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Terms of Reference – Facilities Review Project Group (FRPG)

1.0
Purpose and Remit

1.1.1
In July 2018, following discussions with the College Governors and with Unison, the College Secretary called an initial meeting to agree to the positive consideration of the transfer of staff who are providing Facilities services to Birkbeck via external contractors to Birkbeck payroll and terms and conditions. It was agreed that management would meet with the current contractors to advise them of the project and that a joint management and unions statement would be developed to inform Birkbeck staff of the project.    
1.1.2
The parameters set by the Facilities Review Project Group were:

· The project should seek to ensure that the resultant services were resilient with the right amount of expertise to run the services safely and effectively and within legal parameters;

· The costs should be in line with the existing services costs;

· The project should ensure that the risk to the College was minimised especially regarding the necessary levels of expertise, knowledge and compliance.

1.1.3
The meetings with managers from the current contractors (Noonan - cleaning, CIS – night security and Sodexo - catering) were held in July and August. 
1.1.4
Following discussion with the Trade Unions and the current contractors, the following all staff joint email was sent on 18 October 2018:

Birkbeck statement
The College’s Governors have endorsed plans to develop options for bringing catering, cleaning and security support staff back under Birkbeck terms and conditions following a request to review their contracts.  

Members of the Birkbeck management team have met with the trades unions and respective contractors and had positive discussion in relation to this proposition.

Birkbeck management and Trade Unions have agreed to work together on this initiative.   The next step will be to establish a joint working group, with representation from key stakeholders.  

The working group will be charged with developing proposals that: 

·      resolve the contractual and terms and conditions issues for staff; 

·      set out clear plans for the future of the services concerned and their financial affordability;

·      set out clear delivery strategies, demonstrating the necessary operational and managerial capacity and resilience.                                                                                    

Keith Harrison 

“Our catering, cleaning and security services are vital to the running of the College. Many of the staff delivering these services have worked with, and alongside us, on a long-standing basis.   It is important for us to demonstrate our long-term commitment to them. I look forward to consulting with staff about this decision, as well as working with colleagues to take it forward.”
Statement from trade unions:

“Birkbeck trade unions have had a long standing campaign fighting for our members to be brought in-house as Birkbeck employees. We are very happy at this plan to develop options for the staff concerned, and look forward to working on it” 

2
Composition
2.1
The Facilities Review Project Group will be comprised of the following roles:

	College Secretary/Project Sponsor

	Deputy College Secretary (Operations)

	Director of Finance/Deputy Director of Finance

	Director of Human Resources/Deputy Director of Human Resources

	Head of Facilities and Facilities Consultant

	Head of Communications

	Representatives from Birkbeck Unison (including Regional representative)

	Representatives from the current service providers (by invitation)

	Representatives from Schools (by invitation)

	Representatives from the Birkbeck Students Union (by invitation)

	External advisors and consultants as required




2.2 
Additional Work Streams will be formed to address detailed service and contractual matters and stream leads may be asked to join meetings as appropriate for the purpose of clarification.

3
Responsibilities
3.1       The Facilities Review Project Group has the following overall responsibilities:

3.1(i) The Review Group’s principal purpose will be to take decisions at the key stages of the project to enable work to progress to the next stage.
3.1(ii) The Review Group will define the strategic direction of the project.
3.1(iii) The Review Group will be responsible for delivering a consultation plan that maintains a clear and transparent provision of information to relevant stakeholders.

3.1(iv) The Review Group will be responsible for managing and minimising the following risks:

· Commercial/financial risk

· Reputational risk

· The change process and TUPE

· Communication strategy

· Project programme and timeline risk

The Review Group will review the project risk register at each meeting, making changes where necessary.

3.1(v) The Review Group will review its targets/actions and programme as a fixed agenda item.

3.1(vi) The Review Group will report to the College Finance & General Purposes Committee on a regular basis.

3.1(vii) The Review Group will develop a communications plan in consultation with relevant external relations and human resources advisors.
4
Facilities Review Meetings
1.4.1
Meetings will take place on a monthly basis (as necessary) from November 2018. 
5
Communications


5.1
A project website will be created and maintained with the Terms of Reference, meeting dates and Joint statements. 

5.2
A project email address will be created to capture feedback from stakeholders.

5.3
The Facilities Review Project Group will communicate with stakeholders in writing via joint management and Union statements wherever possible.

5.4
The College Secretary will report back to the College Governors on the project throughout its operation. 

6
Resources

6.1
The internal project management team will consist of the Deputy College Secretary (Operations), the Deputy Director of Human Resources, the Head of Communications and the Interim Director of Facilities or the Head of Facilities. Other staff may be invited to join this group at later stages of the project if necessary.


6.2
The meetings of the Facilities Review Project Group will be serviced by the Secretariat PA team.


6.3
Preparation of Business Plans and alternative scenario modelling work will be supported by the Department of Finance.

6.4
Any matters requiring electronic/digital solutions or processes will be supported by Information Technology Services and Planning & Business Systems.

6.5
External legal advice regarding contractual and procurement matters (and any other compliance matters) will be commissioned as required.

7
Timescales


7.1
The target timescale for the project is one year. 

7.2
It is likely that some services and contracts may be addressed earlier than others due to the existing contractual obligations and the levels of complexity in the existing arrangements and the proposed new arrangements. It is not intended that all matters for all services must be settled before action may commence.  

8
Stakeholders

Stakeholders include the staff employed by the contractors and their Trade Union/staff representatives, the contractors, the Students Union, Birkbeck users of the services involved, Birkbeck Governing body, the Head of Sustainability, the College Health & Safety Advisor and regulatory bodies for the services concerned. Other stakeholders will be identified throughout the project.

(note : this list is not exhaustive)

9
Information needed
Systems and equipment required to run services (e.g. time recording, tills, kitchen equipment, cleaning machinery, security equipment). Employment details of staff involved (e.g. pay dates and frequencies, current terms and conditions, hours worked, breaks, allowances, staff development and progression arrangements). Current contractual arrangements, service design and scope, VAT and other tax implications (if any), procurement requirements,  legal requirements (TUPE etc).

(note : this list is not exhaustive)
10
Methods of measuring performance/service level

11
Equalities Analysis
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