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Amendments dated 12th January 20110
3.5
STAGE 4 – Construction

 (d)
Contractor Liquidation/Termination [All Disciplines]


(i)
Allow for cost of administering termination of Contractor (including application of all relevant contract clauses). [Excludes preparation of detailed schedule of work completed to date and all other work associated with termination/liquidation] Amended January 2011
3.7
ADDITIONAL SERVICES

(c)
Planning Appeal [Architect]
(i) Reasonable additional fees for DoES approved appeals will apply. (The appropriate tendered hourly rate will apply for attending hearings.) Amendments to documentation (including the preparation of and issue of supporting information by all disciplines) and the submission of revised applications for Statutory Approvals (where reasons for refusal should reasonably have been anticipated) are deemed to be part of the schedule of services.   Amended January 2011
(e)
Suitability Assessment of Specialists [Architect, M&E Engineer, Civil/Structural Engineer]


(i)
Reasonable additional fees apply to the relevant discipline in accordance with Clause 11 of the Conditions of Engagement  Amended January 2011
(f)
Conciliation and Arbitration [All Disciplines]

(i)
The applicable fee for all work associated with preparing Tender Documents, pre-qualification of Contractors, tendering and managing DoES approved Enabling Contracts on site will be determined by determined at the Client’s choice in proportion to the increase/decrease in overall Services or by the Scheduled Time Charges for changes as specified in Clause 11 of the Conditions of Engagement. Amended January 2011
(g)
Contractor Liquidation/Termination [All Disciplines]
(i)
Reasonable costs associated with Contractor Liquidation/Termination including the preparation of Tender Documents for residual works (including detailed schedules of work completed to date), pre-qualification of replacement Contractors as DTP 4.24, and completing a second Tender process as DTP Section 5 to procure a replacement contractor will apply, where such charges cannot be recouped against the Bond. (The appropriate tendered hourly rate will apply for attending hearings.) 

(ii)
The cost of administering termination of Contractor including contract prolongation up to 3 months is part of Stage Services. Amended January 2011
(h)
Licences and Copyright [All Disciplines]
(ii) Royalty-free, perpetual, non-exclusive, irrevocable, assignable license to amend/reproduce and/or use the Stage 1 Layouts (including indicative Sections and Elevations) and documents without liability to the original Designer(s) is included in Cost of Tender. Amended January 2011
2. Introduction

2.1 Design Team Procedures

(a) The Design Team Procedures and the associated Practice Notes [available at www.education.ie] apply to all Consultancy Services for all Construction Projects funded in part or in total by the Department of Education & Skills [DoES] other than as stated in those documents. For small scale devolved projects including Summer Works projects designers should also refer to Technical Guidance Document TGD007. 
(b) They should be read in conjunction with the Briefing documentation and the [Conditions of Engagement Schedule B] for the particular project or project category. 
2.2 The scope of Service
(a) The Terms of Engagement for consultants is the Department of Finance Conditions of Engagement [available at www.education.ie]. 
(b) The scope of service is as set out in this document, the current Design Team Procedures and the associated Practice Notes, and Schedule B of the Conditions of Engagement. 

(c) The scope of service includes all work required to design and construct the project in a competent and professional manner (Whether expressly stated or not); prepare all documentation and reports required by these procedures; obtain all necessary approvals whether Client, Planning and Building Unit, or statutory approvals, all in accordance with the above documents or as otherwise modified by the briefing information.
(d) Consultation with the client and the DoES is an on-going process during the stages and is included as part of the Service. In particular, the service includes for repeat submissions (where required), meetings and such other communications as may be needed to complete the Project or Stage

3. Project Management and Co-ordination
3.1 Design Team Leader
(a) The Design Team Leader will normally be the Architect (unless otherwise stated). 

(b) The following duties apply to the Design Team Leader (for all Stages) in addition to the duties relevant to his/her professional discipline:
(i) Overall Management /Coordination of Project Stages and Programme including ensuring that any information, communications and/or Stage Submissions are channelled through the Design Team Leader. 
(ii) The Design Team Leader is responsible for reviewing all documentation (from whatever source or discipline), carrying out a quality check on that information and ensuring that all drawings and documents are co-ordinated between the disciplines.

(iii) The Design Team Leader is also responsible for ensuring compliance with the above Design Team Procedures, the Brief and any authorised Client/DoES instruction.

(iv) In addition the Design Team Leader must also ensure effective communications between the relevant DT disciplines, and where such communications or responses are not effective implement corrective action including (if required) client  notification

3.2 Other Design Team Members

(a) The other Design Team members are responsible for all work (relevant to their discipline) required to design and construct the project in a competent and professional manner (Whether expressly stated or not).
(b) The other disciplines are required to co-operate with each other and the Design Team Leader and provide (in a timely manner) all information and documentation needed to permit the other disciplines to complete their work. 
(c) All Design Team members are also required to review, quality control and co-ordinate all information and Stage documentation with other DT members, and ensure compliance with the Design Team Procedures, the Brief and any authorised Client/DoES instruction.
4. Stage Services 

4.1 STAGE 1 – Preliminary Design 


(a) Coordination of Project Stage [All Disciplines]

(i) Co-operate with Design Team Leader and provide all information necessary for Stage. 
(ii) Review, quality control and co-ordinate all information and Stage documentation with other Design Team [DT] members, and ensure compliance with Design Team Procedures [DTPs] and associated Practice Notes 

(b) Design Team Meetings and Client Consultation [All Disciplines]


(i) Allow for minimum 3 (more if required) Client consultations (by Senior or Director) on site including travel time & expenses:

· initial consultation to review brief and programme or work, 
· prior to developing sketch designs and 
· to discuss and agree draft report. 
(ii) Allow for minimum 3+ Design Team Meetings on site to coincide with Client meetings.

(iii) Include for repeat consultation as above for all material changes to the design or Stage 1 report (other than substantive DoES changes to brief)

(c) Review Brief [All Disciplines]
(i) Validate all briefing and supplementary information (from what ever source) including Health and Safety Risk Assessment and Project Viability Assessment (All)
(ii) Carry out Desk-top Archaeological study of likelihood that Archaeological artefacts may be located on the site or proposed building location or that the site may be part of a conservation area or contain protected structures (Architect)

(iii) Carry out Ground Contamination Desk-top study (Civil/Structural Engineer)

(d) Site Investigation [Civil/Structural Engineer] 


(i) Prepare tender documents (using the Public Works Short Investigation Contract) and obtain fixed price tenders from at least 3 suitable firms all in compliance with the Design Team Procedures and the applicable approval thresholds. Include for ground contamination in the scope of works where a desk study reveals this possibility.  (Civil/Structural Engineer) 
(e) Site Survey/Topographical Survey [Civil/Structural Engineer]
(i) Prepare tender documents and obtain fixed price quotations from at least 3 suitable firms for a Topographical Survey and/or detailed external surveys to building perimeter only (Internal Building Surveys where required are part of Architect’s scope of service). 

(f) Traffic Management Survey and Report complete [Civil/Structural Engineer]


(i) Consult & agree with Roads Section, carry our Road Traffic survey and prepare Traffic Management Report as required
(g) Internal Building Survey [Architect]

(i) Carry out Internal Building Survey (where necessary) or allow for cost of sub-contracting same. 
(h) Archaeology, Special Conservation areas, protected structures/ etc [Architect]

(i) Where subsequent to the desk-top study the Architect is of the view that Archaeological artefacts may be located on the site or proposed building location or that the site may be part of a conservation area or contain protected structures the Architect shall investigate further to determine, where possible, the impact and cost of such site restrictions on the possible site locations. (Refer to Additional Services for consultation (as appropriate) with suitably qualified archaeologist to assess the scope of archaeological services required and procurement of those services.)
(i) Suitability Assessment of Site & Location(s) [All Disciplines]
(i) Prepare and provide written evaluation of all possible locations on site (with evaluation criteria clearly indicated and applied to all the options) as Design Team Procedures.

(j) Evaluation of existing building(s) [All Disciplines]
(i) Where the Design Team’s Terms of Engagement include the evaluation of one or more existing building(s), or where a Schedule of Alterations to existing Accommodation and/or a provisional Schedule of essential Remedial works is provided with the brief, the Design Team must make a careful evaluation/detailed inspection and viability assessment of those existing building(s) identified in the Brief and in particular the elements requiring remedial works as Design Team Procedures 4.9.

(ii) The scope of works to the existing building should be the minimum required to comply with current regulations and to provide a safe, durable educational facility. Unless otherwise stated in the Briefing information, it does not include up-grading to current DoES technical guidance document standards.

(k) Local Authority Consultation [Architect and Civil/Structural Engineer] 

(i) The Architect and Civil/Structural Engineer should consult with the relevant Local Authority Planning Section and Roads Section to determine what constraints if any apply to the particular project and to ascertain the likely conditions which may apply.
(ii) Additional Design Team work including revision to design proposals arising from Planning or Fire Certificate conditions which should have been foreseen at Sketch Design stage are deemed to be part of the scope of service and not a change to the Conditions of Engagement.
(l) Preliminary sketch designs [All Disciplines]
(i) Prepare preliminary sketch design (in consultation with other D.T. members).  Assess and record cost implications (in consultation with QS). Carry out H&S risk assessment. 
(ii) Repeat above design process indefinitely (other than for substantive DoES changes to brief) until design meets Client, Brief & DTP requirements 

(m) Identify and cost all abnormal works [All Disciplines]
(i) Review, mitigate and fully justify each item and its cost in consultation with other D.T. members.
(n) Stage 1 Report (including repeat submissions as required) [All Disciplines]


(i) Co-ordinate, project manage, and oversee the preparation of the Stage 1 Report including the preparation of the Executive summary. (Architect)

(ii) Prepare elements of Stage 1 report appropriate to discipline. Include for amendments (other than for substantive DoES changes to brief) to comply with DoES guidelines, cost and area limits, and Client’s stated requirements, re-printing and re-submission as required (All Disciplines)

(o) Planning and Development Meeting [All Disciplines]
(i) Attend Planning and Development Meeting in Tullamore.  
(ii) Repeat for each revised Stage 1 submission (if required) resulting from non compliance by the Design Team as a group with area and cost limits, DTPs, DoES Guidelines. (Excludes substantive DoES changes to brief)

4.2 STAGE 2a – Developed Sketch Design 
(a) Coordination of Project Stage [All Disciplines]
(i) Co-operate with Design Team Leader and provide all information necessary for Project Stage. Review, quality control and co-ordinate all information and Stage documentation with other DT members, and ensure compliance with DTPs

(b) Developed Sketch Scheme [All Disciplines]



(i) Develop scheme as Stage 1 approval (and agreed amendments) and DoES requirements. 
(ii) Assess H&S hazards and risks for developed Sketch Scheme. 
(iii) Where part of brief, develop proposals for Work to Existing within the area and cost limits agreed. 
(iv) Review project costs with other DT members and in particular Quantity Surveyor.

(c) Design Team Meetings/Client Consultation [All Disciplines] 



(i) Allow for minimum 2 Client consultations (more if required) on site including travel time & expenses:

· prior to preparation of Stage 2a Report, and 
· to discuss and agree draft report. 
(ii) Allow for minimum 2+ Design Team Meetings on site to coincide with Client meetings. 
(iii) Include for repeat consultation as above for all material changes to the design or Stage 2a report (Excludes substantive DoES changes to brief)
(d) Stage 2a Report [All Disciplines]  



(i) Co-ordinate, project manage, and oversee the preparation of the Stage 2a Report including the preparation of the Executive summary. (Architect) 
(ii) Prepare elements of Stage 2a report appropriate to Discipline (All) 

(iii) Include for amendments (other than for substantive DoES changes to brief) to comply with DoES guidelines, cost and area limits, and Client’s stated requirements, re-printing and re-submission as required

(e) Design Stage Review Meeting (including repeat submissions as required) [All Disciplines]
(i) Attend Design Stage Review Meeting in Tullamore. Repeat for each revised submission resulting from non compliance
4.3 STAGE 2b – Detailed Design

(a) Coordination of Project Stage [All Disciplines]
(i) Co-operate with Design Team Leader and provide all information necessary for Project Stage. 
(ii) Review, quality control and co-ordinate all information and Stage documentation with other DT members, and ensure compliance with DTPs

(b) Design Team Meetings/Client Consultation [All Disciplines]


(i) Allow for minimum 3 Client consultations (more if necessary) on site including travel time & expenses:

· after receipt of Statutory Approvals, 
· after Detailed Design is substantially complete and 
· to discuss and agree Stage 2b Report. 
(ii) Allow for minimum 3+ Design Team Meetings on site to coincide with Client meetings (or more as required). 
(iii) Include for repeat consultation as above for all material changes to the design or Stage 2b report (other than for substantive DoES changes to brief).
(c) Statutory Approvals [Architect, Civil/Structural Engineer and M&E Engineer]

(i) Consult with Roads Section and Drainage Section where required (Civil/Structural Engineer) 

(ii) Prepare BER for inclusion with statutory approvals (M&E Engineer) 
(iii) Consult with Statutory Authorities as required for all statutory Permissions including Fire Certificate and DAC. Prepare and submit all statutory Approval applications. (Architect), 
(iv) [All statutory approvals are part of the scope of service. Where external expertise (e.g. Fire Specialists) is considered necessary by the Architect, the procurement and payment of that specialist (as a sub-consultant) is deemed to be included in the Architect’s fee]
(v) Prepare and submit reports on Statutory Approval decisions (with recommendations) to Client and DoES (Architect with input from other DT members as required). 
(vi) Include for amendments to documentation and re-submission of revised applications for above (where reasons for refusal should reasonably have been anticipated) (Architect) 

(vii) Allow for preparation of and issue of supporting information required by Architect for Planning /Fire Certificate/DAC Appeal (All Disciplines except Architect)

(d) Detail Design [All Disciplines]
(i) Assess H&S hazards and risks for detailed Design. Determine appropriate level of risk transfer. 
(ii) Where the project has an exceptional level of complexity, obtain agreement of DoES to use of appropriate specialists.

(iii) Develop scheme as Stage 2a approval (and agreed amendments), Statutory Approvals and DTP requirements including thorough pre-planning of the building, services and external works. Detail and specify fully all elements. 
(iv) Review costs and through design and selection of materials ensure project is within approved budget. Prepare Tender Documents (Using appropriate Public Works Contract) in accordance with DTP Practice Note 2. 

(e) Suitability Assessment of Contractors [Architect, QS]


(i) Where the Restricted Procedure is recommended by the DTPs and associated Practice Notes, prepare Contract Notice, manage queries, and receive expressions of interest. Assess all submissions, and determine whether each applicant meets the minimum standard, and if so jointly mark (with the QS) each qualifying applicant. 

(ii) Notify each applicant of their results and de-brief unsuccessful applicants. Prepare and submit list of contractors and their marks as Design Team Procedures to DoES. (Architect)
(iii) Where the agreement of DoES to use of appropriate specialists (excluding has been obtained prepare Contract Notice, manage queries, and receive expressions of interest. Assess all submissions, and determine whether each applicant meets the minimum standard.

(f) Stage 2b Report (including repeat submissions as required) [All Disciplines]


(i) Liaise with other DT members during preparation of Bill of Quantities (All disciplines)
(ii) Manage and co-ordinate assembly of Tender Package (Using appropriate Public Works Contract) in accordance with DTP Practice Note 2. Co-ordinate, project manage, and oversee the preparation of the Stage 2b Report. (Architect)
(iii) Include for amendments to comply with DoES guidelines, cost and area limits, and Client’s stated requirements (other than for substantive DoES changes to brief), re-printing, re-submission and meetings with DoES all as required (All disciplines)
4.4 STAGE 3 – TENDER ACTION

(a) Coordination of Project Stage [All Disciplines]
(i) Co-operate with Design Team Leader and provide all information necessary for Project Stage. Review, quality control and co-ordinate all information and Stage documentation with other DT members, and ensure compliance with DTPs

(b) Tender Action [All Disciplines]



(i) Allow for printing tender documents (hard copy) for Restricted Procedure (All disciplines) 

(ii) Where the Design Team Procedures or associated Practice Notes allow issue of Tender Documents in Soft Copy (or electronic format) allow for assembly of documents on CD or in electronic format. Include for one hard copy for record purposes and one (or more as required) for validation and signature by apparently successful Contractor. 
(iii) Issue Tenders, respond to Tender queries and receive Tender submissions. Review Tender Submissions in consultation with QS and other DT members allowing for all work required including all communication and meetings with Tenderers (Architect), 
(iv) Prepare preliminary Tender Report (QS with input from other DT members)
(c) Tender Report [All Disciplines]


(i) Prepare Tender Report. Liaise with QS and other DT members during preparation Tender Report. (All disciplines) 

(ii) Include co-ordination and project management of contributions from other DT members. (Architect)

(d) Design Team Meetings/Client Consultation (On site) [All Disciplines]



(i) Allow for minimum 3 Client consultations (more if required) on site including travel time & expenses, including one prior to submission of Tender Report. 
(ii) Allow for Design Team Meetings as required (min 1) to coincide with Client meetings
(e) Appointment of Contractor [All Disciplines]

 

(i) Allow for all work associated with Letter of Intent, and pursuing necessary clarifications/ documentation. (Repeat as required until suitable Contractor appointed.) (Architect with co-operation and assistance of other DT members)

(ii) Issue Alcatel letter to apparently unsuccessful tenderers and de-brief as required including requirements of Remedies Directive. Allow for all work associated with Issue of Letter of Approval. (Architect with co-operation and assistance of other DT members)

(iii) Prepare and issue Contract Award Notice with the prescribed time limits. (Architect)
4.5 STAGE 4 – Construction
(a) Coordination of Project Stage [All Disciplines]
(i) Co-operate with Design Team Leader and provide all information necessary for Project Stage. Review, quality control and co-ordinate all information required with other DT members, and ensure compliance with DTPs

(b) Employer’s Representative [Architect, QS]


(i) Allow for all work associated with acting as Employer’s Representative within DoES approved limits. Attend preliminary Contractor meetings, respond to Contractor queries, and prepare and issue Interim Certificates based on QS recommendations. Administer Contract including construction cost control, processing claims within time limits in Clause 10.5 of the Contract and Employment checks (if required) 

(ii) Allow for administering all contract clauses but in particular Clause 5.3 (7.2 in the Short form of Contract), Pay and Conditions of Employment. Include for checking the prominent display of the Clause, receipt of the Rates of Pay and Conditions of Employment Certificate appropriate communications with the Contractor and random checks of employment all in accordance with DTP Practice Note 5 
(iii) Allow for all additional work including contract prolongation (other than for Contract prolongation consequent to Contractor liquidation) 
(c) Contract Administration [All Disciplines]


(i) Allow for all work (relevant to professional discipline) necessary for the effective administration of the Contract, including close co-operation communication and information exchange between DT members 

(d) Site Inspections and Meetings [All Disciplines]
 

(i) Allow for Director/Senior visiting site at least once a fortnight including travel time & expenses. 
(ii) Allow for concurrent Site Meetings at least once a month and client consultation as required
(e) Contract Prolongation [All Disciplines]
 

(i) Allow for all additional work, contract administration, site visits and site meetings arising from first 3 months of contract prolongation (other than for substantive DoES changes to brief or Contract prolongation consequent to Contractor liquidation) Amended October 2010
(f) Project Reviews [All Disciplines]
 
(i) Prepare and submit a Project Review to the Client and DoES together with each Interim Certificate. (Architect jointly with QS and input from other DT members as required)
(g) Conciliation and Arbitration [All Disciplines]


(i) Allow for maintaining up-to-date project files. (Printing and issue in hard copy not included.) [Excluding case preparation; associated research; assembly, printing and issue of documents required, and attendance at hearings] Amended October 2010
(h) Contractor Liquidation/Termination [All Disciplines]


(i) Allow for cost of administering termination of Contractor (including application of all relevant contract clauses). [Excludes preparation of detailed schedule of work completed to date and all other work associated with termination/liquidation] Amended January 2011
4.6 STAGE 5 – HANDOVER/FINALACCOUNT

(a) Coordination of Project Stage [All Disciplines]
(i) Co-operate with Design Team Leader and provide all information necessary for Project Stage. Review, quality control and co-ordinate all information required with other DT members, and ensure compliance with DTPs

(b) Substantial Completion [All Disciplines]
(i) Co-ordinate, project manage, and oversee the preparation and delivery of the building information pack for the Client at handover. Issue Certificate of Substantial Completion and opinions on compliance (Architect) 

(ii) Allow for commissioning all M&E Installations (M&E Engineer)
(iii) Provide comprehensive sets of the latest issue of construction drawings and specifications to the Client and the Occupier. Liaise with and assist PSDP in assembly of information/ documents for Safety File. Consult with PSDP regarding Contractor provision of information for Safety File prior to issue of Substantial Completion. Meet client on handover and explain operation of building. Allow for supplementary visits as required (All disciplines)
(iv) Prepare Defects list in consultation with Contractor and Client. (Architect with input from Civil/Structural and M&E Engineers)

(c) Final Account [All Disciplines]
(i) Prepare Draft Final Account Summary (QS and Architect). 
(ii) Allow of all work necessary in agreement of Final Account with Contractor and Client including obtaining DoES Financial sanction, and attending meetings as required (including travel and expenses). Prepare and submit Final Account Report on completion of the Defects Period. (All disciplines)
(d) Defects period [All Disciplines]
(i) Allow for all works necessary to administer defects liability period including site visits as required (All disciplines)
(ii) Allow for repeat site visit and re-commissioning all M&E Installations shortly prior to completion of Defects liability period (M&E Engineer)
4.7 ADDITIONAL SERVICES

(a) Archaeological Services [Architect]
(i) Consult with an archaeologist to assess the scope of archaeological services required, prepare scope of work and obtain fixed price quotations from a minimum of 3 Archaeologists as DTP 3.8
(b) Invasive Survey [Architect]
(i) Prepare tender documents and obtain fixed price quotations from at least 3 suitable Contractors for Builders Work (including making good if required) associated with invasive survey (where required and approved by DoES

(c) Planning Appeal [Architect]
(i) Amendments to documentation (including the preparation of and issue of supporting information by all disciplines) and the submission of revised applications for Statutory Approvals (where reasons for refusal should reasonably have been anticipated) are deemed to be part of the schedule of services.  Reasonable additional fees for other DoES approved appeals will apply. (The appropriate tendered hourly rate will apply for attending hearings.) Amended January 2011
(d) Provision for Enabling Contracts [All Disciplines]
 

(i) The applicable fee for all work associated with preparing Tender Documents, pre-qualification of Contractors, tendering and managing DoES approved Enabling Contracts on site will be determined by determined at the Client’s choice in proportion to the increase/decrease in overall Services or by the Scheduled Time Charges for changes as specified in Clause 11 of the Conditions of Engagement. Amended January 2011
(e) Suitability Assessment of Specialists [Architect, M&E Engineer, Civil/Structural Engineer]


(i) Where the agreement of DoES to use of appropriate specialists has been obtained the consultant for the relevant discipline shall prepare Contract Notice, manage queries, and receive expressions of interest. He/she shall then assess all submissions, and determine whether each applicant meets the minimum standard.

(ii) The consultant for the relevant discipline shall then notify each applicant of their results and de-brief unsuccessful applicants. Prepare and submit list of specialists and their results as Design Team Procedures to DoES. Reasonable additional fees apply to the relevant discipline in accordance with Clause 11 of the Conditions of Engagement  Amended January 2011
(f) Conciliation and Arbitration [All Disciplines]

(i) Reasonable additional costs for case preparation and the assembly and printing of documents for conciliation and/or Arbitration hearings will apply in accordance with Clause 11 of the Conditions of Engagement. The appropriate tendered hourly rate will apply for attending hearings. Maintenance of current and up-to-date project files in accordance with good practice is part of Stage Services. Amended January 2011
(g) Contractor Liquidation/Termination [All Disciplines]

(i) Reasonable costs associated with Contractor Liquidation/Termination including the preparation of Tender Documents for residual works (including detailed schedules of work completed to date), pre-qualification of replacement Contractors as DTP 4.24, and completing a second Tender process as DTP Section 5 to procure a replacement contractor will apply, where such charges cannot be recouped against the Bond. (The appropriate tendered hourly rate will apply for attending hearings.) 
(ii) The cost of administering termination of Contractor (including contract prolongation up to 3 months) is part of Stage Services. Amended January 2011
(h) Licences and Copyright [All Disciplines]
(i) Royalty-free, perpetual, non-exclusive, irrevocable, assignable license to amend/reproduce and/or use the Stage 1 Layouts (including indicative Sections and Elevations) and documents without liability to the original Designer(s) is included in Cost of Tender. Amended January 2011
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