Service Standards for Design, Surveying, Structures & Special Projects
(Some are subject to funding and commissions received from others)

Design Services and Special Projects - We will:
· Produce regular monthly fee reports, broken down by commission no. and staff name

· Produce estimates for schemes based on the latest available contract rates

· Produce designs in accordance with current standards and the client’s brief

· Regularly discuss programming of work with clients and keep them informed of progress

· Seek to produce the most suitable solutions to the client’s problem

· Inform clients if their briefs are unclear or ambiguous

· Inform clients if the fee indicated for a design is inadequate for the brief

· Inform clients if there is a need to increase the fee for a brief due to client changes

· Archive all drawings to CD for security reasons

· Keep an accurate register of all drawings produced and issued in accordance with a procedure note

· Use common standards for all drawing production based on a procedure note

· Send out and manage statutory undertakers’ enquiries and keep an up to date record of their latest addresses

· Store all project management information in a regular folder structure on disk

· Maintain access to the Technical Indexes web-based library of standards, books etc.

· Check all drawings and estimates and sign them before they are issued

· Provide temporary resources to meet peak workload demands

· Produce contract documents in accordance with latest advice and guidelines

· Undertake tender appraisals in a thorough and accurate manner
Land Survey, GIS and Data Collection - We will:
· Produce accurate topographic surveys using common standards

· Produce traffic count information for clients within timescales requested

· Develop the highways GIS system in accordance with end-user requirements

· Keep an archive of all topographic surveys for future reference and use

· Keep up to date the highways asset inventory database and make it available on ISIS

· Enter as-built information into the GIS system

· Continue to develop links between GIS and PEAPS as part of Customer First

· Show the extent of all highway projects on the ISIS system and link them to MS Project

· Liaise regularly with clients on survey requirements and seek to meet their demands

· Provide a rota system for the deployment of digital display signs to assist road safety targets in the Borough, especially outside or near schools

Structures, Watercourses and Asset Management - We will:
· Maintain the highway structures in the Borough in a safe and serviceable manner

· Seek funding from RBK and other sources to pay for essential structural strengthening and maintenance and watercourse improvement and maintenance

· Continue to provide leadership of the LoBEG Package and BCI project

· Investigate complaints of flooding as they arise and seek funding for solutions

· Keep an accurate database of highway structures containing records of inspections, strengthening, repairs and maintenance etc

· Produce a structures asset management plan as part of the HAMP

· Manage consultants in an efficient way complying with Financial Regulations, Contract Standing Orders and the Corporate Procurement Strategy
· Provide an efficient and responsive service to the Parking Manager to assist him in the maintenance of his car park infrastructure.
All Teams - We will:
· Aim to respond to all correspondence within 10 days

· Aim to pay invoices within 30 days of receipt

· Aim to answer the telephone within 5 rings

· Inform Members, residents and other stakeholders at least one week before commencing construction on site

· Seek to maximise opportunities for publicising the work of the section
· Comply with Contract Standing Orders, Financial Regulations and the RBK Corporate Procurement Strategy

