASE

				Project Brief/Scope

				Project Brief/Scope Approval

				Site surveys/existing conditions

				Geotech testing and report

				Soil testing and report

				Fire Report

				Concept Design documented

				Concept Design budget check

				Concept Design approval

				Preliminary Design documented

				Preliminary Design budget check

				Preliminary Design approval

				Developed Design documented

				Developed Design budget check

				Developed Design approval

				Detailed Design documented

				Detailed Design budget check

				Detailed Design approval

				Construction Design documented

				Construction Design budget check

				Construction Design approval

				Prepare tender documents

				Coordination of Design:-

				Arch/Struct/Serv/Civil/Geotech/Fire/Acoustics

				Material Research & Selection

				REGULATORY

				Obtain PIM/LIM

				Outline Plan

				- Application (Incl Traffic & Environmental reports)

				- Local Authority requirements

				- Document

				- Co-ordination (Stakeholder Mgt Plan)

				Building Consent:

				- Local Authority requirements

				- Document

				- Co-ordination (Stakeholder Mgt Plan)

				PROCUREMENT

				Advice of Procurement Method

				Review & Approve Procurement Method

				Advise re Tendering Process

				Conditions of Contract: Standard MOE Conditions

				- Prepare

				- Review

				- Approve

				TENDERING PHASE

				Preselection of Contractors

				Call & Receive Tenders

				Tender Evaluation

				Tender Negotiation

				Tender Assessment & recommendation

				Contractor Approval

				Prepare Contract Documents for signing

				CONSTRUCTION PHASE

				Prepare & Issue Construction Documents

				Ensure Building Consent Compliance

				Site Supervision

				Site Inspections/Observations

				Site Diary

				Instructions:-

				Prepare

				Issue

				Contingent Variations

				Prepare

				Estimate

				Value

				Negotiate

				Approve

				Progress Payments

				Prepare Claim

				Value Claim & Recommend Payment

				Approve for Payment

				Provide Supplementary Detail for Construction

				Construction Programme

				- Establish & Update

				- Monitor

				Health & Safety

				- Develop Safety plan

				- Implement / Monitor Safety plan

				Local Authority Consultation & Compliance

				Site Meetings:

				-Facilitate

				- Attend

				-Minute

				Extensions of Time

				- Application

				- Review

				- Approval

				Arrange on-going maintenance contracts

				Warranties/Guarantees:

				- Execution

				- Review

				As-built documentation:

				- Prepare

				- Review

				Producers Statements

				Application for Certificate of Code Compliance

				Obtain Certificate of Code Compliance

				Practical Completion:

				- Inspection

				- Defects Remediation List

				- Recommendation to sign off 

				- Certificate issued

				Final Account Negotiation

				Defects Inspections

				Recommendation Final Completion

				Certify Final Completion
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Scope of services


1 Introduction


[Insert paragraphs]


1.1 Project Management

<<Guidance note: include for Project Management.>>

The Consultant shall manage this contract in accordance with all requirements of the Ministry of Education (MOE) Standard Specification - Project Management, and as agreed with the Client.  Any references to clause numbering below refer to those clause numbers within the MOE Standard Specification – Project Management, unless otherwise stated.

1.2 Background


[Insert paragraphs]


1.3 Objectives


[Insert paragraphs / bullets]


1.4 Site Description


[Insert paragraphs]


1.5 Problems


[Insert paragraphs / bullets]


1.6 [Other]


<<Guidance note: Insert other changes that you may have with regard to section 2.  For example, you may wish to remove/delete a clause that is not relevant to your contract,   alternatively you may wish to add or amend a clause.  Where you add a clause or requirement, this may trigger a scheduled price item for your tenderer to price which in turn will require a basis of payment for that scheduled price item and a deliverable.>> 


[Insert paragraphs / bullets]


2 General


Further to Clause 2.1 there are no additional requirements or documentation that should be read in conjunction with this Scope of services.

<<OR delete above clause and include your list of additional documentation ensuring that you also append these to this Scope of services>>

Further to Clause 2.1 additional requirements and/or documentation that should be read in conjunction with this Scope of services are as follows:

(a) Development Compliance Framework <<Guidance note: Insert ONLY for New Schools and any major redevelopment projects.>>

(b) Insert other

3 Project Control

Further to Clause 3.1 there are no multiple stages for this contract.


<<OR delete the above clause and insert the following and include the second level headings>>

Further to Clause 3.1 in managing the project, the Consultant will need to account for a project that will potentially be completed in stages. The stages will comprise of 

3.1 Stage 1: enter name

<<Guidance note: Write a brief description about the stage as the general minimum requirements should be set out in the PM Specification.>>


[Insert paragraphs / bullets etc].  ]


3.2 Stage 2: enter name

<<Guidance note: Write a brief description about the stage as the general minimum requirements should be set out in the PM Specification.>>


[Insert paragraphs / bullets etc]. ]


3.3 Other


Further to Clause ...


[Insert paragraphs / bullets etc]. ]


4 Establishment

4.1 Project Control Group (PCG)


<<Guidance note: insert your PCG representatives accordingly. To help you with your selection of PCG representatives a list of people have been provided below.  Note: The list is not all inclusive not or is set, it is there to assist you. Also Note that the Project Manager will always be represented on the PCG.>>

Further to Clause 4.1, the PCG representatives are as follows:


(c) The Project Manager


(d) The Client’s Representative

(e) The design team leader (to be appointed), by invitation of the Client’s Representative or Project Manager; and 


(f) The Quantity Surveyor (to be appointed), by invitation of the Client’s Representative or Project Manager. 


(g) [Insert other]


4.2 Other


<<Guidance note: Insert other changes that you may have with regard to section 4. Where you add a requirement remember to think about whether it needs to be scheduled as a price item with a basis of payment and deliverable(s) associated with that requirement.  If no other requirements then delete.>> 

Further to Clause 

[Insert paragraphs / bullets etc].

5 Project Plan


Further to Clause 5.1, a Project Plan using the template PSF1 – Project Plan is not required for this contract. However as a minimum a time schedule of deliverables is required. 

<<OR delete above clause and insert below – note: refer to PSF1 template for guidance when to use e.g. must be used where construction value is in excess of $500k.>>

Further to Clause 5.1, a Project Plan using template PSF1 – Project Plan is required for this contract.

5.1 Other Requirements/Omissions

<<Guidance note: include the following if there are certain items that are or are not required for your Project Plan, otherwise delete.>>

Further to Clause 5.2, omissions and other requirements are as follows:


(h) A Site co-ordination plan is/is not required


(i) An Environmental Management Plan is /is not required 


(j) [Insert other]


6 Funding

6.1 Funding summary


The current allocation and funding streams for this project(s) are set out below:


(k) Client’s funding


(l) 5YA funding


(m) [Insert other]

6.2 Expenditure


Further to Clause 6.2 expenditure is not required to be divided between the various funding sources for this contract.


<<OR delete above clause and insert below.>>

Further to Clause 6.2 expenditure is required to be divided between the various funding sources are set out below:


(n) [Insert]

6.3 Other

<<Guidance note: Insert other if any additional information is required otherwise delete the below information.>>


Further to Clause.


[Insert paragraphs / bullets etc]. ]


7 Client and Stakeholder Relationship Management

There are no amendments or additional requirements to Section 7, MOE Standard Specification Project Management.


<<OR delete the above and insert below.>>

Further to Clause ...


[Insert paragraphs / bullets etc]. ]


8 Health and Safety in Employment (HSE) Compliance


Further to Clause 8.1 supervision of all contractors and sub-contractors and their employees will be the responsibility of the [insert the role of who will be appointed to supervise the construction contract e.g. Designer/Architect.]

<<OR delete above clause and insert below.>>

Further to Clause 8.1 supervision of all contractors and sub-contractors and their employees will be the responsibility of the Project Manager, refer Clause 10 below.

9 Procurement, Tender Administration and Evaluation

9.1 Procurement of Professional Services

<<Guidance note: examples of other professional services roles are provided below and is not limited.  Select or add ONLY the “Other Consultants” you intend the Project Manager to appoint directly on behalf of yourself as the Client, and remove the consultancy services that you do not need.>>

Further to Clause 9.1 and 9.2, the Project Manager shall procure on behalf of the Client the following “Other Consultant’s”:


(o) Design team


(p) Planning team


(q) Architect


(r) Quantity Surveyor


(s) Ministry syndicated /contact panel


i. Police Panel:  Seismic Assessment


ii. Corrections Panel:  Construction Consultancy


iii. Peer Reviewers


(t) Structural Engineer


(u) Site Traffic Management Supervisor (STMS)


(v) Fire Engineer


(w) Mechanical Engineer


(x) Facade Engineer


(y) Temporary Accommodation

(z) ICT Infrastructure Specialist Project Manager.

(aa) Electrical Engineer


(ab) Commission agent


(ac) Insert other 

9.2 Procurement of Physical Works (Contractors)

Further to Clause 9.1, the Project Manager shall procure on behalf of the Client (Principal) the following physical works contractors:

 <<Guidance note: examples provided below>>

(ad) Earth Works


(ae) Drainage


(af) Construction contractors


(ag) Other.


<<Insert the below if the construction contracts are to be prepared by another consultant>>

Further to Clause 9.1 the Consultant responsible for preparing physical works tender documents will be the [insert the consultant’s role]. <<Guidance note: Insert what consultant you intend to prepare the physical works documents e.g. Designer / Architect / Engineer to the Contract>> for the following physical works contracts:


(ah) Earth Works


(ai) Drainage


(aj) Construction contractors


(ak) Other.


The Project Manager will be responsible for managing the Construction tender documentation ensuring they are prepared and delivered in accordance with the requirements of Section 9 Procurement, Tender Administration and Evaluation.  

9.3 Other

<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause.


[Insert paragraphs / bullets etc]. ]


10 Management of Other Consultants


10.1 Other Consultants


<<Guidance note: Examples have been provided below to assist you in preparing your main list of roles and responsibilities.  This list should dove tail in to the PSF Roles and Responsibilities Matrix that the Project Manager and the design team will work through once appointed. Note that it is normal that a Design Team leader / Architect will supervise the work of contractors building and Engineers to Contract do the managing of the contract such as the finance side and signing off milestones, and progress payments and the like of the Contractor. These “Other Consultants’ all work in with the Project Manager, however in some cases and on smaller job the Project Manager may do it all (design, supervise, preparation of construction docs, etc.>>

Further to Clause 10.1, the Project Manager shall manage and supervise performance of the following “Other Consultants” e.g. during the design and consenting process for the project:


(al) Design team


(am) Planning team


(an) Quantity Surveyor


(ao) Construction Supervision and Observation


(ap) Insert other (e.g. Weather Tightness Peer Reviewer) 

(aq) Other Consultants as and when required by the Client.


10.2 Sub Consultants


<<Guidance note: You may wish to include the clause provided below, however it is not mandatory>>

Further to Clause 10.3, the Project Manager, it is expected that the following “Other Consultants” may engage sub consultants directly:


(ar) Architect


(as) Quantity Surveyor


(at) Insert other.


<<AND/OR insert the following if it applies to the Project Manager>>


The Project Manager from time to time may be required to engage a sub-consultant for the purposes of fulfilling their requirements for this contract.  If so, sub-consultants to the Project Manager’s role will be on the approval of the Client.

10.3 Other

<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause .


[Insert paragraphs / bullets etc]. ]


11 Management of Construction Stage

11.1 Project Manager’s role during construction period


Further to Clause 11.1 there are no other additional responsibilities to the requirements of the Standard Specification for Project Management and those included in this Scope of services.


<<OR delete above clause and insert below.>>

Further to Clause 11.1 other additional responsibilities of the Project Manager during the Construction stage is as follows:


[Insert paragraphs / bullets etc]. ]


11.2 Observation / Supervision / Monitoring


Further to Clause 11.2 the responsibility for the observation and/or supervision and/or monitoring the construction will be the responsibility of the [select the role, e.g. Designer / Architect / Engineer to the Contract].


<<Note: in most circumstances the Project Manager would not normally observe / monitor / supervise.>>

11.3 Other

<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 


12 Weather-tightness


There are no amendments or additional requirements to Section 12 of the Standard Specification Project Management.


<<OR delete above clause and insert below.>>

Further to Clause 12 Weather-tightness:

[Insert paragraphs / bullets etc]. ]


13 ICT Infrastructure Specialist Work


There are no amendments or additional requirements to Section 13 of the Standard Specification Project Management.


<<OR delete above clause and insert below.>>

Further to Clause 13 ICT Infrastructure Specialist Work:


[Insert paragraphs / bullets etc]. ]


 [Insert paragraphs / bullets etc]. ]


14 Financial Management


Further to Clause 14.4 there are no budget estimates provided for this contract.


<<OR delete above clause and insert below.>>

Further to Clause 14.4 budget estimates for this contract and projects are provided for as follows:


[Insert paragraphs / bullets etc]. ]


15 Risk Management


There are no amendments or additional requirements to Section 15 of the Standard Specification Project Management.


<<OR delete above clause and insert below.>>

Further to Clause 15 Risk Management, 

[Insert paragraphs / bullets etc]. ]


16 Options Analysis Report

<<Guidance note: Insert for New Schools and any major redevelopment projects.>>

Further to clause 16.1 the Project Manager will be responsible for preparing the Options Analysis Report.


<<OR delete above clause and insert below.>>

Further to clause 16.1 the Project Manager will NOT be responsible for preparing the Options Analysis Report.  This responsibility will lie with the [insert the appropriate consultant that you intend to prepare your options analysis report.] 

16.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


17 Design Stage

<<Guidance note: Insert for New Schools and any major redevelopment projects.>>

Further to clause 17.1(b) the Project Manager will manage the design team in accordance with the Development Compliance Framework.


<<OR delete above clause and insert below.>>

Further to clause 17.1(b) the Development Compliance Framework is not a requirement of this Contract.


17.1 Other

<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 


[Insert paragraphs / bullets etc]. ]


18 Building Consent(s)

There are no amendments or additional requirements to Section 18, MOE Standard Specification Project Management.


<<Guidance note:  Insert the above or detail any current building consents that you may have and those that may be expiring.>>

Further to Clause 18... 


[Insert paragraphs / bullets etc]. ]


19 Temporary Accommodation


Further to clause 19.1 there is no provision for temporary accommodation for this contract.


<<OR delete above and insert below and detail>>

Further to clause 19.1 and the requirements within the Project Brief and/or Master Plan, temporary accommodation requirements are as follows:


<<Guidance note: insert your requirements examples are as follows:>>

(au) Transportables: Nominated providers by the Ministry  OR 


(av) Relocatables provided by the Ministry on an existing schools site.


(aw) Modifications to existing buildings/facilities


(ax) Leasing of temporary accommodation


(ay) Consents


(az) Enabling works


(ba) Insert other


19.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 


[Insert paragraphs / bullets etc]. ]


20 Construction Stage

20.1 Supervision and Observation during Construction Stage

Further to Clause 20.2 the responsibility for the supervision and observation of the main contractor during the construction stage will be the responsibility of the [insert the consultant’s role]. <<Guidance note: Insert what consultant you intend to be the supervisor/observer e.g. Designer / Architect / Engineer to the Contract, sometimes may be the Project Manager>>. 

21 Quality Assurance

There are no amendments or additional requirements to Section 21, MOE Standard Specification Project Management.


OR insert below

21.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


22 Commissioning


There are no amendments or additional requirements to Section 22, MOE Standard Specification Project Management.


OR insert below

22.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


23 Practical Completion


There are no amendments or additional requirements to Section 23, MOE Standard Specification Project Management.


OR insert below

23.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


24 Defects Notification Period


There are no amendments or additional requirements to Section 24, MOE Standard Specification Project Management.


OR insert below

24.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


25 Handover 

There are no amendments or additional requirements to Section 25, MOE Standard Specification Project Management.


OR insert below

25.1 Ongoing Services – Long term planning


Further to Clause 25.2 there are no ongoing services required for this contract. 


<<OR delete the above and insert your requirements below – example as follows

Further to Clause 25.2, the Project Manager will be engaged to assist the Client with [insert] <<Insert other services requirements as appropriate. 


The Project Manager shall work directly with a Client’s representative to discuss and plan any projects which the Client may be contemplating at the [School / for the project]. 


25.2 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause ...


[Insert paragraphs / bullets etc]. ]


26 Reporting Requirements


Further to Clause 26.1, there are no other reporting requirements for this contract.


<<OR delete above and insert the following items below.>> 

26.1 Omissions to Reporting requirements

Further to Clause 26.1, the following reports are omitted from the contract as follows:


(bb) Insert 


26.2 Additional Reports

Further to Clause 26.1, the following additional reports are to be provided by the Project Manager as follows:


(bc) Insert 

<<Guidance note: ensure to insert your requirements within each additional report you require e.g. like the Monthly Report.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


26.3 Other Systems

<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 26.1 there are no other reporting systems other than PMIS required for this contract.


<<OR delete above and insert the following.>>

Further to Clause 26.1, other reporting systems in addition to PMIS required for this contract are as follows:

[Insert paragraphs / bullets etc]. ]


27 Consultant’s Monthly Report


Further to clause 27.1, there is no additional information required for this report.


<<OR delete above and insert the following.>>

Further to clause 27.1, additional information is required for the Consultant’s Monthly Report as follows:


(bd) Insert 

28 Accident Report


There are no amendments or additional requirements to Section 28, MOE Standard Specification Project Management.


OR insert below

28.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 


[Insert paragraphs / bullets etc]. ]


29 PMIS

There are no amendments or additional requirements to Section 29, MOE Standard Specification Project Management.


OR insert below

29.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause 


[Insert paragraphs / bullets etc]. ]


30 Traffic Management Plans (TMPs)

There are no amendments or additional requirements to Section 30, MOE Standard Specification Project Management.


OR insert below

30.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause ...


[Insert paragraphs / bullets etc]. ]


31 Communications and Media

There are no amendments or additional requirements to Section 31, MOE Standard Specification Project Management.


OR insert below

31.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause .


[Insert paragraphs / bullets etc]. ]


32 Branding

There are no amendments or additional requirements to Section 32, MOE Standard Specification Project Management.


OR insert below

32.1 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to Clause.


[Insert paragraphs / bullets etc]. ]


33 Performance Assessment 

There are no amendments or additional requirements to Section 33, MOE Standard Specification Project Management.


OR insert below

33.1 Performance evaluation – Consultant

The Client’s Representative will conduct performance evaluations of the Project Manager in accordance with PSFXXX / as follows:


[Insert paragraphs / bullets etc]. ]


33.2 Performance evaluation – Other Consultants

The Project Manager as directed by the Client’s Representative will conduct performance evaluations of the “Other Consultants” that have been appointed on the Client’s behalf unless in accordance with PSFXXX (same form above) / as follows:


[Insert paragraphs / bullets etc]. ]


33.3 Performance evaluation – Physical Works

The Principal’s Representative will conduct performance evaluations of Contractors that have been appointed directly by the Principal in accordance with PSFXXX / as follows:


[Insert paragraphs / bullets etc]. ]


33.4 Performance evaluation frequency

Performance evaluations of the Consultants and/or Contractors shall be conducted at XXX intervals.

33.5 Other


<<Guidance note: Insert other if required otherwise delete.>>


Further to clause ...


[Insert paragraphs / bullets etc]. ]


34 Appendices to Scope of Services


Appendices in addition to those included as part of the Standard Specification Project Management relating to any specific requirements are as follows and/or as appended as additional documentation within the RFP documents:

<<Guidance note:  Ensure that you reference as “additional documentation” in the RFP document and attach accordingly.>>

35 Programme for Deliverables


As specified in the RFP documentation. 
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MOE / School Contract Number [Contract No.]

PSF1 Project Plan

MoE/School Contract Number [ Contract No.]

PSF1 Project Plan

<<For each of the sections, sub headings are provided to assist Project Managers in choosing what is appropriate depending on the complexity of their project.  For those headings that are not relevant to your project ensure that they are not deleted but rather state “not applicable, as discussed with Client/Project Sponsor” underneath the heading. Add extra headings and sub headings if required.  DELETE guidance notes as and when you progress through the stage sign offs.>>

[bookmark: _Toc399329347]Project Charter

<<At the commencement of the investigation stage, and as a BRIEF the project manager will set out the project’s purpose and objectives in the form of a Project Charter. The Client must review and sign off an initial Project Plan which will then evolve during the various stages over the duration of the project.  A charter may not be required for small projects.>> 


		Criteria

		Description



		Purpose of the project

		<<Why are we doing this project?>>

Eg. To investigate improvement options for School X gym facilities.



		Goals / 

The NZ School Property Strategy 2011-2021 

		<<Should be in line with School Property Strategy / Goals for school property e.g. >>

1. School Property is well managed 
The Ministry of Education is seen as a high quality property manager and advisor to government.

2. Schools are fit for purpose
State schools are safe environments that empower students and teachers to succeed.

3. High-performing portfolio of schools 
The portfolio of state schools responds to changes in demand and is well utilised and efficiently run. 



		Objectives/Outcomes

		<<Should be in line with School Property Strategy / Vision for school propoerty e.g. >>

To create “safe and inspiring learning environments

To provide a modern learning environment 

To ensure the building is a safe environment (facilities are structurally sound and hazard free).

To inspire through design and configuration of the physical space.

To ensure the school is weather tight 



		Background

		



		Budget

		



		High level risks

		



		Expected timeline

		



		Key milestones

		



		Relevant documentation

		<<examples>>

· Master Planning

· Conditions Assessments

· Asset Management Plans

· 10YPP report



		<<other>>

		



		Client Name / Project Sponsor
<<if Ministry lead project then Project Sponsor.>>

		



		Client /Sponsor signature
(Project plan approval)

		





<<Please ensure section headings / sub-headings are not deleted but rather state “not applicable, as discussed with Client/Project Sponsor” underneath the heading. Add extra headings and sub headings if required.  DELETE guidance notes as and when you progress through the stage sign offs.>> 

[bookmark: _Toc399329348]Strategic Direction

<<The strategic direction will define the strategic fit.>>

[Insert paragraphs/bullets if required]

[bookmark: _Toc399329349]Objectives and outcomes

<<Include project benefits and measures and ensure project is strategy led and outcomes focused.>>

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329350]Problem(s)

[Insert paragraphs/bullets]

[bookmark: _Toc399329351]Previous studies/reference documents

<<As stated in the Project Charter and any others that may be of relevance since setting up the Project Charter examples are stated below to assist.>>

		Name/Title of Document

		Description / Content



		Asset Management Plan

		



		Conditions Assessment

		



		10YPP

		



		Previous geotechnical preliminary and/or factual reports

		



		Existing Services / Plans

		



		Previous Project Brief (if any)

		



		other

		





[bookmark: _Toc399329352]Project Brief

<<Include coordination of temporary accommodation required to execute works>>.

[Insert paragraphs/bullets]

[bookmark: _Toc399329353]Extent of Works 

<<Define the Client’s requirements in as much detail as possible to enable the designers and or contractors to understand the scope of works required. e.g. examples below to include but are not limited to:>> 



[Insert paragraphs/bullets]

[bookmark: _Toc399329354]Project Boundary

[Insert paragraphs/bullets]

[bookmark: _Toc399329355]Location of work

[Insert paragraphs/bullets]

Figure 1 – Aerial photograph

<<Insert locality plan/map>>

[bookmark: _Toc399329356]Exclusions

<<e.g. Work outside the site boundary such as roads, footpaths, street lighting etc>>.

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329357]Constraints/assumptions

<<Insert your constraints/assumptions as the scope develops and/or at each stage.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329358]Procurement management

<<Highlight any procurement management issues the project may have and where information can be accessed if held elsewhere.>>

[bookmark: _Toc399329359]Procurement strategy / timeframe

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329360]Project stages

<<identify the key deliverables from each stage and how will these deliverables be checked against the objectives and outcomes for the project.  Note: Deliverables Schedule covered in Section 4.>>

[Insert paragraphs/bullets]

[bookmark: _Toc399329361]Feasibility stage

[Insert paragraphs/bullets]

[bookmark: _Toc399329362]Investigation and reporting stage

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329363]Design stage

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329364]Construction stage

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329365]Testing / Commissioning / Handover

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329366]Facilities Management / Asset Management 

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329367]Funding

[bookmark: _Toc399329368]Funding Sources

<<Include any funding conditions during project stages identifying funding sources e.g. Client funds, 5YP.>>.

Table example

		Stage

		Funding sources



		Feasibility

		



		Investigation and reporting

		



		Design

		



		Temporary accommodation (if required)

		



		Construction

		



		Facilities / Asset Management

		



		Cost/scope control (Contingency) 

		



		<<Other>>

		





[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329369]Ministry / Board of Trustees / Other managed costs

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329370]Funding submissions and resolutions

Table example

		Stage

		Delegation to approve

		Date submitted

		Resolution Date



		Feasibility

		

		

		



		Investigation and reporting

		

		

		



		Design

		

		

		



		Temporary accommodation 

(if required)

		

		

		



		Construction

		

		

		



		Facilities / Asset Management

		

		

		



		Cost/scope control

		

		

		



		Other

		

		

		



		

		

		

		





[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329371]Cost Management Plan

<<Insert below or alternatively refer to appendices and attach as an appendix>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329372]Financial forecast

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Cash flow

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329373]Future stage cost estimates

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Fixture Fittings and Equipment

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Maintenance Agreements

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329374]Project cost estimates

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329375]Scope Verification / Scope Control

[bookmark: _Toc399329376]Scope Verification

<<identify the key deliverables from each stage and how will these deliverables be checked against the objectives and outcomes for the project.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329377]Scope / Cost control 

<<Include any cost/scope adjustments during project lifecycle>>.

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Scope Control

<<How will scope be controlled and managed?>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Scope control (scope change)

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Cost control (price level increase)

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329378]Programme

<<Insert a high level programme of works in the format of a timeline chart.>>

[bookmark: _Toc399329379]Time schedule for deliverables

<<The deliverables schedule should include the implementation of capital projects and may include minor works and/or demolition if required.>>

The baseline shall not be reset unless agreed and approved in writing by the Client / Project Sponsor.

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Figure 2 – Name of doc

<<Insert or attach xls/project management base line document / OR insert below.>> 

The following is the “Time Schedule for Deliverables”.  It outlines the major/milestone deliverables.  

		No

		Deliverable

		Time for Delivery



		1. 

		[Other]

		[Insert]



		2. 

		[Other]

		[Insert]



		3. 

		

		





[bookmark: _Toc399329380]Related projects

Examples Services Upgrades / SNUP / Temporary accommodation etc

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329381]Site co-ordination plan (if applicable)

<<Include as appropriate, this may also be attached as an appendix.>> 

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329382]Roles and Responsibilities

[bookmark: _Toc399329383]Project organisational chart

[Insert paragraphs / chart]

[bookmark: _Toc399329384]Governance team 

<<Identification of the Governance team is critical to the project>> 

Table 3 example

		Governance Team



		Role

		Name(s)

		Organisation



		Project sponsor

		

		



		Project governance group

		

		



		Project manager

		

		



		<<Other>>

		

		





[bookmark: _Toc399329385]Key project participants roles and responsibilities - Stages

<<Dovetail your key participants with to the project stages, e.g. PCG, MoE Case Manager, Other Consultants, Service Delivery, Asset Management etc and also include PSF3 Roles and Responsibilities Matrix .>>

		Stage

		Key project participant(s)

		Roles and responsibilities



		Feasibility

		

		



		Investigation and reporting

		

		



		Design

		

		



		Temporary accommodation

		

		



		Construction

		

		



		Testing / Commissioning / Handover

		

		



		Facilities / Asset Management

		

		



		Cost/scope control

		

		



		Other

		

		





[bookmark: _Toc399329386]Key project participants roles and responsibilities - People

<<Dovetail your key participants with to the project stages, e.g. Also include Matrix KEVIN TO SUPPLY .>>

		Stage

		Key project participant(s)

		Roles and responsibilities



		Feasibility

		

		





[bookmark: _Toc399329387]Ministry project resources and responsibilities 

<<You are able to liaise with the following EIS team resources; eg. Regional Project Managers, Case Manager, technical assistance such as SNUP, Service Delivery, Procurement, in-house legal, insurance, etc. nominate each stage they will or could possibly be involved in.>>

		Cross agency team and technical assistance



		Role

		Name

		Stage(s)



		School Prperty Advisor (SPA)

		

		All stages



		Case Managers

		

		All stages



		Technology in Schools

		

		Feasibility 
Investigation and reporting
Design and Installation



		Temporary accommodation

		

		Prior to construction



		Procurement 

		

		All tenders



		Insurances

		

		Contract Works Insurance



		Policy

		

		All stages



		Risk

		National Office risk advisor

		Tenders



		<<Other>>

		

		





[bookmark: _Toc399329388]External project resources and responsibilities 

Table example

		Role

		Name / contact details

		Company



		Professional services consultant

		

		



		Peer reviewer (as required – list)

		

		



		Health and Safety auditor (for BIP)

		

		



		Legal Advisor  (as requried)

		

		



		Physical works contractor

		

		



		Maintenance contractors

		

		



		<<Other>>

		

		





[bookmark: _Toc399329389]Schedule of meetings

<<Dovetail your schedule of meetings with to the project stages, that is, who attends during these phases e.g.  PCG, MoE Case Manager, Other Consultants etc...>>

		Stage

		Key project participant(s)

		Meetings



		Feasibility

		

		Weekly / Monthly / other



		Investigation and reporting

		

		



		Design

		

		



		Temporary accommodation

		

		



		Construction

		

		



		Testing / Commissioning / Handover

		

		



		Facilities / Asset Management

		

		



		Cost/scope control

		

		



		

		

		





[bookmark: _Toc399329390]Stakeholder Engagement

<<How will customer and stakeholder requirements be collected?>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329391]Stakeholder Management plan

<<Include your PSF2 Stakeholder Management Plan as an appendix and detail any issues you anticipate>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329392]Key stakeholders

<<Only include key stakeholder group. Reference can be made to databases for general stakeholders.>>

Table example

		Stakeholder

		Name  

		contact details/



		School Board of Trustees

		

		



		Local iwi

		

		



		Local Authority

		

		



		Utility providers

		

		



		Adjacent property owners 

		

		



		<<Other>>

		

		





[bookmark: _Toc399329393]Quality management 

<<How will you plan quality, perform assurance and then control the quality and performance during design and construction stages.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329394]Quality Management plan

<<Insert below or alternatively refer to appendices and attach as an appendix>>

 [Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329395]Performance 

<<Highlight any business performance issues the project may have and where information can be accessed if held elsewhere.>>

Professional services supplier performance

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Physical works supplier performance

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329396]Contractual quality records

Contractual quality records to be kept during each stage, including the Consultant’s records and (where applicable) the provision of information from construction works Contractor(s) are as follows:

		Title <<examples>>

		File location / Filenet



		Lead designer design coordination certificate

		



		Consutlant Observation Site Reports

		



		

		





[bookmark: _Toc399329397]Human resource management

<<This is about team establishment, maintaining and then dis-establishment.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329398]Human resource management plan

<<Insert below or alternatively refer to appendices and attach as an appendix>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329399]Consents

<<To the discretion of the PM as to the level of detail required.  In some instances the planning and environmental issues/approach will need to be covered in the project plan i.e. where there is risk or important project information which will need to be relayed to the next project manager in the next stage, therefore some information on the planning objectives and approach may be appropriate.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329400]Designation / Resource consent plan

<<How are you going to manage this processes?  E.g. Appoint planner to give overview>>. 

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329401]Building consent(s) management plan

<<How are you going to manage consenting processes?  And/or alternatively refer to appendices and attach as an appendix 

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329402][bookmark: _Toc326830193]Code of compliance certificate

<<Note requirement to obtain>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329403]Temporary Accommodation

<< Identify any temporary accommodation or ablution blocks required with the assistance of Client Rep.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329404]Temporary accommodation

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329405]Ablution blocks

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329406]Environmental management

<<Environmental management is becoming more important to our business.  In some instances the environmental issues/approach will need to be covered in the project plan i.e. where there is risk or important project information which will need to be relayed to the next project manager in the next stage, e.g. hazardous material which in turn may require a “risk treatment plan”.>>

[bookmark: _Toc326830194][Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329407]Risk management

<<Highlight any risk management issues the project may have and where information can be accessed if held elsewhere.>>

[bookmark: _Toc326830195][Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329410][bookmark: _Toc399329408]Risk management plan

<<If your client has provided you with a Risk Management Plan insert the document below. Alternatively ou should identify how the risk will be identified, who will be involved and how frequently risks will be reviewed.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Ministry / School risks

<<Provide your top 5 MOE/ School organisational risks eg. Reputation risk.>>

[bookmark: _Toc326830196][Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Risk registers

<<Set up risk registers as provided for in the PSF4. Document how you will analyse your risks and how you will respond to your risks.  Refer PFS4 and attach as an appendix.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329412]Health and Safety management

[bookmark: _Toc399329413]Project Managers responsibilities

Project Managers are responsible for ensuring:

health and safety is managed in their work area

employee participation in health and safety management is encouraged

adequate induction, training, information, instruction and supervision is provided to employees and contractors, where necessary

contractors are made aware of safety procedures

a commitment to continuous improvement in health and safety is shown

that health and safety practices and systems are reviewed and evaluated on a regular basis

all accidents and incidents (near misses) are properly recorded, reported and investigated

a support Employee Rehabilitation Programme is provided to assist employees who suffer an accident get back to work, as soon as possible

[bookmark: _Toc399329414]All persons on site responsibilities

All persons on site are responsible for:

carrying out work in a way that does not adversely affect their own health and safety and/or that of others

knowing and understanding health and safety, and following them

correctly using any information, training and/or personal equipment that is provided

using the appropriate method to report all accidents, incidents (near misses) and unsafe conditions, either directly to their manager or team leader, or by using the appropriate reporting system.

[bookmark: _Toc399329415]Consultants and contractors responsibilities

Consultants and Contractors may be required to develop Health and Safety Plans for the Project in line with their contractual responsibilities and how health and safety is managed.

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Site specific safety plan

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329416]Handover / Completion management plan

<<Outline how the project will be managed through the testing and commissioning stages, handover, staff training, Asset Owners Manuals (As-builts), PM forms entered and submitted in to PMIS etc.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329417]Other Title

<<you may have additional headings to those above.  Add accordingly and keep Appendices as the last heading for your project plan.>>

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329418]Other Heading 3

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

Other Heading 4

[Insert paragraphs/bullets]

Long Doc Bullet Indent 1

[bookmark: _Toc399329419]Documentation Appendices

<<Table with examples.>>

		No.

		Title



		

		Site Co-ordination Plan



		

		Quality Management Plan



		

		Stakeholder Management Plan



		

		Resource Management Plan



		

		Risk Management Plan 



		

		Project and Programme Risk Registers



		

		Building Consent Management Plan



		

		Environmental Management Plan



		

		Handover / Completion Management Plan



		

		Other





[bookmark: _Toc399329420]Document management

All key electronic documents will be stored within the Ministry’s Filenet / Helios/PMIS system with both hard and electronic copies stored within the [insert Regional Office / School name].  

[bookmark: _Toc399329421]Access to documentation

The following people have been given access to a Folder Structure set up in Filenet / Helios/PMIS for the Project:

[insert names]

[bookmark: _Toc399329422]Documentation/File location



		Title
 <<examples>>

		File location / Filenet



		Policies and procedures as referenced in the Property Toolbox:

· Design Standards

· Procurement templates

· Standard Construction Contracts

		



		Funding

		



		Concept Design

· Design Compliance Framework

		



		Stakeholder Management plan

		



		Planning and consenting

		



		Environmental management plan

		



		Risk Register

		



		Design Report

		



		Tender Docs

		



		Asset Owners Manual

		



		<<Other eg. Customer surveys>>

		



		

		







image1.jpeg

AAA

MINISTRY OF EDUCATION
Te Tahuhu o te Matauranga






image2.jpeg

New Zealand Government








_1526383440.doc
Page v of 17
NZ Transport Agency



Standard Professional Services Specifications

Project Management Major Services 

This page is intentionally blank.

Contents

71
Interpretation and Definitions


2
General
9

3
Project Control
9

4
Establishment
9

5
Project Plan
9

6
Funding
10

7
Client and Stakeholder Relationship Management
10

8
Health and Safety in Work Compliance
10

9
Procurement, Tender Administration and Evaluation
11

10
Management of Other Consultants
11

11
Management of Contractors
11

12
Weather-tightness
12

13
ICT Infrastructure Specialist Work
12

14
Financial Management
12

15
Risk Management
12

16
Options Analysis Report
13

17
Design Stage(s)
13

18
Consent(s)
14

19
Temporary Accommodation
14

20
Construction
14

21
Quality Assurance
16

22
Commissioning
16

23
Practical Completion
16

24
Defects Notification Period
17

25
Handover
17

26
Reporting Requirements
17

27
Consultant’s Monthly Report
17

28
Accident Report
18

29
Ministry Information Systems
18

30
Traffic Management Plans (TMPs)
18

31
Communications and Media
18

32
Branding
19

33
Performance Evaluation
19

34
Programme for Deliverables
19




Appendices to Project Management Specification

(Professional Services Forms (“PSF”)/ Templates)

PSF1 -Project Plan template

PSF2 – Stakeholder Management Plan template 


PSF3 - Project Roles and Responsibilities Matrix template (xls) 


PSF4 – Project Risk Register template (xls) 


PSF5 – Schedule for JH Products (xls) template


PSF6 - Consultant’s monthly report template

PSF7 - Accident / Near Miss report template

1 Interpretation and Definitions

1.1
Further to Clause 1 of the General Conditions, the following words shall have the meanings herein assigned to them: 

		

		



		10YPP

		A school 10 Year Property Plan which includes the proposed programme of expenditure for the following 5 years. 



		BoT

		Board of Trustee



		Budget

		The total financial allocation for a particular stage(s), including contingencies, as agreed with the Client as the target for expenditure for the stage.



		Building Consent Application

		An application made in accordance with clause 45 of the Building Act 2004 to carry out any building work for any temporary or permanent moveable or immovable structure.



		Client

		Board of Trustees or Ministry of Education



		Client’s Representative

		The individual representing the Client in relation to professional services who has authority to give the Consultant instructions on the Client’s behalf.



		Cash flow

		The expected cumulative lump sum expenditure, including funds expended in previous years, predicting how the budget for the project stage will be spent in the agreed timeframe.  The cash flow will be provided in monthly and/or annual lump sums.



		Consultant’s Monthly Report

		The monthly report as prepared by the Consultant and submitted to the Client in accordance with Clause 26 of this Specification.



		Consultant’s Programme

		A time based bar chart depicting the project programme in a manner that allows the progress of the project to be monitored and delivered in accordance with this specification and the Deliverables Schedule.



		Design Standards

		The Ministry’s Design Standards as set out in the Ministry’s Website.



		Development Compliance Framework (DCF)

		The Ministry’s design guidelines and standards mainly applicable to new schools.



		EIS

		The Ministry’s ‘Education Infrastructure Service’.



		Engineer to Contract

		The individual representing the Client (known as the “Principal”) in relation to physical works/construction contracts under the NZS3910 contract, who is authorised to act on behalf of the ‘Principal’ in respect of the construction Contract Works.



		Ensure

		Means to undertake the specified service with the required duty of care as limited only by the level(s) of service specified in the contract documents and taking all demonstrably practicable steps to secure the project from the introduction of unnecessary risk.



		ICT Infrastructure Specialist Project Manager

		A specialist ICT Infrastructure manager who is Ministry certified.



		Master Plan

		The plan that outlines the Schools strategic asset management plan.



		“Ministry”

		The Ministry of Education



		PSF

		Professional Services Form(s), being the template(s) appended to this Specification to assist and to be used by the Consultant. 



		PMIS

		The Client’s software system for the asset management and financial management of projects.



		Principal’s Representative

		The individual representing the Client (known as the “Principal”) in relation to physical works/construction contracts, who is authorised to act on behalf of the “Principal” in respect of the construction Contract Works.



		Project Completion Certificate

		A form relevant to the construction works contract documents to be completed by the Consultant appointed to inspect/observe the construction works.



		Project Plan

		The overall project plan which will continue to evolve throughout the duration of the project.



		Project Roles and Responsibilities Matrix

		The matrix to be developed and maintained throughout the project which lists roles and responsibilities of all consultants and contractor(s) as provided in PSF6 - Project Roles and Responsibilities Matrix (xls).



		Property Toolbox

		The Ministry’s ‘Education Infrastructure Service’ website which includes tools, templates and policy for school property management.



		Report

		A defined deliverable the Client shall receive in writing.



		Resource Consent Application

		An application made in accordance with s.88 of the Resource Management Act 1991.





2 General


2.1
This specification should be read in conjunction with:


(a) The Scope of services

(b) Processes as described in the Property Toolbox and using Project Management Forms as specified on the Property Toolbox 


(c) The Ministry’s Procurement Policy. 

(d) Other requirements and documentation as specified in the Scope of services.

3 Project Control


3.1
Where more than one “stage” of work is to be included in the contract, each stage shall proceed only on the Client’s written instructions.  The expected stages are as described in the Scope of services. 

4 Establishment


4.1
The Consultant shall manage the project so that the services of the contract are met, with emphasis on ensuring all deliverables are completed and submitted within the times specified in the Deliverables Schedules or as agreed with the Client’s Representative during the contract period. 

4.2
The Consultant shall establish a Project Control Group (PCG).  Representatives of the PCG are as described in the Scope of services. 

4.3
Meet with the Client to discuss the scope of work proposed, clarify the budget and any other constraints.

4.4
Research all relevant records.

4.5
Assist the Client with procuring consultants and physical works contractors as required, including short listing, interviews, evaluation, recommendations and confirmations of appointments.


4.6
Set up systems to monitor performance parameters such as time, cost and standards required by the Client.
 


4.7
Visit and review the existing site conditions and the proposed location of the new Building (if applicable to the project).


4.8
Prepare an initial Project Plan as specified in Clause 5 below. 


5 Project Plan


5.1
The Consultant shall prepare an initial Project Plan, as provided with this Specification; refer to appendix, PSF1 - Project Plan template for approval by the Client. 


5.2
The Project Plan is to include but is not limited to the template headings and requirements, to be confirmed with the Client on engagement.

5.3
The purpose of the Project Plan is to clearly document the project approach, schedule and resource requirements. This Plan will be used to set the direction of the project and to monitor performance.

5.4
The Consultant will finalise the Project Plan with the design team when appointed (including confirmed budgets) for approval by the Client.


5.4
The Consultant shall not reset the Project Plan format unless agreed and approved in writing by the Client.

5.5
The Project Plan is to be regularly reviewed and updated.

6 Funding 

6.1
Budget allocation and funding streams are stated in the Scope of services.  

6.2
Expenditure reporting may need to be divided between various funding sources. The requirements will be specified in the Scope of services. 

6.3
For School/BoT led projects the Consultant and Client will meet with the Ministry’s Property Advisor (Service Delivery Team) for advice on funding streams as and when required.

7 Client and Stakeholder Relationship Management


7.1
The Consultant shall manage the Client and stakeholder relationship for the project and prepare a Stakeholder Management Plan as provided with this Specification, refer to appendix, PSF2 – Stakeholder Management Plan template.

7.2
The purpose is to ensure that the client and stakeholder relationships are managed and that all required communications are undertaken. 


7.3
The Consultant will manage client relationship and stakeholder management, and shall: 


(a) Attend Client/School meetings (as required) 


(b) Organise project co-ordination meetings to integrate other projects on site 

(c) Attend, chair and minute regular meetings, including PCG meetings, identifying actions and responsibilities as necessary. Facilitate project site meetings (estimated to be one to two weekly during construction) 


(d) Identify, manage and escalate any risks and issues to the Client’s Representative. 


(e) Create a culture of confidence, trust and mutual respect between all members of the PCG.


7.4
The Consultant will set up a management structure to:


(a) Define responsibilities as set out in Clause 7.5 below;


(b) Establish lines of communication and reporting; 


(c) Deal with authorisation procedures between the Consultant and the Client’s Representative;


(d) Work with the Design team to define the stages in the design process and, at various stages, seek input from the Client’s Representative; and


(e) Organise the Quantity Surveyor to undertake a budget review.


7.5
The Consultant shall initiate a Project Roles and Responsibilities Matrix as provided with this Specification; refer to appendix, PSF3 - Project Roles and Responsibilities Matrix template.  The Consultant will then update the matrix with the design team to ensure that all roles and responsibilities during the project are determined and clear to all parties involved.

8 Health and Safety in Work Compliance

8.1
The Client expects the Consultant, their sub-consultants and their employees to enforce a responsible attitude toward occupational health and safety.  This shall extend to all “Other Consultants” and their sub-consultants, and to contractors, sub-contractors and their employees when under supervision of the Consultant in the performances of the contract, as specified in the Scope of services.


8.2
In pursuance of this expectation, the Consultant is responsible for ensuring compliance with the Health and Safety in Work Act 2016.

8.3
Notwithstanding any other obligation to comply with all laws, the Consultant warrants that it will comply with, and ensure that all Subcontractors comply with the Health and Safety requirements.


8.4
The Consultant must use best endeavours to go beyond mere compliance with the health and safety requirements and achieve best practice with regards to health and safety where possible in the carrying out of the services and the performance of its other obligations, as specified in the Scope of Services.


8.5
The Consultant warrants to the Client that the Consultant will ensure that, in carrying out of the services and the performance of its other obligations under the Contract:


a) No act or omission of the Consultant or any sub-consultant or any other person for whom the Consultant is responsible for under the Contract shall give rise to a breach of duty or obligation of the Consultant under the Health and Safety in Work Act 2016 and all associated regulations; and


b) No act or omission of the Consultant or any sub-consultant or any other person for whom the Consultant is responsible under this Contract is or is likely to give rise to the issue of an improvement or prohibition notice, enforcement proceedings or a prosecution under the Health and Safety in Work Act 2016 and all associated regulations. 


8.6
The Consultant undertakes to take all practicable steps to assure itself that, from a health and safety perspective, each sub-consultant is competent to undertake the work required of it before such sub-consultant commences work on the Site.


8.7
The Consultant shall comply with, and shall ensure that each sub-consultant on site shall comply with, the Clients health and safety policy and guidelines, as amended from time to time. 


8.8
In particular, the Consultant shall take primary responsibility to ensure that all necessary collaboration and communication takes place between the Contractor, the Contractor’s personnel, all sub-contsultants, all Other Consultants and any separate contractors. 


9 Procurement, Tender Administration and Evaluation


9.1
Following written instructions by the Client, the Consultant will the manage and facilitate the procurement process for “Other Consultants” and physical works contracts as specified in the Scope of Services 

9.2
Where any procurement activity is undertaken by the Consultant, it shall meet the requirements of the Ministry’s Procurement Policy and shall comply with the any process or guidelines (including the use any standard templates) detailed on the Property Toolbox.  


9.3
The Consultant shall use a Ministry panel of suppliers where specified in the Scope of Services. 


10 Management of Other Consultants


10.1
The Consultant shall manage and monitor performance of Other Consultants engaged on the Client’s behalf, with the terms of their respective contracts and their duties pursuant to such contracts as specified in the Scope of services. 


10.2
The Consultant will also manage any peer reviewers as required by the Client or for consent purposes, e.g. weather tightness peer reviewer, or other approved party.


10.3
“Sub Consultants” will be managed by the specified “Other Consultant” (e.g. the Architect may engage an acoustic consultant as part of their Services and manage them directly).

11 Management of Contractors


11.1
The Consultant shall monitor the main contractor’s performance and progress during the construction stage and the requirements as set out in Clause 20 Construction. 


11.2
The responsibility for the observation and/or supervision of construction for this project will be as specified in the Scope of services 


12 Weather-tightness


12.1
The Consultant acknowledges the importance of weather-tightness and will manage the design team and contractors to ensure they carry out their responsibilities in this regard and shall promptly report any concerns to the Client.  Nothing in this Clause 12 shall make the Consultant responsible for design or construction defects, provided any change to the relevant project documentation has been approved in writing by the relevant Consultant (e.g. Designer, Engineer).

13 ICT Infrastructure Specialist Work


13.1
Where a project requires ICT infrastructure, the Consultant is required to procure a Ministry certified ICT Infrastructure Specialist Project Manager.


13.2
The Consultant will liaise with the Ministry “Technology in Schools” group for advice on the requirement for ICT infrastructure.


14 Financial Management 


14.1
The Consultant is responsible for the financial management of the project including provision of a financial summary detailing original budget, variances, expected and actual costs, certified, claimed and balance of payments to date. 

14.2
The Consultant shall, within the agreed timeframe from acceptance of the Proposal, estimate budget cash flows for the base allocation and contingency for each stage of the project included in the contract services (including physical works where applicable), as follows:


(a) Monthly for the duration of the project; and


(b) Annually to 30th June for the current year and each subsequent financial year(s) if applicable to the project.


14.3
Contingency factors shall be determined to take account of risk of increases to the estimates at each stage and shall be applied to the cost estimates to determine the contingency allowance per stage.  


14.4
Budget estimates may be provided as specified in the Scope of Services.

15 Risk Management

For Ministry led projects


15.1
The Consultant will be provided with:


(a)
A risk management plan which will detail the risk context, role responsibilities and reporting frequency; and


(b)
The output of `Project Risk Assessment Tool` which will have helped to determine the projects risk profile. 

15.2
The Consultant shall work with the Client to ensure all risks are identified, recorded in PSF4 Project Risk Register, and adequate management actions are in place to mitigate them. 

15.3
The Consultant will include the risk register and management plan in any procurement of “Other Consultants” and physical works contracts to inform them of the risks (opportunities or threats) associated with the project. 


15.4
The Consultant shall continue to update the risk register and management plan throughout the project stages at times determined in the risk management plan, and will coordinate with design team and contractors to ensure any risks (opportunities or threats) are recorded accordingly.

For School/BoT led projects


15.5
The Client may choose to use the EIS Risk Management process of conducting an initial risk assessment using the project risk assessment tool and preparing a risk management plan (possibly in conjunction with the Consultant). 


15.6
As a minimum, the Consultant should work with the Client to ensure all project risks are identified, recorded in PSF4 Project Risk Register, and adequate management actions are in place to mitigate them. 

15.7
The Consultant will include the risk registers and management plan in any procurement of “Other Consultants” and physical works contracts to inform them of the risks (opportunities or threats) associated with the project. 


15.8
The Consultant shall continue to update the risk registers and management plan throughout the project stages, and will coordinate with design team and contractors to ensure any risks (opportunities or threats) are recorded accordingly.

16 Options Analysis Report

16.1
Where specified in the Scope of Services, the Consultant shall develop and present options for the appropriate solution and deliver as an Options Analysis Report.

16.2
The purpose of the analysis is to clearly document the options considered and the salient issues when considering the entire school/project (including time, cost and quality). This report will be used to establish the most appropriate option. 


16.3
The Consultant is to undertake the options analysis and deliver a report giving recommendations and subsequently proceed with the option approved by the Client. The Options Analysis Report is to include the following elements: 


(a) Review of existing documentation (e.g. 10YPP, Charter, school property plans, PMIS records and conditions assessment data.).

(b) Input from key stakeholders 


(c) Input from “Other Consultants” e.g. design and quantity surveyors, city/town planning. 


(d) Site issues; location, drainage, ground conditions, access etc. 


(e) High level description of options 


(f) Risks/issues associated with each option 


(g) Design issues including (but not limited to): Fire regulations, MLE design, and earthquake strengthening for each option.


(h) Quantity Surveyor’s estimate of costs for each options 


(i) Available funding 


(j) Resource Consent and Building Consent Issues 


(k) Summary and recommendation of preferred option based on value for money (not necessarily the lowest price), whole of life costs and best output.


(l) Coordinate the submission of the preferred option to the Client’s Representative and obtain their approval.

17 Design Stage(s)


17.1
When confirmed by the Client, the Consultant will manage the design team through the each design stages in accordance with the:


(a) Construction Industry Council Design Documentation Guidelines – Architecture; and


(b) Development Compliance Framework as confirmed in the Scope of Services 

(c) Ministry’s Design Standards.


17.2
Design stages may include:

(a) Pre-design Services


(b) Master Planning


(c) Concept Design


(d) Preliminary Design


(e) Developed design 

(f) Detailed Design and Documentation

(g) Contractor procurement


(h) Contract Administration and Observation.


17.3
The Consultant will represent and/or facilitate with the Client any inputs or approvals required in accordance with 17.1 above.


17.4
Ensure a cost estimate is undertaken after the design team has completed each design stage, ensuring that the total estimate for the project does not exceed approved budget.  If such reviews indicate potential budget overruns, report to the Client and undertake remedial steps to bring the project within the budget requirements.


17.5
Ensure that sufficient information is made available at each Design stage to allow the Client’s Representative to make informed decisions, including preparing and co-ordinating option appraisals, and peer reviews as necessary.


17.6
Co-ordinate the design submission(s) of for each design stage (as required by the Client), to the Client’s Representative and obtain their approval.


17.7
All other duties as required to successfully manage each design stage.


18 Consent(s)

18.1
The Consultant will manage the delivery of all necessary consents.  This may include stage consent applications such as Certificate of Public Use, Outline Plans and resource consents. 


18.2
Manage the design team to lodge the Building Consent application on behalf of the Client once the documentation has been completed and approved.


18.3
Manage the design team to liaise with statutory bodies on behalf of the Client where they are required to carry out work on the project.


18.4
Other duties as required to successfully manage the consents e.g. record keeping of statutory approvals, consents and agreements.

19 Temporary Accommodation


19.1
Temporary accommodation requirements are as specified in the Scope of Services.

19.2
If required, the Consultant shall manage the provision for temporary accommodation, and shall ensure that any provision for temporary accommodation is aligned with the programme delivery. 


20 Construction


20.1
The Consultant shall manage the construction stage on time and cost.

20.2
The Consultant shall monitor Other Consultants and the main contractor’s performance and progress.  The role responsible for supervision and observation of the main contractor will be as specified in the Scope of services.

20.3
The Consultant shall report to the Client’s Representative as per the reporting requirements included in Clause 26 Reporting Requirements below.


20.4
The Consultant shall:


a) Ensure the contractor’s insurance obligations are in place prior to the Contractor taking possession of site and that the insurance requirements are valid and in place for the appropriate duration. 

b) For State non-integrated schools where the Ministry provides Contract Works Insurance ensure that all new construction contracts are entered into the Ministry’s website on-line contract works insurance facility.  Contract Works Insurance will not be valid unless Certificate of Currency has been signed.  A signed Certificate of Currency is available once the contract has been entered into the Ministry’s on-line contract works insurance facility (SEARCH “Contract Works Insurance”). 

20.5
The Consultant shall co-ordinate with the Contractor and Client Representative on programme of works, sequence, access and similar matters that minimises disruption for the School.

20.6
The Consultant shall ensure worksite personnel have processes in place to ensure that they behave in a professional manner and that contractor(s) operation is separated from students within the school.  

20.7
The Consultant shall ensure that health and safety spot checks are undertaken with any actions necessary immediately addressed. Inspection results shall be included as part of the Consultants Monthly report.

20.8
The consultant shall facilitate project site meetings (estimated at one to two weekly intervals during construction).


20.9
The Consultant shall obtain and review the Contractor’s programme on commencement and as part of the monthly report, and review progress at the regular site meetings. 

20.10
All James Hardie products anticipated for and during the project must be recorded (refer “PSF5 Schedule for JH Products” as appended to this Specification).  The Consultant will manage the Contractor ensuring that the following requirements within PSF5 (if applicable) are completed by the Contractor and submitted to the Consultant and to JH.information@minedu.govt.nz  as follows:


(a) Within 20 WORKING DAYS of contract award the Contractor shall complete the "James Hardie products yet to be purchased table”; and thereafter


(b) By the 10th calendar day of each month the Contractor shall; 


(i) Update the "Invoice Summary table" 


(ii) PDF copies of the invoices (from the merchant/supplier) for James Hardie products 


The Consultant will confirm these update requirements (when applicable) within the “Consultant’s Monthly Report”.


20.11
Monitor the construction stage and instigate appropriate action in the event of technical problems, delays, unforeseen difficulties, communication breakdowns and any other events, which threaten the objectives of the project.


20.12
Advise the Client’s Representative on quality control actions taken by the design team and/or contractor including progressive monitoring / remedial action.


20.13
Ensure that key design information is issued to the appropriate parties in a timely manner such as schedules for supplementary design information for ordering and for construction purposes e.g. materials, plant, shop drawings, joinery drawings, and provisional sum items.  

20.14
Advise the Client any statutory responsibilities particularly with regard to health, safety and environmental issues, and ensure the main contractor has an appropriate health and safety plan in place. 

20.15
Obtain copies of the producer statements (where required) from the relevant parties and ensure Other Consultants’ are undertaking their relevant observation responsibilities and to ensure these copies are held in a centralised place for handover/ practical completion.


20.16
Where there is no Engineer to the Contract the Consultant, as confirmed Principal’s Representative by the Client, the Consultant will facilitate resolution of disputes as they occur.


20.17
The Consultant in consultation with the appropriate Other Consultant (e.g. where the Client has appointed a Quantity Surveyor / Engineer to the Contract / Principal’s Representative.) will check the Contractor’s payment claims including checking materials on and off site as required.


20.18
Continuously monitor and manage all costs including variations of the project and, in conjunction with the Quantity Surveyor (if appointed to the project), take responsibility for the delivery of the project within the allocated budget.


20.19
The Consultant shall not initiate any variation to the contract unless the Consultant has been appointed as Engineer to the Contract without the Client Representative’s prior written approval unless the net effect of the variation is neutral or better in relation to the approved budget, quality, specifications and programme.


20.20
Manage any variations impacting on the project cost or programme in a timely manner.  


20.21
If no Engineer to the Contract has been appointed the Consultant shall certify all payment requests in accordance with the contract requirements or ensure that the certificate for payment is obtained from the appropriate party.


20.22
The Consultant shall ensure they receive and collate monthly reports from Other Consultants and physical works main Contractor to include in the Consultant’s Monthly Report. 


21 Quality Assurance


21.1
The Client’s Representative may carry out its own independent quality control checks.  Any such checks will not obviate the responsibilities of the Consultant, Other Consultants or the main contractor.


22 Commissioning


22.1
The Consultant is responsible for ensuring the appropriate parties undertake commissioning activities any other duties to successfully manage the commissioning, including but not limited to:


(a) Oversee the preparation and schedules of test reports and certificates to be obtained, and ensure they take place in a timely manner.

(b) Monitor the commissioning and testing programme and instigate appropriate action in the event that delays occur. 


(c) Monitor the results of the tests and agree suitable measures with the team in the event that failures occur.


(d) Oversee the preparation of the operating and maintenance manuals and check that they meet the Client’s Representative’s requirements.


23 Practical Completion


23.1
Prior to practical completion the Consultant shall ensure that the Contractor fully commissions the Contract Works in consultation with Other Consultants.

23.2
The Consultant will ensure that compliance with practical completion process and where applicable in accordance with the Ministry’s Development Compliance Framework.


23.3
Within five working days of the Contractor requesting the issue of the Practical Completion Certificate, the Consultant shall organise a site inspection with the design team and Client’s and/or Principal’s Representative to prepare a defects remediation list.

23.4
The Consultant will ensure that the appropriate construction contract Practical Completion Certificate is not issued to the Contractor until the defects remediation list and agreed programme to remedy any defects has been agreed with the Contractor, the design team and Client’s and/or Principal’s Representatives.

24 Defects Notification Period


24.1
The Consultant will manage the design team and the Contractor ensuring the programme for the remediation works are completed on time either prior to end of defects notification period or as per the agreed programme.

24.2
The Consultant shall arrange for a final handover inspection of the project with the design team and the Client’s Representative for a minimum of two weeks prior to the end date of the Defects Notification Period.

24.3
The Consultant will ensure that the appropriate construction contract Final Completion Certificate is not issued until all defects identified in the remediation list have been addressed.

25 Handover 


25.1
The Consultant will ensure all Contract Works documentation and any asset management manuals, all warranties, guarantees, as-builts and other documentation required by the Client as part of the Contract Works are delivered in a timely manner.


25.2
Any ongoing services required post construction are as specified in the Scope of services.


25.3
The Consultant shall ensure that all relevant PM Forms and Development Compliance Framework requirements (if applicable) are completed in accordance with Handover processes detailed on the Ministry’s Website or as specified in the Scope of Services.


26 Reporting Requirements

26.1
The Consultant shall provide the Client with reports as requested in the contract documents.  A description of the requirements of the following report types as specified below:


(a) Consultant’s Monthly Report (PSF6)

(b) Project Risk Register(PSF4) 

(c) Accident Report (PSF7)

(d) Updated Project Plan (when required) (PSF1)

(e) Omissions and Additional reports as specified in the Scope of Services.


(f) Updating PMIS in accordance with Clause 29 PMIS below, or other reporting systems as specified in the Scope of Services.

27 Consultant’s Monthly Report


27.1
The Consultant shall prepare and submit to the Client a Consultant’s Monthly Report, using the template as provided as an appendix to this Specification (PSF6 - Consultant’s Monthly Report).  

27.2
Where requested by the Client, the Consultant shall arrange a time with the Client and meet with the Client’s Representative to discuss the Consultant’s Monthly Report at the Client’s office, unless agreed otherwise.


27.3
The Consultant shall ensure they receive and collate monthly reports from Other Consultants and physical works contractors to include in the monthly report

28 Accident Report


28.1
The Consultant shall report to the Client all accidents or non-injury accidents (near misses) immediately and no later than 24 hours after the accident or near miss to the:


· School’s Property Advisor


· Ministry’s Regional Property Manager 


· Client’s Representative; and


· Principal’s Representative (when applicable) 


28.2
If an accident has resulted in a ‘serious harm injury’, the Consultant shall as soon as possible notify WorkSafe NZ (0800 030 040) of the accident to keep the site secured until directed by a WorkSafe NZ inspector that the scene can be disturbed.  


The Consultant shall complete an ‘Accident/Near Miss Report’ using the template provided as an appendix to this specification (PSF3 Accident/Near Miss Report) and ensure that within 7 days written notification of the incident has been reported to WorkSafe NZ. This can be submitted online at http://www.dol.govt.nz/Tools/Accident/Home/SeriousHarmNotification . A copy of this written notice is to be submitted to the Ministry’s Regional Property Manager.


28.3
The Consultant will update any accidents or near misses to the Client within the PSF6 -Consultant’s Monthly Report.

29 Ministry Information Systems

29.1
The Ministry has a PMIS system that records services and work undertaken at schools for asset management purposes for each project and/or project stage through Project Management Forms (PM Forms) as found on the Ministry’s website.

29.2
The Consultant must ensure that the relevant PM Forms are completed, and if required, ensure that they are signed by the Client’s Representative or other appropriate Board of Trustee representative.


29.3
Once the relevant completed PM form has been signed the Consultant shall deliver the form to the Ministry as advised by the Client’s Representative.

30 Traffic Management Plans (TMPs)

30.1
Inside the School boundary, the Consultant will review any Traffic Management Plans (TMPs) prepared by the Contractor, and ensure that they are aligned to the requirements of the construction contract documents.  If a road within the School boundary is part of the local authority network, the Consultant will ensure that the TMP be forwarded to the Road Controlling Authority for review and approval.


30.2
Outside the School boundary, the Consultant will ensure that any TMPs required for local roads and/or state highways, are prepared and submitted by a suitably qualified person (a “Site Traffic Management Supervisor” (Other Consultant)), for approval by the Road Controlling Authority.


31 Communications and Media

31.1
All written communications with the Client (including deliverables) shall be addressed to the Client’s Representative and shall be referenced with the contract name and/or contract number.


31.2
The Consultant shall not discuss prepare or issue any media releases in regard to the project(s). 

31.3
Any media or issues of public interest should be brought to the attention to the Ministry and School.

31.4
In the event of the Consultant wishing to submit the project, or any part of it, for advertising their consultancy business, the Consultant shall ensure that the Client is given appropriate recognition and that the text and any photographs are provided in advance so the Client may check it for accuracy. 

31.5
In the event of the Consultant wishing to submit the project, or any part of it, for an industry award, the Consultant shall ensure that the Client is notified of the industry award and given the opportunity to contribute prior to submission.

32 Branding


32.1
The Consultant should ensure that accurate branding is shown on any documents are in line with the Client’s requirements.

33 Performance Evaluation


33.1
Any performance evaluation requirements will be as set out in the Scope of services.


34 Programme for Deliverables


34.1
The Time Schedule for Deliverables outlines the major/milestone deliverables for this contract, but is not to be deemed all-inclusive.  The deliverables with delivery dates and times are specified in Our Requirements     within the RFP documentation.
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