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1. Introduction

In line with the University’s mission and strategic objectives, the Building and Maintenance Section of Estates and Facilities, has adopted the following mission statement:-

To maintain and enhance the buildings and services of the University to provide a quality teaching and learning environment.

The following definitions of maintenance standards has been prepared in order that members of staff may be aware of the organisation and procedures relating to the care and maintenance of the University properties, and the purpose and relationship of the Maintenance Section within the Department of Estates and Facilities.

2. Aim of the Procedure

To comply with legal and contractual requirements and to maintain the current value of the campus and its buildings. To minimise the breakdown or failure of components, and to extend the economic life of the property as far as possible.

3. Scope of the Procedure

All planned and reactive building and maintenance works undertaken on campus. 








4. Specific Instructions 

	4.1
	MAINTENANCE STANDARDS

	
	

	
	Effective maintenance work is regarded by the University as an essential element, which will ensure that the life expectancy of its buildings is maximised and their condition retained to an acceptable standard.

A precise 'standard' cannot in reality be defined due to the variation in age, method of construction, type of buildings and varying needs of the users.  However, The University will use its best endeavours to ensure that all buildings provide satisfactory levels of accommodation, comfort, safety and warmth taking due account of changing standards and legislation.


	4.2
	DEFINITIONS
	

	
	
	

	
	There are various ways of defining and classifying maintenance.  The following headings are used by the University to identify the broad categories of each application of its maintenance.


	
	4.2.1
	Reactive Maintenance (including emergency)

This is maintenance undertaken in response to breakdown or to reports from the students, staff, or other users of the University.  The implications of failure range from loss of facility to consequential damage of buildings and equipment.  In some circumstances, the failure could be detrimental to the health, safety, and welfare of the users of the University.

The response to this category is the most expensive activity in maintenance due to non-productive time, increased travelling, and interruption to the normal activities of the University.

Whilst it is accepted that it is impossible to totally eliminate reactive maintenance it is the department’s aim to reduce the amount of reactive maintenance to acceptable levels by achieving an economic maintenance investment programme. 

	
	
	




	
	4.2.2
	Programmed Maintenance


	
	4.2.2-1
	Cyclical Maintenance

	
	
	

	
	
	Those maintenance repairs, which occur at regular intervals, and are incorporated into a cyclical maintenance programme.  The most common example is that of external painting and decoration which normally occur at six-yearly intervals.  This category of work will be undertaken as part of the overall programmed maintenance works.

Items receiving higher usage or building components subjected to severe degrees of weathering will require increased frequency of maintenance.

	
	
	

	
	4.2.2-2
	Minor Works (one-off improvements)

	
	
	

	
	
	This category includes minor improvement works, additions and upgrading of buildings to satisfy corporate needs or as requested by Executive Directors, Deans or Heads of Department.  In addition, there is often a requirement for increased performance or specification standards to be adopted by the University as a result of legislation.

This category forms a significant part of the planned investment programme since the works have been identified in accordance with the University strategic plan and takes into account the updated stock condition survey.

	
	
	

	
	4.2.2-3
	Planned Preventative Maintenance

	
	
	

	
	
	This category has been adopted by the University as being the best overall policy for providing an efficient and effective maintenance service.

It is defined as maintenance, which with forethought is undertaken at predetermined intervals in order to prevent breakdowns or failures.  The fabric or services will not be allowed to deteriorate to failure point, which reduces the demand for responsive maintenance.

This also includes periodic servicing of heating systems, lifts, fire protection and alarm installations etc. undertaken to comply with Health and Safety and other statutory legislation.  This work is usually done under termed annual maintenance contracts.

	
	
	

	
	
	




	
	4.2.2-4
	Rechargeable Repairs

	
	
	

These are repairs required following wilful damage to the University structure, fixtures and fittings.  Other requests for non-essential improvements from schools and departments will be funded via an Interdepartmental recharge.

	
	
	

	4.3
	OBJECTIVES

	
	
	

	
	4.3.1
	To comply with legal and contractual requirements.  To maintain or increase the current value of the campus and its buildings, to minimise the breakdown or failure of components and to extend the economic life of the property as far as possible.

	
	
	

	
	4.3.2
	To ensure, as far as is reasonably practicable, satisfactory access to and mobility within the University for students, staff and visitors with disabilities.

	
	
	

	
	4.3.3
	To maintain the health, comfort and enjoyment of the users of the University by using best endeavours to ensure weather tightness, adequate heating and ventilation, and a high standard of maintenance to all supporting facilities.

	
	
	

	
	4.3.4
	To constantly improve the energy efficiency and running cost of buildings by implementing the data from the stock condition 	survey and the Estates Management Record (EMR) study undertaken by all Welsh Higher Education Institutions within the approved budget.

	
	
	

	
	4.3.5
	To maintain the external facilities of the University to ensure 	they are free of risk of injury to students, staff and visitors.

	
	
	

	4.4
	ORGANISATION

	
	
	

	
	To ensure that an effective maintenance service is provided to all students, staff and visitors the following criteria will be met:-

	
	
	

	
	4.4.1
	A clearly defined method for the ordering of repairs by the students and staff to the University will be communicated to all parties through the University Policies and Procedures Manual and the Department of Estates and Facilities Web Site.

	
	
	

	
	4.4.2
	A clearly defined method of ordering repairs to assist in rapid processing by the University in house staff and appointed contractors.

	
	
	

	
	4.4.3
	Where the nature and extent of work can be identified without the need for pre-inspection, repair instructions can be processed and passed to the maintenance manager or maintenance officer; otherwise an inspection will be undertaken. 

	

	
4.4.4
	
Where an inspection does not generate repair work the job- inspection will be cancelled.

	
	
	

	
	4.4.5
	Where practicable, inspection of work in progress will generally be undertaken, but in a responsive environment this is not often attainable and therefore a random sample of jobs will be checked upon completion.

	
	
	

	
	4.4.6
	Every effort is made to minimise inconvenience to users of the University by planning major works to be undertaken during vacations and advising students, staff and visitors of intended programmes of work including those which may result in the loss of amenities.

	
	
	

	
	4.4.7
	Consultants are chosen from an approved list and employed by means of a term contract following the approved tender selection exercise.  The list of consultants is reviewed on an annual basis and their performance is monitored.

	
	
	

	
	4.4.8
	To ensure value for money is achieved the University uses a mix of direct labour and external contractors so that an efficient and effective maintenance service is provided.

	
	
	

	4.5
	REPAIR PRIORITY

	
	
	

	
	The Maintenance Section must commence repairs as soon as possible and in any event complete the work no later than the date stated on the order.
Estates has adopted the following priorities response times and performance indicators:

	
	

	
	Priority
	Response Time
	Percentage of jobs to be completed within response times


	
	Priority 0 emergency
	immediate response to make safe (within 2 hrs
	95%

	
	Priority 1 urgent
	within 24 hours
	95%

	
	Priority 2 routine
	within 7 calendar days
	85%

	
	Priority 3 programmed
	within 20 Calendar days
	85%

	
	Priority 4  Planned
	Within time specified on the works order
	85%

	
The above response times will be reviewed regularly with the percentage raised when possible. The Maintenance Manager or Maintenance Officer must also advise the Senior Maintenance Manager and the Estates Help Desk if for any reason it is impossible to respond within the specified period.





	4.6
	OUT OF HOURS SERVICE

	
	

	
	Reactive Maintenance (Including Emergencies)
The University will provide a 24 hour 365 days per annum emergency call-out service as follows:

During normal office hours calls should be made to the Estates Help Desk on ext. 82222.
Out of hours emergency telephone calls should be made to the campus reception at Pontypridd on 01443 482057.  (The duty security supervisor will then, using the authorised list of emergency names and telephone numbers, contact the appropriate maintenance personnel.)

	
	

	4.7
	MAINTENANCE RECORDS

	
	

	
	Records kept by the Maintenance Section include details of the existing condition of a building together with details of services and past maintenance history.

At the handover of a new development, the consultant will make available maintenance manuals and “as built” drawings to provide a description and details of construction relevant to the design and fittings provided within a scheme, and its future maintenance.

In addition, at handover the consultant will provide the University with the Health and Safety file for the respective building, in compliance with the Construction (Design and Management) Regulations 2015 (CDM).  An analysis of statistics and appropriate record systems will enable the University to identify its maintenance problems.  In particular, it will highlight any premature failure of components, ensuring that replacement/renewal is made with better quality fittings capable of withstanding everyday use in a University environment.

	
	

	4.8
	SURVEY

	
	

	
	By analysing the condition of the buildings on campus, planned maintenance can be programmed to ensure that it is efficient and cost effective.

The stock condition survey is the task, which will satisfy most of this requirement.  However, this will only provide snapshot information when the surveys are physically undertaken and is not the sole source of information.


	
	The stock condition survey data will be updated on a regular basis to identify and quantify the projected workload and provide detailed information on both the internal and external elements of the building.  

In order to ensure consistency, the survey uses the definitions used by the Royal Institute of Chartered Surveyors (RICS) and HESA Estates Management Record.  These are:
Condition A 	-as new condition.
Condition B	-sound, operationally safe and exhibiting only minor deterioration.

Condition C	-operational, but major repair or replacement needed in the short
                       to medium term (generally 3 years).
Condition D 	-inoperable, or serious risk of major failure or breakdown.

	
	

	
	

	
	It is envisaged that a continuous rolling programme of stock condition surveys is the most appropriate method for collation of information.  Every property will be surveyed, both internally and externally, once every five years. 

Such data allows for the rapid retrieval of information, permitting expenditure forecasts, budget preparation, and resource smoothing.  In addition it enables expenditure to be targeted at areas of greatest need.

	
	

	4.9
	DESIGN FEEDBACK

	
	

	
	The University will be pro-active in design feedback, and will undertake a post occupancy evaluation of major planned works, with an Estates review panel.
Information gathered will be used to review the University standard specifications and project brief.

	
	

	4.10
	STRATEGY TO ACCOMPLISH OBJECTIVES

	
	

	
	By analysing the attributes of the broad categories of maintenance, common requirements of each can be seen to interface with others.  The planned maintenance strategy will incorporate all the University requirements to achieve an efficient service which will be driven by careful collection and analysis of data to the maintenance team. Tasks and responsibilities which will be undertaken may be summarised as follows:-


	
	
	

	
	4.10.1
	Develop, install and maintain a comprehensive property information database including building details, component life estimates and renewal costs which will allow delivery of statistics for the Estates Management Record Project.

	
	
	

	
	4.10.2
	Implement a five-yearly cycle of stock condition surveys for developing and updating of the property database.

	
	
	

	
	4.10.3
	Use computer software to analyse the 	condition of buildings on campus for the development of medium to long term maintenance programmes.

	
	
	

	
	4.10.4
	Monitor and analyse responsive maintenance activities for feedback information on performance of existing stock, individual components, and early identification of premature failures.

	
	
	

	
	4.10.5
	Develop feedback communication channels from student and staff-related maintenance activities, both responsive and 	planned, for consideration and integration into the decision-	making process of future developments.


	
	
	

	
	4.10.6
	a)
	Identify all current standards, best practices and regulations and ensure all repair programmes are in compliance.

	
	
	b)
	Identify any changes to standards, practices and regulation and incorporate into future programmes at the earliest opportunity.

	
	
	

	
	4.10.7
	Evaluate the economic viability of any major repairs or re-improvement works and to explore opportunities for change of use of a building or facility where appropriate.

	
	
	

	
	4.10.8
	Fully evaluate each proposed works programme and assess opportunity for incorporation of improvements using the following criteria:

	
	
	

	
	
	i)
	Identify all funding opportunities for full evaluation and possible inclusion into repair programmes.

	
	
	ii)
	Establish and develop relationships with all those involved and affected by planned maintenance works.

	
	
	iii)
	Maintain and analyse reported problems of occupiers to identify appropriate remedies and prevent reoccurrence of problems in future designs.

	
	
	iv)
	Develop and maintain end-user participation and liaison in relation to repair, maintenance and improvements/new developments.

	
	
	
	

	
	4.10.9
	Establish a financial control matrix of proposed planned maintenance projects for each financial year in 	accordance 	with the agreed budget.  All items omitted due to budgeting or 	other constraints will be reconsidered for approval during preparation of the programme for the following year.

	
	
	

	
	
	

	
	
	

	
	
	

	
	4.10.10
	Evaluate the economic viability of term maintenance contracts 	where applicable and assess any advantages that could be 	achieved.

	
	
	

	4.11
	ANALYSIS OF REQUISITIONS

	
	

	
	The University has implemented a computerised program for operation of its response repairs.  The coding structure of maintenance requests/works orders will promote feedback of information on frequencies of emergencies, repairs, items, trades and properties, identifying any recurring problems or higher than anticipated demand.

This will assist in identifying premature failures, abnormal levels of breakdowns indicating sub-standard materials, workmanship, higher levels of wear and tear, neglect or abuse.  The appropriate remedial work can be implemented and assist in the decision-making process for future works or future development in the alteration of product or design specification.

	
	

	4.12
	AS-BUILT INFORMATION

	
	

	
	The existing as-built documentation, together with all current and future development information, will be collated and stored in a central location for use by Estates and Facilities.

	
	

	4.13
	FUNDING

	
	

	
	Future planned maintenance repairs expenditure is required to be funded from designated resources and in accordance with the University’s Financial Procedures.

The following criteria is to be used as a rationale for determining significant Estates maintenance work and appropriate funding:

								Priority
· Necessary Repair, maintain functionality		     A 
· Health and Safety and other statutory requirements    A
· Introduce new facilities and/or meet identified needs   B+	
· Increase efficiency of facilities				     B+
· Expand facilities			     			     B
· Refurbishment 	- improve efficiency		    	     B
- maintain working environment	     B
			- improve style, image, desirability     C

	
	

	
	

	
	

	
	

	4.14
	PROGRAMME OF WORKS

	
	

	
	4.14.1
	Backlog repairs

	
	
	

	
	
	It is anticipated that the initial feedback from the stock condition surveys will identify a small proportion of works best described as backlog repairs.  These are likely to be ad hoc repairs to individual buildings required to bring elements up to an acceptable maintenance standard.

Where possible backlog repairs will be undertaken by the University's maintenance section subject to budget availability.

	
	
	

	
	4.14.2
	Unforeseen Major Repairs

	
	
	

	
	
	Unforeseen major repairs may include unsafe or deteriorating structures caused through circumstances such as storm, fire damage or damp penetration etc.

These items will need to be assessed for priority and incorporated into the planned repairs programme at the earliest opportunity.

The introduction of a condition survey database should result in a reduced incidence of unforeseen major repair works.

	
	
	

	
	4.14.3
	Short-Term Programme

	
	
	

	
	
	The short-term planned repair programme 1 - 5 years, will require re-assessment of current identified works with the addition of works resulting from the condition surveys and increased knowledge of stock, this will allow the University to develop an accurate needs-based works programme.

	
	
	

	
	4.14.4
	Medium Term Programme

	
	
	

	
	
	The medium term projections will be notional forecasts formulated by the property database life cycles and estimated replacement costs.  The term will range from 5 - 15 years.  The information will be supplemented and updated by the continuous stock condition surveys.

Subsequent re-surveys will allow re-appraisal of the programmes in order to satisfy changing needs and priorities resulting from variations in funding availability and/or rate of physical deterioration of the building component.

	
	
	

	
	
	

	5.
	Responsibilities

	
	

	
	The Director of Estates and Facilities and the Deputy Director of Estates has specific responsibility to ensure compliance to this procedure.  The Maintenance Section within Estates will be responsible for ensuring that all parties adhere to this policy.

	
	

	6.
	Risk of Non-Compliance

	
	

	
	Ineffective maintenance can result in reduced life expectancy of the University estate, staff retention issues, and risk to the University in failure to carry out relevant statutory inspections and health and safety responsibilities etc.

	
	

	7.
	Publication

	
	

	
	This procedure is published on the Policy and Procedures Pages on the University Intranet site http://hr.southwales.ac.uk/hr_policies_procedures/ 
This policy can also be requested in hard copy by contacting the Estates Help Desk.

	
	

	8.
	Equality Impact Assessment

	
	

	
	This document has been subject to an impact assessment. (TBC)

	
	

	9.
	Welsh Language Implications

	
	

	
	In developing or revising this procedure, consideration has been given to the requirements of the Welsh Language Act 2012 and the University’s Welsh Language Scheme to ensure that this policy conforms to the commitments given in the Scheme and also facilitates and promotes the use of the Welsh language wherever possible. 

	
	

	10.
	Definitions

	
	

	
	Relevant definitions are contained within the procedure statement.

	
	

	11.
	Links to other policies and procedures

	
	http://hr.southwales.ac.uk/hr_policies_procedures/

	
	

	
	

	
	

	
	

	
	

	
	

	12.
	Further Guidance

	
	

	
	Further guidance can be sought from the Deputy Director of Estates or by visiting the Estates web site on http://estates.southwales.ac.uk/
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