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MANUKAU PARKS

DEVELOPMENT TEAM CONSULTANTS MANUAL
(Fourth edition)  
If the Development Team were faced with a question on what would be the most important resource for them to achieve their targets, then the response would have to be, “the wide range of consultancies we engage to design and project manage our projects”.  

In an attempt to simplify council requirements, we have over time made significant changes to our processes.  These processes and system have now been in place since 2004 and have proved very successful from the Parks team’s perspective.  Based on feedback received this has also been the experience for the range of consultancy and contracting companies. We have been monitoring this process and have been making changes and have introduced enhancements to the process and documentation. 

We have been taking note of those aspects where we received questions on clarification and/or where we experienced a lack of processes being followed by consultancies.  The “Consultants Manual” has been developed to give all consultancies specific information and templates to use within project stages and the process.
We request that this information be shared with all those who will be undertaking work for Manukau Parks.    
However the manual has not been developed with only process in mind, it is also our commitment to developing long term relationships with consultancies, ensuring we are working together to realise the best possible outcomes for our communities.  We believe that although consultancies are engaged to plan, design and project manage our projects, we also rely on them to add value to the processes and outcomes in those areas they are engaged.

It will take some time for you to digest the information contained in the manual, we trust that you will find it easy to work with and that it will be a tool which can be used to achieve better efficiencies for all organisations.  

MANUKAU PARKS

Core Services
Planning, development and maintenance of settings for outdoor recreation:

· Beaches, bush, farmland, streams

· Sports grounds, playgrounds

· Trails, picnic areas

· Street trees, gardens, civic areas

· Heritage buildings and sites.
Managing park use:
· Reservations, site allocation

· User safety and park protection

· Facilitating volunteers

· Providing access and information

· Natural and cultural heritage:
· Conservation and enhancement

· Interpretation.
Purpose
To contribute to the quality of life in Manukau through:
· Stewardship of natural and cultural resources

· Fostering community understanding of their heritage

· Planning and providing open space settings for recreation and cultural expression and visual amenity

· Enabling community involvement on parks.
Critical Success Factors
· Community and political support

· Sound strategy, marketing and community involvement

· Skilled, motivated, passionate team

· Good processes and systems

· Innovation and best practice

· Reputation for quality, results and value for money

Values
· Customer satisfaction

· Healthy environment 

· Esprit de corps

· Participation

· Innovation

· Integrity

1 INTRODUCTION

The Parks Development Team’s core business is to create high quality parks and related assets for the benefit of the community.  We aim to satisfy our customer expectations while protecting and enhancing the built, natural and cultural environment.  Our focus is to implement the Parks Strategy, ‘Making Connections’ and the applicable projects within the Long Term Council Community Plan and to achieve programmed projects as per annual budget targets.  As a team we aim for innovative solutions and strive for added value.  

To achieve this there must be clear communication within Manukau Parks and with our external contacts.  Processes will be well defined and logical for all those involved.  We will strive to foster and build strong relationships with our external and internal contacts.  Through open communication and regular review we will aim for continual improvement to processes and outcomes.  

2 PURPOSE OF THE CONSULTANTS MANUAL

The aim of this manual is to provide information regarding our expectations of consultants engaged for professional services, and our procurement and contract processes for physical works.  This is in line with Manukau City Council procedure but has been adapted to be specific to Manukau Parks.  

We acknowledge our system of procuring works may be unique and needs some explanation.  This manual will guide your work for Manukau Parks and includes most of the commonly required information.  It also includes templates and examples of some of our standard documentation such as Project Briefs, Advertisements and Delegation Certificates.

This manual should be circulated to all staff within your organisation who will be involved with Manukau Parks’ projects.  Updates to any of the information and/or templates will be sent to the contact person nominated as your contact under the blanket contract.

We realise that the processes and procedures involved are evolving constantly and that this manual will require constant updating and being added to, to ensure it remains useful and relevant.
3 INTRODUCTION TO OUR PRE-APPROVED SYSTEM

Much of our work is secured under our ‘Pre-approved’ Consultants and Contractors blanket contracts. This is a unique system whereby consultants and contractors have been through a weighted attribute evaluation process and selected to form part of pre-approved panels for various categories of services/work  The successful companies have signed the relevant contract documents with Manukau City Council which cover standard legal, contractual, health and safety and insurance issues.

These pre-approved contracts are essentially period of supply agreements for a term not usually exceeding five years. During this time the council can invite other consultants/contractors onto the panels after a similar evaluation process, as carried out for the original panel, provided the consultants/contractors meet the relevant requirements. 

Once the panels are in place individual projects are scoped, quoted and awarded under the blanket contracts.  This system has been introduced to ensure high standards of work and save on administration time and costs by reducing the number of individual contract documents and insurance requirement.
However, certain information is still required on a project by project basis.  For example site or job specific health and safety plans are still required and Contract Works insurance may be required. 

3.1 Project Brief Templates

Templates have been developed (see appendix for a list) for Project Briefs, Professional Services and Physical Works.  Once completed these contain all relevant project information and when signed by both parties form the final contract.  These become part of the contract and must contain all the relevant information for the successful completion of projects.  

Headings within the templates give a guide to the necessary information.  Yellow shaded areas and red font have been used to highlight where the templates must be filled in or changed.  Red text can be selected and made black where these are appropriate to a specific projects scope.  In some instances you will need to edit and add text to align with the relevant project scope.  If this is required discuss this with the Manukau Parks project manager however this should only be required in very few instances and should only be done in instances where it is required to align the document with the outcome required on the project.  The consultant should fill in all information including scope, frequency of reporting, deadlines etc.  

4 ADDITIONAL REQUIREMENTS FOR PROFESSIONAL SERVICES

4.1 Project Brief Templates Available

· TP01- MPPB Professional Services Concept Stage

· TP03- MPPB Professional Services Concept and Detail Design Stage 

· TP05 –MPPB Professional Services Detail Design Stage 
· TP07- MPPB Physical Works NZS 3910 
· TP08- MPPB Physical Works (NON 3910)  
4.2 Disabilities Planning

Project Briefs contain information on this and it is a requirement that each project addresses this issue.  The consultant is required to obtain a copy of the Resource Handbook for Barrier Free Environment from the Barrier Free New Zealand Trust which includes the checklist.

4.3 Consultants Reporting

Progress reports will be required for most professional services.  The frequency of reporting will be shown on each project brief and may vary depending on the length and complexity of the project.

The successful bidder will be required to submit a detailed timeline for achieving the outcome and milestones under each project brief.  This should be in a MS Project (preferable) or Excel format.  This timeline will form the basis for tracking project progress and will be maintained by the consultant.  A template example has been provided under the sample letters and templates (see TP21).
5 PHYSICAL WORKS PROCUREMENT OVERVIEW 

This outlines the steps in awarding a project for Manukau Parks. The left hand column shows the pre-approved method and the right hand shows the equivalent steps required for the public tender method.


5.1 Procurement Procedure Details (from flow chart)
(a) Prepare Project Brief (RFQ) 
Prepare standard project brief using following templates 

· TP07- NZS 3910
· TP08 - NON 3910

Supporting background information, drawings and specifications are to be attached.
Car parks, park structures and electrical panels are NZS3910, all the remaining panels are Non 3910.

Refer to list of pre-approved categories for those types of work that are covered by the pre-approved method (See TP30 & TP31).

The consultant is to be responsible for identifying any site or job specific hazards and include these in the brief.

For projects under $25K a purchase order must be raised with Manukau Parks administration staff.

Works over $25K need to have competitive quotes (See TP17- Procurement Delegations). The Manukau Parks Project Manager will obtain a discrete Contract number from Procurement. Reference is made to the pre-approved “head” contract number after the signatures in the brief template.
(b) Prepare Tender Document (RFT, RFP) 
Works outside the scope of the pre-approved blanket contracts must be have competitive quotes if over $25K. If over $25K but less than $100k invite at least three companies to price. If over $100k work is to be competitively quoted or tendered and has to be publicly advertised. (See TP17- Procurement Delegations) 

Manukau City Council has standard templates for tenders and contracts which shall be used.  These will be supplied electronically when requested.  Consultants are to request these from the Manukau Parks Project Manager responsible for the project.  At the same time you need to supply the proposed Contract title to the Project Manager who will request a Contract number and forward this back to the consultant once the number has been allocated.  

Each project will require you to request a new contract template to ensure the most recent document is used. Such contracts will require sign off from Council’s Contracts Advisors before going to the market.

The consultant is responsible for identifying any site or job specific hazards and must include these in the tender and contract documents.

(c) Document Approval
The Manukau Parks Project Manager is to review the Project Brief and approve it before it is sent out.

When a project is being undertaken which does not fall within the scope of the pre-approved categories a standard council template is to be used. The council’s Contract Advisor is to review the tender document and approve it along with the Manukau Parks Project Manager. Allow ten (10) working days for this process.

(d) Requests for Quotation (RFQ) – Pre approved Panels


Requests for quotation will be submitted to the pre-approved panels via the LGOL Tenderlink web page and will be undertaken by Manukau Parks.  Quotations will also close via this process (electronic tender box) and once the quotation period has lapsed the submissions/quotes will be forwarded to the consultant to review and submit a tender recommendation. Notices to tenderers (NTT) (see TP12) will also be managed via the web. Any suitable closing date and time may be selected (see project brief).

If the work cannot be undertaken under one of the pre-approved categories then quotes will have to be obtained by inviting three selected companies to price if under $100K.  For projects with an estimated value over $100k follow the public tender process.  An appropriate form of standard MCC contract (RFT or RFP) will then have to be prepared for projects depending upon their value. In these instances discuss with the MCC Project Manager who will advise accordingly. 
(e) Public Tender (RFT & RFP) (instances where pre-approved panel cannot be used)
Prepare advertisement for tender with an engineers estimate over $100k.  The tenders will also be advertised via the LGOL Tenderlink web page and will be placed by Manukau Parks.  All tenders must close on a Wednesday at 2.00pm at Civic Centre, main reception.  Note that the closure date, time and location must be provided to be loaded together with the documentation.
The consultant is responsible for managing the supply of information related to the tender and is responsible for providing clarification on tender enquiries.  Manukau Parks will manage the flow of the information via the LGOL Tenderlink web page.
Also inform the Parks Project Manager by e-mail of the closing date for the tender to ensure this information can be forwarded to the MCC Procurement representative (only in the case of public tender where the tenders will close at the Civic Centre Reception in the tender box). 
At 2.00pm on the closing date of a tender, the MCC Procurement representative will clear the Tender Box.  The MCC Procurement representative will then commence the opening of the envelopes and announce only the name of the tenderer and the amount of the tender deposit, if one is required.  These details will immediately be recorded in the duplicate tender receipt book.

Once all tenders have been announced, the MCC Parks Project Manager will uplift the tender documents for which they are responsible and sign for receipt of the documents in the Procurement Coordinator’s duplicate tender receipt book.

When the Request for Tender document specifies that the tender price be placed in an envelope separate from the other tender submissions, the MCC Procurement representative shall gather up the price envelopes and keep these until the attribute evaluation and scoring have been completed.  

The opening of the price envelopes must be witnessed by at least two persons and the list of prices and the date and time of the opening must be recorded and signed off by the witnesses.

All tender prices are to be valid for a period of three months, unless agreed by alternative arrangement made with the Manukau Parks Project Manager.
(f) Expressions of Interest (REOI) 
All Expressions of Interest close on a Thursday at 2.00pm at Civic Centre.  The REOI will also be advertised via the LGOL web page and will be placed by Manukau Parks.
At 2.00pm on the closing date of the Expressions of Interest, the Business Performance Team will clear the Expressions of Interest box.  The MCC Procurement representative will then commence the opening of the envelopes and announce only the name of the Expressions of Interest submitters. These details will be recorded in the Tender/Expressions of Interest book.

Once all Expressions of Interest have been opened and announced, the council’s representative will uplift the Expressions of Interest documents for which they are responsible.

(g) Prepare Tender Recommendation 

A written tender recommendation is required for all tenders (RFT) and Requests for Quote (RFQ). (Email is acceptable in case of RFQ).  However all projects with a value over $200,000 will require a “Tender Panel Report and Delegated Authority for Award of Contract value over $200,000”.
The Manukau Parks Project Manager will prepare the tender panel report on the basis of the consultant’s tender recommendation and supporting background information.

Tender panel reports have to be received by our procurement team by 4:00pm on Friday afternoon for inclusion in the agenda for the tender panel meeting on the following Thursday.

No work over $200,000 is to be awarded until tender panel approval has been granted. 
h) Project Award 

Once approval has been given to proceed with awarding the project, the consultant is to prepare and send out successful and unsuccessful letters in the cases of public tenders (RFT & RFP).  Where the RFQ process is followed unsuccessful tenderers will be informed by Manukau Parks via the LGOL Tenderlink website. The consultant is still required to inform the successful tenderer by letter or email.  

(i) Final Documents

Project Briefs/Contracts:
· Professional Services - 3 copies on white paper (one copy of risk assessment, not required for concept only stage)

· Physical Works - 4 copies on white paper (one copy of risk assessment).

For all publically advertised Requests for Tender (RFT) based on NZS 3910 the consultant is to use the 3910 Outline (refer TP07A-3910 Contract Outline) for organising the contract information. Detail plans are for reference purposes only and can be A4 size and double sided. This outline is also to be used for privately advertised requests for quotation (RFQ) where projects are of a complex nature or contain separable portions where it is important to maintain a transparent audit trail. The level of detailed information included must be decided by the Manukau Parks Project Manager in liaison with the consultant.
For larger projects with complex documentation it is advised that a loose leaf, bulldog clipped, draft copy is provided for review by the Parks Project Manager and Contracts Advisor before printing final copies for signatures.
Forward all copies back to the Manukau Parks Project Manager. Organise and ensure all copies are signed.  Allow five (5) working days for signing of documents for projects over $100k at the council. 

Insurances must be checked for currency and copies of signed insurance Council

Certificates must be included in the documentation (refer TP10). 
Job specific health and safety plan must be provided and approved before works commence.

Works must not commence until all documents are signed and a contract number included.

(j) Contract Administration
Contract administration is deemed to include managing contractor performance, site issues, correspondence, variations, project budget and undertaking meetings, progress inspections, health and safety inspections, practical completion inspections etc.  Manukau City Council has standard templates for: pre-award/commencement meeting; contract communication; variations; site inspections; health and safety inspections etc.  These are all available on the website. Many companies will already have their own templates which can be used if they cover the information required.
k) Variations
All variations over the "base value" of the contract (i.e. not including any contingency or GST) must be supported by a Variation (SeeTP25). For contracts up to $100k these must by signed the Manukau Parks Group Manager, over $100K these must be signed by our Community Director. Allow five working days for the processing of such variations.  Variations can be grouped over several site instructions for convenience. 

If the current variation exceeds the base value plus the approved contingency allowance then an increase in funding must be approved by the council staff member with the necessary delegation. The appropriate documentation for such approval will be completed by the Manukau Parks Development Project Manager with supporting information from the consultant.
In practice there may be some leniency around the timing for signing of variations that lie within the approved contract expenditure, that is including contingency, but if this expenditure is exceeded then it will be essential to obtain approval for extra funding before proceeding with the additional physical works.

(l) Payment

It is usual for the contractor to lodge a monthly progress claim. This claim should take the form specified in the project/contract documents.  The consultant must review, check and approve all progress payments and prepare a Contract Payment Schedule.  

Where contract works are completed within one month and there is no defects liability period, it is usual to make only one payment when all work has been satisfactorily completed and inspected.

All invoices and payment schedules relating to works undertaken under a Project Brief must quote the contract and job number.  

All invoices and payment schedules relating to works undertaken under a standard contract must quote the unique contract number.  

If invoices do not quote the job number as outlined above, the invoice will be returned to the vendor.  This will result in the non payment of the invoice.
The original invoice must be sent to the MCC Accounts Payable Unit by the consultant or the contractor once the copy of the payment schedule / invoice has been agreed / approved by the Manukau Parks Project Manager.
6 CONTRACT INSURANCE
Contractors require insurance as follows:
· Public Liability up to $2,000,000 (needs to be include Principals vicarious liability cover)

· Motor Vehicle cover up to $2,000,000

· Plant and equipment cover for each piece of equipment over $50,000 in value

· Contract works insurance is job specific and therefore is not covered under the blanket contracts. It should be considered for each physical works project. Contract Works Insurance is usually only required in those instances where damage to the works could result in significant financial loss to the contractor. Most parks type projects will not require contract works insurance as works can normally not be totally destroyed. For example, with the exception of buildings, no existing parks assets are insured.

The standard Insurance Council certificates (see TP10) must be completed by the contractor’s insurance company or authorised broker. 
If the contractor has any difficulty with council's insurance requirements get them to contact our risk assessor:

Colin McCulloch

Jardine Lloyd Thompson Ltd

PO Box 6743

Auckland, NZ

DD: +64 9 300 6661

274 772 743

colin.mcculloch@jlt.co.nz

7 HEALTH AND SAFETY

All contractors working on Manukau Parks’ projects must be partners in health and safety with Manukau City Council or in the process of becoming partners in health and safety
The consultant is to be responsible for the contractor’s health & safety compliance as required under Section 0.4.1 of the “Managing Health & Safety of Physical Works Contracts in Manukau City” document (refer TP 19). 

Responsibilities to include but not limited to are:
· Check contractor’s site specific safety plan against Physical Works Safety Plan checklist under Appendix 2.4 and approve if all requirements are met that are relevant to the size, scope and risks associated with the project.

· An item for health & safety is to be part of every project meeting agenda and the consultant is to record all health and safety issues (including near misses) and areas for improvement. All audits are to be tabled and the consultant is to make sure all issues are recorded with follow up actions and when they are closed off as being completed. 

· Carry out monthly or required contractor audits. The consultants can use their own forms for this provided they cover all the necessary aspects of health &safety related to the project outcomes. Alternatively consultants can use or adapt the “Contract/Project Safety Assessment” form under Appendix 2.6. Audits to be sent to Manukau Parks Project Manager in pdf format. Cc ron.upshire@manukau.govt.nz
·  The consultant is to ensure the contractor fills out “Manukau City Council’s Monthly H & S Report” under Appendix 2.7. Send copy to consultant, MCC Project Manager, Noeline Stewart Noeline.stewart@manukau.govt.nz and Ron Upshire    ron.upshire@manukau.govt.nz 

· Managing as required any council or Department of Labour Improvement or Stop Work notifications that may be issued. 

· At the end of the project the consultant is to complete a Physical Works Contractors Health & Safety Review Appendix 2.8 and is to complete the Competency Review Sheet. 

For contracts less than one month the consultant and MCC Project Manager are to make an assessment of health & safety reporting requirements applicable to the risks involved.

IMPORTANT

All serious harm injuries are to be reported to the Parks Project Manager immediately and the consultant is to make sure that the contractor has secured the site and reported the incident to the Department of Labour. The Parks Project Manager will report to the council’s Health and Safety unit who will in turn also report to the Department of Labour.

Any issues with health and safety requirements contact:
Noeline Stewart 

Safety Advisor - Contracts, Audits and Training 

Organisational Performance, Human Resources 

Ph 09 262 8900 x 8185 

Mob 027 224 7158 

Fax 09 262 5172 

Email noeline.stewart@manukau.govt.nz 

Private Bag 76917 Manukau City 2241, New Zealand 

8 NZS 3910: 2003
The use of NZS 3910: 2003 is job specific and applies to any physical works undertaken within the following pre-approved contract categories:
· Construction of Boardwalks and Bridges, new and renewal
· Resurfacing and Development of Car Parks, Accesses and Associated Works
· Electrical Installations, new and renewal.
The NZS 3910: 2003 First Schedule Special Conditions of Contract template is in the attachment to the project brief and should be completed for any physical works undertaken within the mentioned NZS3910 blanket contracts.
9 PROJECT INFORMATION FILE (PIF) 
The consultant is to be responsible for completing a Project Information File (see TP29) at the conclusion of the project. This is to include a set of as built plans, guarantees etc. in electronic format, if required under the project brief.

10 PROJECT HAND OVER

The consultant is to arrange a project hand over meeting with the following present:
· Parks Development Project Manager
· Parks contracts manager, for the particular asset involved 

· Physical works contractor

· The current parks maintenance contractor.

The consultant is to produce a suitable document for the above parties to sign as an agreement that the work is of an acceptable standard to be handed over to the current parks maintenance contractor for routine maintenance. This is to begin from an appropriate date to be specified in the signed document.
Note: at the Manukau Parks Project Manager’s discretion this meeting could be held before, after or at the same time as the Final Inspection.  Maintenance contactor may be willing to take over responsibility for the asset on goodwill, subject to defects of a minor nature being corrected by the physical works contractor.

11 AMENDMENTS

Amendments will be made to the contract templates from time to time.  To ensure the most recent template is being used the consultant needs to check the MCC website for any updates to ensure the latest version is being used.
12 APPENDIX - CONTRACT MANUAL TEMPLATE LIST
Status: 

Mandatory = Must be used as part of standard MCC contract documentation

Optional = alternative can be used if consultant has similar documentation
	Template #


	PROJECT BRIEFS & FEE SPREADSHEETS
	Status

	TP01
	TP01-MPPB Professional Services Concept - V10.dot
	Mandatory

	TP02
	TP02- (CFS) Consultants Fee schedule-Concept-V3.xlt
	Mandatory

	TP03
	TP03- MPPB Professional Services Concept & Detail -V12.dot
	Mandatory

	TP04
	TP04-(CFS)  Consultants Fee schedule Concept & Detail V4.xlt
	Mandatory

	TP05
	TP05- MPPB Professional Services Detail Design Stage -V12.dot
	Mandatory

	TP06
	TP06- (CFS) Consultants Fee schedule Detail Design V4.xlt
	Mandatory

	TP07
	TP07- MPPB Physical Works ( 3910-2003) - V9.dot
	Mandatory

	TP07A
	TP07A-3910 Contract Outline.doc
	Mandatory

	TP08
	TP08- MPPB Physical Works (NON 3910) -V10.dot
	Mandatory

	TP09
	TP09- (SOP) Schedule of Prices -V3.xlt
	Optional



	TP10


	TP10- Insurance Certs -Phys Works.pdf
	Mandatory

	TP11
	TP11 MCC Risk Assessment.doc
	Mandatory

	Template #


	TENDER COMMUNICATIONS
	Status

	TP12
	TP12-(NTT) Notice to Tenderer.doc
	Optional



	TP13
	TP13-Letter -Successful Expression of Interest.doc
	Optional



	TP14
	TP14-Letter -Successful Quote.doc
	Optional



	TP15
	TP15-Letter -Successful Tender.doc
	Optional



	Template #


	TENDER RECOMMEDATIONS
	 Status

	TP16
	TP16-Tender Recommendation.doc
	Optional



	TP17
	TP17-Procurement Delegations.doc
	Information


	Template #


	PROJECT MANAGEMENT
	  Status

	TP18
	TP18-Pre Award Meeting.doc
	Optional



	TP19
	TP19 -MCC Process for managing physical works safety_V4_Feb 2010.doc
	Mandatory

	TP20
	TP20-Contract Communication.doc
	Optional



	TP21
	TP21- (PUT) Project update Template -V1.mpt
	Optional



	TP22
	TP22- Site Visit Report.doc
	Optional



	TP23
	TP23-Certified Work Letter.doc
	Optional



	TP24
	TP24-Certifed Works Certificate.doc
	Optional



	TP25
	TP25 -P_Contract_Variation_Form_v3.0.doc
	Mandatory

	TP26
	TP26-Practical Completion Certificate.doc
	Optional



	TP27
	TP27-Defects Liability Certificate.doc
	Mandatory

	TP28
	TP28- Letter Bond Release.doc
	Optional



	TP29
	TP29-(PIF) Project Information File.doc
	Mandatory

	Template #


	SUNDRY INFORMATION 
	  Status

	TP30
	TP30 Pre-approved Consultants Details-2009-10.xls
	Information

	TP31
	TP31 Pre-approved Contractors Details-2009-10.xls
	Information

	TP32
	TP32-Phone List  Office Aug-10.rtf
	Information

	TP33
	TP33-Organisational Chart.pdf
	Information

	TP34
	TP34-Design Out Crime (CPTED).pdf
	Information
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