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ESTATES DIVISION - DEVELOPMENT PLAN 2012-2016
A 
PURPOSE OF DEVELOPMENT PLAN

The purpose of the Development Plan is to:

· show how the division plans to contribute to the institutional aims and objectives;

· monitor and enhance the effectiveness of our services;

· inform team and individual objectives.

B 
MISSION STATEMENT

The mission of the Estates Division is to provide, develop, and maintain the University’s physical estate to support the University in achieving its aims and objectives.
C 
SPECIFIED AIMS

To provide and maintain accommodation of appropriate size and quality for the use of schools/divisions to ensure that the University’s teaching and research objectives are met.

Objectives

· To maintain an accurate and timely register of all the University’s accommodation which identifies school/division usage and functionality.

· To continuously review the accommodation needs of schools/divisions and to recommend adjustments to allocated space where appropriate. 

· To maintain and implement a rolling building maintenance programme within an agreed annual budget. 

· To record, maintain and assist schools to produce the teaching timetable with regard to the allocation of centrally controlled poolrooms. 

· To continue to provide an efficient service in relation to the ad-hoc room booking requests for centrally controlled poolrooms.

· To formulate prudent long-term estates plans and programmes which take into account the University’s overall aims and objectives and provides for any changes in policy to meet such aims.

· To manage the University’s property portfolio in terms of property acquisitions, disposals, leases and other property agreements. 
· To liaise with Finance to ensure that sufficient resources are set aside to maintain and enhance the University estate.
· To carry out agreed capital expenditure to provide both additional and improved space to meet the University’s changing needs.
· To provide a clean environment for building users.

· To implement improvements to all University pool rooms through the provision of quality equipment and other facilities. 

· To undertake condition and utilisation surveys on an annual basis. To ensure that University pool rooms are at an appropriate standard and that they are utilised efficiently.
To ensure an efficient and effective use of the University’s estate related resources with due regard to economy and environmental issues.

· To monitor the University’s energy usage and to introduce improved energy efficient measures where appropriate.
· To ensure that correct tendering / quotation procedures are applied to all relevant supplies and services.

· To ensure that the correct internal process are in place for producing contracts issued to contractors.

· To identify, in conjunction with Purchasing, commodities and services that can be purchased in a more competitive manner.

· To collaborate with other universities in developing comparative statistics to assist the Division to achieve better value for money.
· To review the University’s waste disposal methods and introduce, where practical, a more environmentally friendly solution. 

· To monitor room utilisation of centrally controlled poolrooms through annual activities such room utilisation surveys.

· To continue to maintain the Property Terrier database. 

· To continue to roll-out the maintenance system (QFM) for both reactive and planned maintenance.  

· To continue to review and revise existing procedures which will support the maintenance system (QFM) to ensure that business processes compliment QFM.
To ensure compliance with the requirements of external bodies.

· To formulate periodically, with appropriate input from other University representatives, an estate strategy for the University.

· To maintain the Estates Division Health & Safety Policy and ensure, as far as practical, compliance with the policy by all relevant University personnel and contractors.

· To liaise with the Occupational Safety, Health and Environment Unit and the Fire Service to ensure that the University’s buildings meet all relevant fire regulations. 

· To identify and implement improvements to the University’s estate which satisfy the local authority’s periodic planning conditions.

· To implement any changes to the estate  resulting from any change in legislation.

· To manage internal procedures to ensure compliance with and the safety of the members of the division in relation to display screen equipment and work environment risk assessments.

· To train staff to ensure competency and compliance against national regulations and frameworks.

To recruit, train and support the Division’s staff to enable them to provide a quality professional service. 

· To maintain up-to-date procedures for systems within Estates, to review them annually, and to make them more easily accessible.
· To constantly review staffing levels, key tasks and structures to ensure that the mission statement of the Division can be achieved.

· To continue, and develop further, in-house and external training for Estates staff to assist them to fulfil their respective roles and improve their career development.

· To continue to support the University to maintain the accreditation of Investors in People. 

· To monitor and appraise individual performance against key tasks on an annual basis, and to monitor on a 6 monthly basis taking remedial action, as required.

· To increase the utilisation of information technology to maximise the efficiency of the operation.

· To participate in regional and national professional activities.
· To review and develop the Estates training database and associated procedures. 
· To review more formally and frequently training that has been delivered to the division to ensure it was effective and delivered value for money.

To maintain, and improve upon, the interrelationships, both formal and informal, between Estates and other University schools and divisions and with external organisations.

· To continue to organise and attend the regular building user liaison meetings.

· To work with schools to identify any increased or changed space requirements.

· To work closely with Occupational Safety, Health and Environment Unit on all relevant building issues including fire prevention and safe working practices.

· To continue to work closely with school representatives to formulate the University’s teaching timetable.

· To continue to gather and monitor feedback by various mechanisms and to obtain feedback from a wider audience.
· To continue to develop an improved presence on the Cardiff University Web pages.
· To foster a good working relationship with the Cardiff & Vale University Health Board.
· To react quickly and positively to any complaints received in relation to the estate or the division.
· To foster a good working relationship with the local planning authority and with the local community.
· To promote and communicate the web based version of the maintenance system (QFM) to schools and directorates.
· To continue to promote and communicate the web based room booking facility to university stakeholders.
· To contribute positive examples of estates work to CAIRD for inclusion in Cardiff News or similar publications.
· To continue the work of the Scientia Working Group so that the project group can take a university wide view of the progress and developments of the academic teaching timetabling system (Scientia Enterprise) and to make recommendations on key strategic issues for the university to consider. 
· To continue the work of the Roombooking Working Group with key Timetabling Officers at the Heath Park campus to tackle practical issues relating to timetabling and room bookings and to share good practice between schools.
D 
REVIEW OF DEVELOPMENT PLAN

The Development Plan will be reviewed on an annual basis.  This will be done initially by the Estates Senior Management Team.  All levels of staff will be consulted on any revisions.  It is intended that this activity will take place in December of each year.  [image: image1][image: image2][image: image3]
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