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Specifications: DAC expectations
Guidance note
Policy

The DAC expects architects and surveyors to produce specifications that give precise details of the scope of the work, the methods and materials to be used, standards required and the legal frameworks within which the professionals, contractors and PCC are to operate.  

Poor specifications:

· Are a disservice to the PCC

· Slow down the process of obtaining permission for works to be done

· Leave contractors to make their own assumptions

· Raise questions about the architect’s or surveyor’s understanding of the project and the church building.

Good specifications:

· contain all relevant documentation, including drawings, illustrative material, schedule, prelims and preambles and provide a single complete “package”

· Have accurate references that agree e.g. “oak” in the specification is not contradicted by “softwood” on the drawing.

· Are relevant to the job in hand and omit irrelevant information

· Give the DAC confidence that the information provided is sufficiently clear to enable contractors to give directly comparable tenders, precise costs for variations, clear understanding of when the architect or surveyor wants to inspect work and a sense that the author really knows what s/he is talking about.

The type of specification 

The point of the specification is good communication; specific information about the job in hand.  

Most specifications for works to church buildings will be prescriptive; determining the products, materials and workmanship needed to meet performance requirements, stating any special conditions for carrying out the work.  It should also be possible to verify that what has been specified has been undertaken.

The DAC does not expect to see performance specifications that identify performance requirements, leaving the contractor to undertake design and determine extent of works on site: these are considered too “open ended”.  Many submissions to the DAC are referred back precisely because they indicate performance or intended outcome instead of prescribing exactly what is to be done, using materials in particular ways.  Such proposals suggest either that the specifier does not know what to do and is relying on the builder to guess, or that the specifier has not taken enough trouble to prepare the proposals and is unclear about the extent of the problem; either situation leaves the PCC and conscientious contractor vulnerable.

Elements to include

1. A description of the work

The first page must include a full and clear description of the work.  This applies whether the project is for alterations or for works arising from the Quinquennial Inspection.  For repairs and maintenance it is important to remember that, whilst the PCC, Archdeacon and DAC may have seen the Quinquennial Inspection Report (probably many months previously), the Chancellor has not.  He is not therefore in a position to know why the specification has been prepared or what problems it is intended to address.
The specification should therefore provide the PCC, Chancellor, DAC and contractors a clear summary of what the project involves.  If grants are involved these need to be identified and any constraints imposed such as timetabling or consultation with particular bodies, should be spelt out.

Specifications dealing with structural problems should further explain:

1. The cause of the problem which the work seeks to remedy

2. An explanation of how the proposed work will address the problem

3. Why one approach has been preferred over other options

2. Prelims and preambles

Only relevant clauses should be included in the specification; excessive, unnecessary clauses confuse the PCC and contractors and overwhelm the important clauses that relate to the job in hand.

General prelims and preambles might include:

· Definitions

· Conditions of contract.  There must be a proper contract between the PCC and contractor.   The role of the architect should be made clear, along with the way in which instructions are to be authorised and the mechanism for necessary variations and payments.

· Working rules

· Health and Safety risks, clearly stated; if the building is in use during works, what are the implications and how will the site be separated from areas of public access?

· Construction and Design Management: spell out why CDM may apply and that the architect/surveyor will help the PCC to fulfil its responsibilities.  Under the CDM Regulations the architect/surveyor needs to decide before work is put out to tender if CDM Regulations apply.  If they do then the Pre-construction Health & Safety Plan must be prepared by the Planning Co-ordinator and form part of the tender documents.  Before work commences on site, the contractors Construction Phase H &S Plan must be prepared and approved by the Planning Co-ordinator.  The PCC needs to understand this from the outset.
· Fire risks and, where relevant, hot work permits NB. If hot work is involved the specification must state the need for a permit and be explicit about the safety conditions which should be observed.  (The DAC normally expects hotworking to be completed before Noon on any working day). 
· Provision of facilities for people working on site, including the location of any on site storage or pound for equipment/materials.

· Insurances must be identified and be in place.

· Tolerances must be specified.

· Archaeology; get advice from the Diocesan Archaeological Advisor before the specification is finalised so that any archaeological work can be done alongside the project itself.

· Recording of the work – usually photographs before during and after are usually sufficient unless specific archaeological records are required.

· Bats 

· Protection should be explained so that everyone is clear whether this involves throwing a plastic sheet around or constructing sealed timber boxing e.g. over roofs and internally for fixtures and fittings e.g. organs, memorials, clocks

Particular issues may arise:

· Before including references to published documents or references consider whether: they are up to date and relevant to the work in hand, the cost/method of meeting those requirements is viable, those reading the document will have had access to such sources

· If leadwork is involved the specification should refer to English Heritage research on the use of underside slurries and coating. 

· If timber treatment is proposed the specification should explain how the use of chemicals is justified (see DAC guidance note on Timber assessment and treatment)

· Samples of work.  The specification must make it clear to the contractor when the architect/surveyor wants to see particular stages of the work and what standards are expected e.g. how are joints to be raked out, to what depth?

What sort of detail is expected?

· The method statement and standard of work required must be made clear.  Do not leave anything for the contractor to assume e.g. repointing; what tools, what mortar mixes, when will the architect/surveyor inspect?  This is crucial because it has a direct impact on costs e.g. if pointing is to be cut out using a hand tool that costs more than using a cutting disk

· The trade preambles should specify materials, equipment etc. - “to be agreed on site” is not adequate. In situations where the timing of the work might affect the materials used, the specification should say so and give clear details of seasonal variations so contractors can price for all eventualities

· Existing situation must be identified.  The existing materials should be named, “to match” and “as existing” are not normally adequate; the stone must be identified, constraints spelt out, methods of fixing and sources of supply included.

· Contractors complain: that specifications are too vague so each contractor makes his own assumptions, that items are not identified so they have to spend a lot of time doing homework to establish exactly what materials are required, that it is impossible to do comparable tenders because “like for like” is open to interpretation and the tender deadlines are often too short to allow for the contractor to do all the work whilst chasing up missing drawings or trying to find out what the architect/surveyor means.  
Continued over
The Schedule of works

This should provide a list of various items of work to be done.  It would usually include some prime costs, provisional and contingency sums.  
· Provisional sums are inevitable but make them realistic – not 50% of the value of the whole contract; contingencies should relate to the value of the project and / or the item.

· The schedule must be set out to cover the complete works; it should be clear, concise, logical and unambiguous.  It must tell the contractor what needs to be done, to what, and how it is to be accomplished

· It must contain enough information to allow effective pricing

· Frequent cross-references are best avoided; it should be remembered that the workman on site is generally only given the relevant pages of the schedule, not the whole package of information, and if the information isn’t on the page he won’t know about it
Additional and illustrative material

The specification and schedule of works itself must be accurate and suitable for accurate comparative tendering.  It should be supported by clear plans and elevation drawings, marked photographs and sketches of specific important details where appropriate.   

Consider whether the following would be relevant:

· A location map and site plan

· Plans, sketches, elevations

· Detail drawings

· Photographs and overlays or dimensional sketches (as appropriate)

Depending on the size, scale and scope of the project additional documentation may be necessary e.g.

· CDM material
· Specialist reports e.g. conservator, structural engineer
· Method statements

· Relevant references that are unlikely to be readily accessible elsewhere

DAC role
The DAC has to be confident that the architect/surveyor thoroughly understands the task in hand, has the expertise to specify and see the project through to completion in a professional way appropriate to the architectural and historic importance of the building.  Only when it is satisfied that this is the case can it make recommendation to the Chancellor for faculty approval.
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