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Network News is a monthly newsletter from the Ministry of Education’s Property Management Group to keep schools up-to-date with new policy, common queries and issues about education property. 
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1. What’s New – the Noticeboard

Health and Safety Issues in Schools
Reminder of boards’ obligations for health and safety 

Concerns have been raised about unresolved health and safety issues in some schools. Where health and safety work is required at a school that impacts (or has the potential to impact) on students and staff it must be addressed immediately.

Health and safety work is defined as non-discretionary capital work needed to be done immediately to preserve the building fabric or ensure the safety and welfare of the occupants.  Examples include replacing essential services such as sewerage, water supply, and heating.

What ministry policy is very clear about is that boards need to budget for any health and safety work, including preventative maintenance to keep property, such as boilers, electrical wiring and plumbing, in good repair. See the following excerpt from the Property Management Handbook:

“When deciding on the priority projects in the 10YPP, boards must consider:

· mitigating potential health and safety hazards 

· work to keep buildings watertight and sound 

· keeping essential services operating…..”
(Section 4.2.7)

Intervention by the ministry

While boards of trustees are responsible for the day to day management of school property under their Property Occupancy Document (POD), where an urgent health and safety issue is reported to the ministry, it will work with the board to help resolve the problem without delay.

Our preferred approach is that the board engages a project manager to manage the project.  

For capital works, if the ministry considers insufficient progress is being made, it will engage a project manager directly and/or appoint contractors to undertake the work.

Likewise, the ministry will give help for urgent maintenance projects if schools have a capability problem - but boards will be expected to pay for this work, as usual, from their operating grants.

Funding for health and safety work (capital)

Urgent health and safety projects of a capital nature are funded from a school’s 5YA budget, whether the work is programmed or not.  The project costs will be debited to the school’s current 5YA budget if available, otherwise unforeseen funding will be used and the school’s next 5YA budget will adjusted for these costs.

Funding for unforeseen work
The unforeseen work policy provides funding for a project that is urgent, is a health and safety risk, could not have been foreseen and cannot be covered by the 5YA contingency or existing 5YA funding through reprioritisation of the board's 10YPP.

Budget Plus policy

When the board identifies a health and safety project in its 10YPP greater than 50% of its total 5YA budget, it can apply for Budget Plus funding. The Budget Plus policy is available to top-up the schools’ 5YA funding to meet the costs of the work.

Schools must contribute 50% of their 5YA budget to the project, therefore the cost of the health and safety project must be greater than 50% of the school's total 5YA budget (see Section 3.3 of the Handbook).
Getting help

Local ministry offices have procedures in place to deal with urgent health and safety issues. Discuss problems with them.

In conclusion

Boards of trustees have to address health and safety as first priority in their planning and budgeting. The ministry will help when it is shown that circumstances have given rise to urgent situations that cannot be addressed within the board’s budget, despite taking all care.

Project Management Requirements – Why Do We Have Them?
It has now been a year since the updated project management requirements were issued in the new Handbook. It is a good time to review the purpose of these requirements. 
Purpose of the requirements

The reason why the Ministry of Education has property management requirements is to ensure:

· building work is safely constructed

· funding provided is spent on the work it was allocated for

· risks to the board and ministry are managed during and after the projects

· value for money is achieved.

Everyone using public funding is accountable to the taxpayer - the ministry’s project management requirements are our way of ensuring boards are accountable.

The project management forms

Not all of the forms are mandatory – some are provided to help guide boards through the process. Depending on your project, there are only six or seven that need to be completed for schools to access funding, out of the following:

	Form #
	Form Name
	Reason for Form

	9
	Memorandum of Agreement

(For advancing funds)
	To calculate how much funding needs to be advanced to a school once a contract is let so that it can pay accounts.

	10
	Project Reimbursement Form
	Only required when opting for the under $50,000 process to calculate how much funding needs to be reimbursed to a school.

	11
	Project Component Information
	To identify assets for capitalising in the fixed asset register.

	12
	Procurement process
	To ensure the tendering process was fair and transparent to suppliers and contractors in that they have had the opportunity to bid for taxpayer funded work.

	13
	Tax Invoice
	To fulfil accounting requirements.

	14
	Occupancy Use Certificate
	To record project completion and identify all costs and funding.

	15
	Design Certificate
	An expert signs off that the design meets all building code and other statutory requirements before the project starts and it’s too late to make changes.

	16
	Construction Observation Certificate
	The expert signs off that the completed project is safe and meets the same standards in the design.


Note that project managers should be making sure these are filled in and signed by the appropriate people.

The procurement options

It can sometimes be difficult to decide on the best procurement option for the project. The options and their application are summarised in the table below:

	Procurement option
	What is it?
	When can it be used?

	Emergency
	Approaching the first available contractor
	School (or part of it) will close if remedial work does not proceed immediately

	Selected procurement
	Approaching only one selected supplier
	Where the product/service is:

· proprietary

· compatible with existing assets

· it is a legal requirement

· the open tender process is not cost effective in proportion to the value of the project
· there has been no response to open tenders

	Quotation
	Approaching a minimum of 3 suppliers or contractors
	The cost is less than $50k and the product/service is:

· low value, and/or

· small quantity, and/or

· trade standard, easy to specify

	Competitive tender (1 or 2 stage process)
	· All contractors have the opportunity to bid

Assessment criteria must be set in advance
	Emergency, selected procurement and quotation options do not apply.


Your feedback

The ministry has recently issued a questionnaire to sector representatives who attend the regional forums each term. The questionnaire sees feedback on how we are doing with the Handbook. You may be approached by your sector representative and we appreciate your comments.

Project Management of Board-Funded Projects
Section 3.18.3 of the Handbook talks about boards undertaking projects using board or community funding. However, there is some ambiguity in the wording of this section around whether the project management requirements in Section 5 are mandatory or not for these projects. To clarify, the processes listed in the bullet points in 3.18.3 are all mandatory ie:
· getting ministry permission for the project before starting work 
· making sure the work meets all the legal and ministry design standards, including providing for people with special needs, and providing the ministry with Form 15: Design Certificate and Form 16: Construction Observation Certificate before the start of the project 
· making sure the contractor provides contract works insurance if the project is more than 50% community funded 
· having a health and safety plan for managing the construction site 
· notifying the ministry at the end of the project about any property changes so that the PMIS can be updated. This should be done through CAD plans (if required), Asset Update Forms, and Form 11: Project Component Information. 
· advertising any project over $50,000 on GETS (the Government Electronic Tendering System: www.gets.govt.nz). Once the contract has been let the tender result must be posted on GETS.
The reason for having mandatory requirements is that, even though boards are using their own funding, they are still Crown agents. In some cases they will be using surplus public funding (ie operational funding). In nearly all cases they will be building on Crown land. The ministry has a duty to ensure boards’ primary focus is on the educational objectives of the school and that anything boards build will meet at least minimum standards.
School Laboratories – Using Hazard Waste Operators
The Code of Practice for School Exempt Laboratories was developed by Environmental Risk Management Authority (ERMA) to help schools comply with the Hazardous Substances and New Organisms Act 1996, and the Hazardous Substances (Exempt Laboratory) Regulations 2001.

A full copy of the code is at: 
http://www.nzase.org.nz/safety/COPd2v6march06.pdf
Section 6 of the Code advises the ways to dispose of a number of listed substances. In some instances disposal must be sent to a specialist waste operator.  

If you need to engage the services of a liquid or hazardous waste operator, please ensure that the operator has been certified by the Liquid and Hazardous Waste Certification Council. Certified operators throughout the country are listed on the Wasteminz website 
(http://www.wasteminz.org.nz/sectorgroups/hazardous/LHWOCC.htm#4).

The Ministry for the Environment has worked alongside the Liquid and Hazardous Operators Group to establish this scheme, requiring operators to demonstrate they are complying with relevant legislation and meeting prescribed environmental controls.

Using a certified operator will provide you with assurance that your wastes are being dealt with in a responsible manner.

What’s Covered by the Property Maintenance Grant?
The board is responsible for all maintenance of the land, buildings and other facilities on the school site regardless of ownership. These shall be maintained in good order and repair at all times and to a standard that meets current trade standards of workmanship, complies with all relevant New Zealand legislation and codes, and all current ministry design requirements. This is a requirement of the Property Occupancy Document (POD).
This covers ‘Other facilities' ie all other improvements to the site such as fences, gates, drains, garden plots, trees and shrubs, sealed areas, parking areas, playing fields, retaining walls, structures for outdoor play, adventure playgrounds, swimming pools.

It covers the ‘site' ie all land contained within the legal boundaries for the school, its grounds and playing areas, including recreation areas, horticultural plots, disused land, detached and leased sites.
Difference between capital and maintenance
It is important to understand the difference between capital and maintenance when budgeting. This is because, under the Public Finance Act 1989, funding appropriated for a particular purpose must be used for that purpose ie:
· capital funding (allocated by the ministry) must be used to create or improve an asset that appears on the ministry's balance sheet 

· maintenance funding (provided through operational funding) must be used to maintain school property. Note it can be spent on a capital project if there is any left once all necessary maintenance and repair work has been done.
Distinguishing between capital and maintenance work
	
Capital work (all criteria must be met)

	Maintenance work

	· Creating new property, or

· Replacing existing property, or

· Substantially upgrading existing property
	Work on an existing building, such as:

· painting

· minor replacement

· patching and repairing

· site and ground maintenance

	and

· A new asset is created in the Ministry’s balance sheet, or

· An existing asset needs to be updated in the Ministry’s balance sheet
	

	and

· Project value >$2,500

	and 

includes minor capital work such as the installation of shelving, a sink bench, or a small concrete path up to a value of $2,500

	examples:
· substantial roof replacement
· extension to an existing building
· alterations to improve the delivery of education (extension to an existing building)
· structural strengthening
· carpentry/joinery replacement
· plumbing and water reticulation systems (pipes) upgrade /replacement
· electrical wiring upgrade/replacement
· heating and ventilation upgrade/replacement
· sewerage and toilet upgrades
· floor coverings replacement (across building and over $2,500)
· access for people with special needs e.g. lifts and ramps
· door hardware across buildings
· wall display upgrade
· interior painting (part of overall upgrade such as when walls moved or all interior finishes replaced)
· lighting upgrade
· dust and fume extraction upgrade/replacement
· asbestos removal
· rectification of subsidence of buildings and sites
· fire protection upgrades
· security systems
· traffic management and bus parking bays
	examples:
· reinstating a section of broken water pipe
· floor covering repairs
· painting (pre-paint repairs and preparation, washing, touch ups)
· windows, doors and skylights (easing of sticking, window winding gear, glass, base vents)
· coat hooks, hardware replacement etc
· roofing/spouting repairs and minor replacement
· drainage repairs and minor replacement
· decking repairs and minor replacement
· cladding repairs and minor replacement
· glazing replacement
· redecorating
· carpentry and joinery repairs and minor replacement
· plumbing (pipe and fitting leaks/breakage, tap repair/replacement, washers, reseating, drainage, blockages of storm water and sewerage, pump maintenance, toilet and shower facilities, fume cupboards)
· electrical fittings repair
· heating and ventilation systems (boilers, chimneys, pipework, radiators, bunkers, annual boiler inspection, mechanical ventilation) maintenance programme
· fire protection (smoke detectors/intruder alarms)
· fence and exterior surfaces repairs and minor replacement



	Volume change

To help decide whether a task is capital or maintenance, assess the volume change required.  For example, if a few sheets of iron on the roof need replacing, this is maintenance.  However, if most of the iron needs replacing (so that in effect the building needs a whole new roof), this is capital replacement.



Flow Chart – Is it Capital or Maintenance Funding?
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Building maintenance best-practice
Many building products have to be inspected and maintained to manufacturers' standards in order for the product to keep its warranty. For example, regular maintenance of the jointing and coating systems is essential to ensure water ingress is prevented over the life of the building. Examples of such systems include:
· PVC flashings and jointers 

· Inseal and Butynol strips 

· membrane roofing 

· textured coatings.
Regular inspections must check:
· the condition of any sealant joints, flashings and the finish generally 

· any impact damage, for example, at external corners, along the bottom of the wall and beside garage doors 

· any signs of deterioration in the coatings 

· any cracking that may have occurred - especially at external corners, around openings and at the tops of parapets 

· the fixings, to ensure they are not working out from the framing 

· the service penetrations through the system, to ensure they are effectively sealed.

One of the most difficult problems to remedy is the removal of moisture from timber framing when it is enclosed in cladding and lining. Specialists will confirm that moisture, which enters framing through a crack in the cladding, can take at least six months to escape again. This can damage the timber framing. It is therefore essential to stop or repair any cracks in claddings. A regular maintenance schedule must include:
· regular inspections at least every 12 months, covering the features in the table above to confirm there is no deterioration of any component, including cracks 

· washing the painted surfaces every 12 months to remove the build-up of grime and dirt to maintain the appearance of the system and make visible any possible problems. Cleaning products must be compatible with any coating system installed - boards can obtain specific cleaning requirements from the coating proprietor 

· recoating of painted surfaces every seven to 12 years - recoating depends on the colour, orientation, coating formulation and the quality of the application.

Operational funding expense but not property maintenance grant expense

Here are some example of items that are to be paid for from operational funding, and not its property maintenance component. This is important to know for budgeting purposes:

· furniture and equipment

· teaching materials ie consumables such as paper and pens

· heat, light and water – these costs are calculated individually for each school, based on its building and facilities

· contents insurance

· building insurance for board funded facilities

· preventive maintenance

· other operating expenses including local charges (rates), toilet tax, pool chemicals, caretakers’ wages, cleaning, grass cutting, pest control, rubbish disposal and water charges.

2.  Frequently Asked Questions

Shade Cloths
Q
Our shade cloth has been damaged in the recent bad weather. Does shade cloth come under the ministry’s risk management scheme? Can installation costs be considered as part of 5YA capital projects? Can costs of repair/replacement be reimbursed as part of vandalism?
A
It depends what funding was used to build the sun shade. If it was funded with the board’s discretionary funding then the board is responsible for arranging and paying for insurance for it out of board funds. 5YA can be used to build these types of structures and if built with ministry funding, such as 5YA, it will come under the ministry’s risk management scheme. It is not a vandalism claim.


Heritage Buildings
Q 
We are a small school with a listed heritage building. Is there any additional funding to help us maintain and upgrade this building to keep its intrinsic values?
A
In 2006, the ministry commissioned a survey to ascertain the relative costs of maintenance of older buildings and to make a comparison between schools having heritage buildings and/or buildings over 80 years old. The survey showed that old buildings, including historic buildings, should cost no more than other buildings to maintain if maintained regularly and in conformance with maintenance practices expected for historic buildings. See the guidelines for advice on best practice for historic heritage buildings: http://www.minedu.govt.nz/index.cfm?layout=document&documentid=12498&indexid=9370&indexparentid=12048  

Ministry policy is that no additional funding is allocated for these buildings and schools must manage their capital works and maintenance expectations within their 10YPP.



Drinking Water
Q
Is there is a date that self-supplying schools are expected to begin developing their PHRMP's by, and who is helping ensure all self-supplying schools are registered and that these schools are developing their PHRMP's? Is the policy the same for Early Childhood centres?
A
Recent legislation has defined ‘self-suppliers’ and ‘small-suppliers’ of drinking water, but neither supplier is well defined. Small-suppliers must comply with the Drinking-Water Standard 2005 by 2014 and self-suppliers must be registered on the Register of Community Drinking-Water Supplies database but do not have to comply with the legislation.

Ministry policy is that that all schools are ‘small-suppliers’ and that they should become compliant under Section 10 of the Drinking-water Standards of New Zealand 2005 ‘as soon as possible’ which has now been set at 2010 at the latest. This policy is based on students being one of the most ‘at risk’ groups where e coli infections are concerned and the current poor record of school compliance with the old standard.

Schools are responsible for meeting the standard and assistance (free) is available from their local Public Health Drinking-Water Assessor. Also, if schools face capital costs in meeting Section 10 of the standard, they can claim those costs back from the ministry. The other big payback is the ability, once compliant, to reduce drinking-water testing from monthly to 3-monthly.

ECE centres will almost certainly be ‘self-suppliers’ and must register with the Register of Community Drinking-Water Supplies. It would be in their interests to complete a PHRMP as well. 
See more information about drinking water on the ministry’s website:  http://www.minedu.govt.nz/educationSectors/Schools/SchoolOperations/PropertyManagement/StateSchools/SupportingDocs/Section7OperationalPolicies/DrinkingWaterQuality.aspx


Discouraging Minor Vandalism
Q
Our school wants to put up a sign to discourage people who have been coming onto the grounds and causing minor vandalism. However we would like it to be a positive sign encouraging people to take care of our school and grounds rather than a “keep out or else” sign.
A
Other schools might have been having similar problems. Here are some ideas:

· ask your principal to raise the subject at the next principal meeting to find out if anyone has already come up with a sign like this. These meetings are a good chance to gather ideas from others
· ask one or two sign-writers if they have done any signs like this, or have any ideas – they may know what works.
· try adapting the following suggestion to suit your school:
“The school board, staff and students really care for our school and its grounds … please help us by not using the site when the school is closed, and by keeping an eye out for anyone causing damage at our school.”
· Consider adding the following (whether true or not)….

“This school is protected by electronic security systems.”
· Have a look at ideas for school security in Section 7.16 of the Property Management Handbook. Fencing is another option - it can be expensive but has proven very effective at managing vandalism.

3. New on the Web 
	Document
	Change or New
	Where

www.minedu.govt.nz>property management> 

 

	Consultants Billboard

Regional Forums
	Updates to listings

Term two dates deleted.

Term two presentation added.
	http://www.minedu.govt.nz/educationSectors/Schools/SchoolOperations/PropertyManagement/NetworkNoticeboard/ConsultantsBillboard.aspx
http://www.minedu.govt.nz/educationSectors/Schools/SchoolOperations/PropertyManagement/NetworkNoticeboard/RegionalForums.aspx 




4.  What to Look Out For 
 
2008 Property Forums

	
	Northern
	Central North
	Central South
	Southern

	Term 3
	17 September
	3 September
	28 August
	10 September


Want to know more about the forums see the Network Noticeboard section of the ministry’s property management website at www.minedu.govt.nz/goto/property.
18-20 August 2008
The OECD Programme on Educational Building (PEB), Auckland.
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� Work categorised as ‘capital work’ must cost at least $2,500 (excluding GST).  Otherwise it is maintenance and is to be paid for from the operational funding.
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