C FLOWCHARTS & CHECKLISTS

What flowcharts and checklists are included in the Handbook?

There are four flowcharts and one checklist included in this edition of the Handbook, as follows:

The Generic Construction Process: illustrating the process for projects managed by
the Urban Design Department, and those managed by external consultants.

Project Prioritisation Process for LEA-Led Projects: a summary of the funding allocation
process.

Procurement Process: provides an overview of the different procurement paths, as
dictated by the source of funding.

Heating Failure: a summary of the procedures to be taken in the event of school
closure due to heating failure.

Project Manager/Client Responsibilities Checklist: demonstrates the different
responsibilities of the property professional versus those of the client. It provides a
detailed list of the separate tasks that must be completed as part of even a minor
project.



(i) Generic Construction Process Flowchart
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(ii) Prioritisation Flowchart for LEA-led Projects

Do you know how your project
stands in relative priority to
others, and when it might be
funded by EaM?
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the project is to be undertaken
from other funding sources
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current status within the LEA’s
priorities.




(iii) Procurement Flowchart
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management and/or
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from EaM Area Team
and/or Clive Belcher
in Procurement on
303 7727.




HEATING FAILS

I

Head teacher decides to close all
or part of schaol, as necessary

¥

School reports heating failure to
Local Radio Stations/
School SupportlUDD

h 4

¥

DD reports to EalM

DD determine if temporary heating is
appropriate & suitable (i.e. school electrical
supply can withstand additional output, no

health & safety implications, & cost effective)

v

v

UDD inform EaM
& Headteacher
immediately

NO:

YES:

UDD confirm
Costs with EaM
and arrange

immediate

delivery to site

h

v

h 4

EAM report to School
Support & Heads on
likely delay before
school can reopen

Temparary heating
installed and school
remains open/sreopens

A F

DD organise repair of
heating plant

v

UDD report variations to
advised opening day to
EaM

v

Fah update School
Support & Heads

|

WORK COMPLETED

(iv)
Heating
Failure
Flowchart



(v) Project Manager/Client Responsibilities Checklist

Activity

Project Manager

School/Client

Approach Project Manager

v

Assist in preparing the Client’s brief

Develop Project Manager'’s brief

Advise on budget/funding arrangements

v
v
v

Arrange funding

Advise on site acquisition, grants and planning

AR

Arrange feasibility study and report

Seek Board of Governors Approval

Develop project strategy

Prepare Project Handbook

Develop Consultant’s brief and Appointment documents

Devise project programme

Select project team members

Establish management structure
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Commit to Invest

Co-ordinate design processes

Appoint consultants

AN

Employ Consultants

Arrange insurance and warranties

Select procurement system

Arrange tender documentation

Organise contractor pre-qualification

Evaluate tenders

Participate in contractor appointment

Organise control systems

Monitor progress

Arrange meetings

Authorise payments
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Pay Consultants and Contractors

Organise communication/reporting systems

Provide total co-ordination

Issue safety/health procedures

Address environmental aspects

Co-ordinate statutory authorities

Monitor budget and variation orders

Develop final account

Arrange pre-commissioning/commissioning

Organise handover/occupation

Organise maintenance manuals

Plan for maintenance period

Develop maintenance programme/staff training

Plan facilities management

Arrangement for feedback monitoring

Provide KPI data relating to cost, time, and qualit
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