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South West Area - 01284 758680
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Executive Summary
I would like to take this opportunity to thank you for your valued custom and for your continued support
of the Property Management Service. I look forward to working with you as we develop our services
within Vertas.
Our services have been developed with Schools and Academies in mind and we are delighted to deliver
our bespoke range of property management services, designed to meet the changing needs of the
education landscape across our region.
This brochure presents you with an overview of our property management services which are tailored to
meet your specific needs. We are proud to deliver these services to you via our dedicated staff. Our aim
is to work with you to build relationships and provide excellent property management services with the
added benefits of local delivery supported by regional know-how.
I hope that this brochure will refresh your knowledge of our property management services and give you
inspiration and confidence to plan the healthy and safe operation of your learning environments.
If you have any questions or would like to discuss any aspect of your services in more detail please
contact me directly.

Nadine Coleman
Head of Property Management
nadine.coleman@vertas.co.uk
Tel: 01473 265147

Making the difference to keep your school healthy, safe and open
Property Management – 2018
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Who We Are
Vertas is the fastest growing multi-service facilities
management company in the eastern region with
a passion for putting our staff and customers at
the heart of everything we do. We live and breathe
our company values by actively demonstrating
Sustainability, Consistency, Integrity, Partnership
and Agility in all of our decision making.

Vertas only operates within the eastern region,
therefore we know the people, the culture and
the right service partners to ensure we provide
excellent solutions. We have invested in expertise
from market leading consultancies to enhance our
offering, but more than this, we have listened to our
customers to ensure our standards meet theirs.

We encourage and promote innovation and new
ways of working, ensuring we are a company that
its employees and customers can be proud of.

CATERING

CLEANING

GROUNDS MAINTENANCE

GROUNDS DESIGN

DESIGN & PRINT

ENERGY MANAGEMENT

COURIER & POSTAL

SECURITY

RECEPTION & CONCIERGE

PROPERTY MANAGEMENT

HANDYMAN

EQUIPMENT MAINTENANCE
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Vertas Company Values
Our company values are instilled in our
employees from their induction and reflect how
we work with our business partners.
Sustainable – We are acutely aware of our
carbon footprint and the impact we have on our
environment and the communities in which we
deliver services. We utilise local staff, the people
that know the community best and source local
supply partners
Consistent – We offer the same high standards to
all our clients, using leading technology for quality
assurance and staff management to give you the
ability to focus on your core responsibilities

Integrity – We represent you and will always
conduct ourselves as if we were part of your
organisation. Added to this we never over
promise. We have very high standards and
demand the best - what we say is what you will
see from day one
Partner – We act as a partner – much more
than a contractor / client relationship. Our best
relationships are based on a win-win philosophy –
listening and engaging with you for the best result
Agile – Vertas is able to be flexible to suit your
needs. We are not bound by national supply chain
contracts, so we will help you manage costs
through pro-actively responding to changes,
bringing innovation and efficiency as it occurs
across our whole service provision
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Property Management
Vertas Property Management services have
been developed with Schools and Academies in
mind and have adapted to ensure you meet your
responsibilities in relation to the safe operation of
your premises. All Property Management services
are accredited to ISO9001.
We provide a property management and
maintenance service with a customer focused
approach maintaining and managing your
property to offer peace of mind in keeping your
premises healthy, safe and open.

Contract Management
Property Management has carried out an
extensive procurement exercise to bring you the
leading maintenance providers with a customer
focused approach to carry out a vast range of
planned, reactive and preventive maintenance at
your premises all in accordance with statutory
requirements.
Our competitive contract procurement and
proactive management ensures optimum quality
and rapid response engineering and building
fabric services to give you confidence that best
value is achieved.
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Property Management manage contractors on
your behalf to ensure you have confidence that:
Best value is achieved through quality 		
specifications and cost analysis
Multi skilled, fully trained and experienced
technicians and engineers are used
Only Enhanced DBS checked Engineers and
Technicians are used
Audits and spot checks are carried out on
performance and quality
Fixed assets are maintained in line with
SFG20 guidance
Contractor performance is regularly
reviewed
Service and inspection records are provided
for your premises

Property Advisors
Property Advisors provide a dedicated and
bespoke service to you. They will present
themselves in a professional manner and will
always take the time to listen and help resolve
your property issues.

Property Advisors
Your designated Property Advisor is your first
point of contact. They are supported by a broad
range of property professionals and engineers,
with local, in-depth knowledge of your premises
and a service that is tailored to suit your
individual needs including:
Professional and technical advice
and support
Annual compliance review to ensure
statutory compliance
Advice on legislative changes affecting
your premises
Annual asbestos condition review,
updating of site asbestos register and
asbestos incident management support

Identify key areas of expenditure for
future maintenance
Assist with asset management plans for
improvement fund bids
Updating of building and site plans

Your Property Advisor will:
Hold an Enhanced DBS Check
Undertake regular learning and
development updates on statutory
compliance including:
•

Legionella risk

•

Asbestos management

Pre-plan to visit your school 3 times
per year
Work with you to clarify health and safety
responsibilities for your school
Keep you informed about progress
of works managed by Vertas
Property Management

Annual building condition survey review
Provide and maintain a fragile roof register
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24/7 Support Line
For your peace of mind, Property Management is
available 24 hours a day, 365 days a year via our
designated phone line and email address.
The support line is your first point of contact for all
property management related matters.
We ensure your calls are answered promptly and
dealt with in a timely manner.

Our commitment is to:
Log your call and create a unique reference
Follow up the call to ensure closure
Acts as a single point of contact for all
property related enquiries
Provide an assessment of your requirement
to ensure the right engineer is sent within an
agreed time
Offers technical advice and resolution of
minor faults over the phone, saving time
and cost
Assist to resolve any maintenance issues
Provide quarterly response statements, to
assist your budget management

North East Area
Riverside, Lowestoft
8-5pm - 01502 674800
Out of Hours 07771 943574
Propertymanagement.riverside@vertas.co.uk
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South West Area
West Suffolk House, Bury St Edmunds
8-5pm - 01284 758680
Out of Hours 07880 555668
Propertymanagement.WSH@vertas.co.uk

Compliance Services
Property Management undertake an annual
review of the planned preventative maintenance
(PPM), servicing and local responsibility checks
and monitoring that have been undertaken
at your premises to ensure you comply with
statutory requirements.

Property Management will report on the overall
findings to the building occupiers on any non
compliance that has been identified and
requires attention.

The Health and Safety at Work Act 1974 and
regulations made under it are aimed at securing
the health, safety and welfare of employees (e.g
teachers and staff) and aims to protect others
(e.g pupils and school visitors) against risk to their
health and safety. The Health and Safety Executive
prosecutes companies and individuals for breaches
of health and safety law.
Property Management provide a comprehensive
service to assist you in ensuring your buildings are
healthy, safe and open. Your Property Advisor will :
Review your current recorded assets at
your premises
Ensure all identified fixed assets have been
serviced as per the SFG20 guidance
Ensure your responsibilities for premises
management have been undertaken
Provide advice and guidance on areas of
non-compliance
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Condition Survey
To effectively manage your premises, it is essential that the condition of the building fabric and mechanical
and electrical elements are understood. Our condition surveys are modelled around the Department of
Education (DfE) Guidance which grades condition on an elemental basis and scores priority of the urgency to
undertake remedial or improvement works.
Property Management undertakes an annual review of the original survey and updates the documentation to
reflect any changes observed during the review.

Condition Survey
Annual assessment of building fabric condition
Includes assessment of mechanical and electrical installations
Carried out to DfE guidelines
Report provided in electronic and hard copy
Condition comments, priorities and life expectancy included
Recommendations for defects and approximate cost estimates
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Asbestos Management
It is a legal requirement that the Duty Holder
at your premises knows whether the premises
contains Asbestos Containing Materials (ACMs).
The duty to manage asbestos is stipulated
in Regulation 4 of the Control of Asbestos
Regulations 2012. The duty holder must know:
Where it is
Its condition
The risk it poses

Property Management will provide:
A condition review of the ACM's within
your premises
Advice and support on managing asbestos
including working with contractors on
your site
Personalised overview of the Asbestos
management plan

Plan to manage the risk

Emergency response and support for
asbestos damage 24/7

Act upon it

Professional report and CAD drawing

Failure to comply with these obligations can result
in prosecution under the Health and Safety at Work
Act, 1974.

Asbestos information folder

Property Management will guide you through the
legal requirements for your premises.
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Legionella Compliance
Legionella bacteria can be found in a variety of natural waters and ground water everywhere. Problems
arise when a specific type of legionella bacteria multiply in water pipes, fittings, air conditioning systems,
warm water systems, cooling towers, water reservoirs and cooling circuits.
The bacteria thrive where there is a nutrient source and where water flows are low or the water is
stagnant and can increasingly be found in a variety of premises including schools, swimming centres
and sports facilities.
Property Management will guide you through the legal requirements for your premises and provide you
with a competent contractor that will carry out:
A review of your Legionella risk assessment
Legionella management controls
Cleaning and disinfection if required
Advise and provide training if required
Property Management can provide on site water hygiene monitoring testing and training.
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Fire Risk Assessment
The Regulatory Reform Fire Safety Order 2005 states that every non-domestic premises must have a current,
suitable and sufficient Fire Risk Assessment (FRA) in place.
A current FRA shows that you have taken fire safety management seriously and taken ownership of managing
these risks within your premises to the enforcing authority. We conduct this and provide a thorough FRA of your
premises and provide a prioritised action plan which clearly identifies areas of non-compliance which require
additional controls. We will also provide a detailed drawing of your building that shows the position of all the fire
protection measures.
The FRA will include the following key areas:
Identify fire hazards
Identify people at risk
Evaluate key areas and provide advice on removing or reducing the risks
Record significant findings and recommended remedial action to comply
Identify a suitable review date of Fire Risk Assessment based on the findings
Provide a CAD drawing of your premises with fire protection measures highlighted

Property Management – 2018
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Health and Safety Audits
Premises Compliance Health and Safety Audits
To support you with compliance under the Health
& Safety at Work Act 1974, we offer a full Health
and Safety audit of your documentation, working
practices and premises.
We visit your property to conduct a full review of
your Health and Safety Management System.
We will discuss our findings and provide an action
plan including advice and guidance.
The key areas included in the audit are:
Policies and procedures
Risk assessments
Fire management
Maintenance records for mechanical and non
mechanical equipment
Records of staff training
This is not an exhaustive list
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Benefits to completing a health and safety audit are:
Ensures you comply with current Health
and Safety legislation
Reduces possible accidents and injuries within
your premises
Identifies significant hazards for the
implementation of controls to remove them
Promotes a proactive
and positive health and safety culture
Highlights potential gaps within your Health
and Safety Management System

Premises Management
Training
Face to face training

E-learning training

As the Premises Responsible Person you have a duty
to manage the day to day health and safety within your
premises. We provide face to face training to ensure you
understand your role in meeting legislative requirements.
The training covers a broad range of responsibilities with
particular focus on the following six key areas:

We offer a comprehensive range of e-learning courses
which provide a cost effective alternative to classroom
training. The course is broken into four modules and includes
a knowledge test to ensure the content is fully understood.

The law

The e-learning course can be provided as a standalone
training option or to compliment the premises management
face to face course.

Fire safety management

The law and your premises

Legionella compliance

Fire safety management

Asbestos management

Legionella compliance

Control of contractors

Asbestos management

Confined spaces
The Premises Management training provides the
opportunity to ask specific questions relating to your
premises on the day and allows a forum to network
with others.

Property Management – 2018
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Core Service Package
Property Management designed the Core Service Package to assist the Premises Responsible Person to
carry out their statutory and mandatory responsibilities to keep their premises healthy, safe and open.
The
Core Services
Package
offers the(PPM)
following:
Planned
Preventative
Maintenance
of
identified assets

Keeping assets working efficiently and
identifying faults

Electrical installation condition survey and
category one repairs up to £500
per inspection (5 yearly)

Statutory requirement to BS7671 for a safe
electrical installation. Further works may
be required to gain a satisfactory electrical
installation certificate

Natural Gas safety test & report (5 yearly)

To ensure gas pipework installations meets
statuary requirements under “The Gas Safety
(Installation and Use) Regulation dated 1998”

Required to ensure the energy efficiency of AC
Inspection of air conditioning systems (over 12kw)
systems under “the Energy Performance of
in line with TM44 requirements (5 yearly)
Buildings Regulations”
Responsive repairs pot up to £1,000

To address emergency repairs, planned work and
minor improvements identified by you

Access to 24/7/365 Emergency Response.
(24/7/365 Support line page for Emergency
Number)

A single point of contact with an on-site response
within 3 hours

Access to our Support Line for advice and
assistance 08:00 - 17:00

A personalised response to answer your questions
and provide the correct service
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Core Plus Service Package
The Core Plus Package adds to the Core Service Package with the following added benefits.

Planned Preventative Maintenance (PPM) of
identified assets

Keeping assets working efficiently and
identifying faults

Natural Gas safety test & report (5 yearly)

To ensure gas pipework installations meets
statuary requirements under “The Gas Safety
(Installation and Use) Regulation dated 1998”

Required to ensure the energy efficiency of AC
Inspection of air conditioning systems (over 12kw)
systems under “the Energy Performance of
in line with TM44 requirements (5 yearly)
Buildings Regulations”
Access to 24/7/365 Emergency Response.
(24/7/365 Support line page for Emergency
Number)
Access to our Support Line for advice and
assistance 08:00 - 17:00
Electrical installation condition survey
and category one and 2 repairs up to £1,000
per inspection (5 Yearly)
Responsive repairs pot up to £2,000
Annual gutter clearance

A single point of contact with an on-site response
within 3 hours
A personalised response to answer your
questions and provide the correct service
This builds on the Core Service package
providing a wider range of repairs. This will allow a
Satisfactory Electrical Installation Certificate to be
issued.
To address emergency repairs, planned work and
minor improvements identified by you
Removal of debris to prevent water damage

External lighting checks including the replacement Ensures pathways are illuminated to assist with
of defective lamps up to a maximum height of 3m site safety and security
Annual inspection and flush of surface
water drains

By keeping drains and gullies clear, flooding is
reduced and slip hazards caused through ice are
minimised (this does not include jetting of drains)

Fire Risk Assessment and report

Required to comply with the Fire Regulatory
Reform Fire Safety Order 2005

By buying these packages Property Management will work with you to keep your property

Healthy, Safe and Open
Property Management – 2018
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Bolt-on Services
Vertas Property Management has developed a flexible range of bolt on services you can choose to
purchase in a variety of options, from single one off to multiple and periodic purchases
We are proud to offer:

Building
project support

External
lighting checks

Internal
and external
decoration

lighting

PAT testing

Fire risk

Water hygiene

drains, check

assessment

risk assessment

and flush

and review

tasks

Heating
controls - set

checks
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and clearing

Surface water

Monthly
emergency

Gutter check
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and check

Compliance
training

Domestic
gas appliance
testing

CaterSafe
IEM Caterquip are part of the Vertas Group and specialise in the supply, installation, maintenance and
service of all makes of commercial catering and laundry equipment.
Vertas offer the Catersafe service to our customers to provide peace of mind with your kitchen equipment
Catersafe options are

Silver

Gold

Platinum

£1,800

£2,300

£3,500

Reactive Repairs and
Parts Replacement

Up to £1,000

Up to £1,500

£2,500

Annual Gas Service

✔

✔

✔

Annual Portable Appliance Testing (PAT)

✔

✔

✔

Annual Electrical Appliance Testing

✔

✔

✔

Annual Extraction Cleaning

✔

✔

✔

Annual Forward Maintenance Plan
and Asset Management

✔

✔

✔

Pest Control

✘

✘

✔

Kitchen Tap Maintenance

✘

✘

✔

Site Visit Following the
Interruption of Gas

✔

✔

✔

Helpdesk

✔

✔

✔

Advice, Support and Planning

✔

✔

✔

Competency Training

✘

✘

✔

Cost
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