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1.
Changes From Last Issue

This is a new procedure.

2.
Objective and Scope

Our objectives are (based on our model leisure centre): 

a) To ensure satisfactory performance of contractors appointed by the Leisure and Community Services Department.

b) To safeguard all plant and equipment owned by the local authority on contract sites.

c) To operate a thorough inspection programme of the contract operation.

This procedure ensures as far as practicable, a value-added approach to client monitoring.
3.
Reference Documents
	INTERNAL
	EXTERNAL



	Annual Monitoring Visit Plan
	

	 Action Notice
	

	 Routine Monitoring Report
	

	 Penalty Point Notice
	


4.
Procedure Detail 

4.1
The recreation client officer team (RCO) produces an annual monitoring visit plan covering the leisure centres and golf contract sites.

4.2
The recruitment manager ensures that each RCO covers all of the sites on a regular basis and samples key aspects of the operation.

4.3
The areas covered in the monitoring visit are optional depending upon previous findings and current operational issues.

4.4
The nature of the inspection is developing into a systems audit based on the principles of Quest (UK Quality Scheme for Sport and Leisure.)  Inherent in the process is the desire to add value to the monitoring by helping to identify management issues prior to any service delivery problems, e.g. cleaning systems.

4.5
The Routine Monitoring Report is completed to detail areas covered and any positive findings.

4.6
Areas for improvement are recorded where necessary on an Action Notice.  This is completed in triplicate and distributed as follow:

	Copy A:
	To centre manager

	Copy B:
	To recreation manager

	Copy C:
	Stays with the client team


4.7
The centre manager is then required to either action the findings or reply with details of progress.

4.8
The client team review issues at subsequent client/contractor meetings which will be based on the Quest criteria.

4.9
Timescales for completion of improvement actions are negotiated between client and centre manager and extensions are agreed as and when applicable.

4.10
Where an action notice has failed to be adequately addressed, a Penalty Point Notice is issued.  A fixed charge is levied per penalty point notice.

4.11
Should the penalty point notice fail to resolve the issue satisfactorily, the issue is escalated to a default appraisal meeting.  This is chaired by the chief recreation officer.

4.12
A further default corrective meeting will be held if issues are not satisfactorily resolved.

4.13
The next recourse available to the client is termination of contract.

4.14 The contractor should conduct approximately one monitoring visit a week focusing on client under the following headings:

· planned preventative maintenance

· physical examination

· interviews with key staff

· checking external contractors’ reports

· assessment of information e.g. water test bacteriological and environmental checks.

· Add others as appropriate.  

These are reviewed as necessary and actioned.  Trends are monitored.

4.15
The RCO is responsible for appointing an appropriate external specialist for     specific audits.  Where necessary, contracts will be tendered out in accordance with the local authority financial regulations.

4.16
Occasionally significant incidents, accidents or identified trends in accidents or 
incidents will require further investigation.  These are conducted in conjunction with 
the central safety unit and the contractor and a report produced.
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