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PART A – OVERVIEW OF THE AGFMA
1. The Agency Work Procedure Manual
The Across Government Facilities Management Arrangements (AGFMA) are an interagency mechanism through which the South Australian Government takes a
systematic approach to fulfilling its obligations and commitments to the maintenance,
management and improvement of Government’s building assets.
The Agency Work Procedure Manual (the AWPM) has been developed by the
Department for Infrastructure and Transport (the Department) to:
Provide a ‘one stop shop’ publication to assist Key Participants of the AGFMA
in understanding their respective roles and responsibilities.
Describe the operational functions and objectives of the AGFMA.
Describe the process for procurement of Facilities Management (FM) Services
under the AGFMA.
Incorporate FAMIS basic business rules.
Provide links to additional resources published on the AGFMA Website.
For a comprehensive list of acronyms and defined terms used throughout this
Manual, please refer to Schedule 1.
2. Objectives and benefits of the AGFMA
The AGFMA enable the South Australian Government to:
establish asset standards and maintenance requirements
identify the scope and extent of work that needs to be done
procure the performance of the works at a fair price
ensure that the work is completed to the required standards
periodically inspect and assess asset condition
maintain the required public records
appropriately manage risk and provide assurance across the asset
management lifecycle
Benefits of the AGFMA include:
improved asset management
improved risk management and identification
alignment of work practices to Work Health and Safety (WHS) statutory
requirements, codes of practice, standards and policies
active performance management of service providers through a key
performance indicator (KPI) framework
access to specialist technical expertise
compliance with a range of legislation and standards
a flexible program that allows the work to change from year to year
continuous improvement for improved customer satisfaction
reduced costs through economies of scale
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3. Key Participants of the AGFMA
Figure A.3.1: Key Participants of the AGFMA

Facilities Management Governance Group
The Facilities Management Governance Group (FMGG) is a governance group
comprised of members nominated by the Chief Executive of Participating Agencies
and was established to:
contribute to the development of across government strategies and approaches
relating to facilities management and asset management; and
measure and ensure value for money is achieved in the provision of Facilities
Management (FM) Services.
Contract Administrator
The Department’s Executive Director, Across Government Services performs the role
of Contract Administrator and is the:
delegated representative for the Minister for Infrastructure and Transport
Contract, being the Principal of the FM Services Contract with Spotless
Facilities Services Pty Ltd (Spotless); and
Service Framework Administrator for the FM Services Framework with the
Department’s Facilities Services Directorate (DIT-FS).
The Contract Administrator, with the assistance of the AGFMA Directorate, is
responsible for administering the AGFMA on behalf of the South Australian
Government; including the development and publishing of policies, processes and
guidance material.
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Facilities Management Service Provider
Facilities Management Service Providers (FMSP), currently Spotless and DIT-FS, are
engaged by the Contract Administrator to provide FM Services to Participating
Agencies in accordance with its Contractual or Framework obligations. FMSPs are
responsible for efficient and effective delivery of services under the AGFMA and for
providing proactive advice, reporting and capturing of information to support a strategic
approach to asset management.
Participating Agencies
Participating Agencies are those agencies participating in, and who procure FM
Services under the AGFMA. Participating Agencies and their Agency Representatives
play a role in administering the AGFMA through requesting and approving work which
supports facilities management and asset management outcomes.
Participating Agencies should develop and maintain a Strategic Asset
Management Plan (SAMP) which is aligned with the Strategic Asset
Management Framework (SAMF) published by the Department; and recognised
best practice approaches, such as the International Standard for Asset Management
ISO 55001.
The Memorandum of Administrative Arrangement (MoAA) describes the
strategic roles and responsibilities of Participating Agencies in the delivery of the
AGFMA.
4. Facilities Management and Asset Management
The AWPM outlines the processes by which Facilities Management is carried
out under the AGFMA. Whilst procuring FM Services under the AGFMA,
Participating Agencies are encouraged to consider best practice Asset
Management, as Participating Agencies are ultimately responsible for the
people, places and management of assets under their ownership and/or control.
The distinction between Facilities Management and Asset Management is defined
in Schedule 1.
5. Service Regions
FM Services are delivered to Participating Agencies giving consideration
to Designated Locations of the state of South Australia. To facilitate an efficient
service delivery model, the state is divided into four regions based on geographical
locations. Currently, the regions are serviced by two FMSPs which are Spotless
(regions N and C) and DIT-FS (regions S and R).
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Figure A.5.1: Service Regions
North Metropolitan (N) Central Metropolitan (C)

South Metropolitan (S) Regional (R)
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6. Safety
This section seeks to provide guidance and clarity with regards to the roles and
responsibilities of Key Participants under the AGFMA in regards to safety.
Shared Roles and Responsibilities
All Participants of the AGFMA, as concurrent duty holders, have a role in ensuring
compliance with Work Health and Safety (WHS) statutory requirements, codes of
practice, standards and policies. These include, but are not limited to:
Work Health and Safety Act (SA) 2012
Work Health and Safety Regulations (SA) 2012
Building Safety Excellence in the Public Sector
Approved Codes of Practice in South Australia
Australian Standards
Key Participants must at a minimum meet SA Government safety standards with the
Department’s standards able to be used as a guide:
Contractor Safety Management Guidelines
Contractor Roles Responsibilities and Relationships Guidelines
FMSP Roles and Responsibilities
At a minimum, a FMSP must:
ensure that all Contractors’ WHS management systems are appropriate and
that only qualified and competent workers undertake the required work
instruct Contractors to complete a Job Safety Analysis (JSA) /Job Safety and
Environment Analysis (JSEA), and where required, Safe Work Method
Statements (SWMS), for each job
ensure contractors engage in Agency site risk exchange conversations
where FM Services are considered Construction Work under WHS statutory
requirements, advise the Agency Representative of its statutory obligations
have a robust incident and hazard reporting and notification system
Participating Agency Roles and Responsibilities
At a minimum, a Participating Agency’s Representative (including delegated parties or
agents) must:
understand the tasks and location of the work to be completed
sight the JSA / JSEA and / or SWMS completed by the contractor
ensure that the hazardous materials register is current, available and
accessible for all Contractors at all Designated Locations
ensure that all Contractors are inducted in accordance with the Participating
Agency’s induction policy and procedures, in particular, liaising with
Contractors to complete an appropriate Site Risk Exchange for the Designated
Location (see link to example of minimum requirements Exchange Form 7:
Contractor Safety – Site Risk Exchange).

Page 9 of 73

Figure A.6.1: Example of Participating Agency Responsibilities- Site Risk Exchange
• Check ID / authorisation
Verify

Risk
Exchange

•
•
•
•
•

Site induction
Fire Evacuation and Fire Systems (dust, heat, etc.)
High Risk Construction Work
Hazardous Materials - asbestos, chemicals
Other site specific hazards or risks (e.g. children on site)

Access

•
•
•
•

Keys
Security arrangements
Contact details
Isolated or high risk work (working on plant / heights / roof access)

Sign Out

Documents

• Return of keys / access
• Sign out visitor register
• Leave the JSA / JSEA at the Designated Location

• Review CSR for recommendations / details of work completed
• Record following Agency processes

AGFMA Directorate Roles and Responsibilities
At a minimum, the Department’s AGFMA Directorate must:
seek assurance that WHS management systems are available and maintained
ensure that consultation is taking place and is effective
make available up to date policies, procedures and guidance material which
supports the safe delivery of AGFMA
monitor the performance of the FMSP with respect to safety outcomes against
its Contractual or Framework obligations
Safety Frameworks
All entities have an obligation to ensure the achievement of WHS outcomes under the
AGFMA. The following safety frameworks are integral to the achievement of WHS
outcomes:
the Framework for Safety Excellence
the Contractor Safety Management Lifecycle
The four pillars of the Framework for Safety Excellence as outlined in Figure A.6.2,
describe the characteristics of organisations with a strong organisational culture for
safety and minimal injury impacts on workers. They represent a vision for safety
excellence against which Participating Agencies are encouraged to review their
current performance and assess their progress. Participating Agencies also have a
concurrent responsibility and duty of care as defined in the Work Health and Safety
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Act (SA) 2012 to ensure that the FM Services align with the four pillars of safety
excellence.
Figure A.6.2: Framework for Safety Excellence

Safety
Leadership

Wellbeing &
Engagement

Risk
Management

Performance
Management

Leaders
demonstrate
commitment
to safety by
their actions

Organisational
practices
support
wellbeing and
engagement

Risk
management is
systematic and
proportionate

Regular
verification
and evaluation
of safety
performance is
undertaken

The Contractor Safety Management Lifecycle as outlined in Figure A.6.4 is a risk
management and continuous improvement process which aims to ensure that
Contractors are appropriately skilled, trained and informed, and that they are provided
with safe systems of work and safe workplaces. Participating Agencies are responsible
for the planning, implementation, operations phases of the Contractor Safety
Management Lifecycle. Participating Agencies also contribute to the evaluation and
performance review of the FMSP's WHS management systems and compliance.
Figure A.6.3: The Contractor Safety Management Lifecycle

Planning

• Identification of reasonably foreseeable WHS risks
involved in contracted works

Evaluation

• Assessment of the Contractor's WHS system, capacity
and capablility to meet WHS requirements

Implementation

• Ensuring task or project specific safety management
plans or other safety documentation are in place prior to
Contractor's commencment of work

Operations

• Taking reasonably practicable steps to monitor, analyse
and review contractor safety performance during the life
of the contract

Performance Review

• Feeding contractor WHS performance back into planning
and evaluation processes to ensure continuous
improvement of contract safety management
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PART B – FACILITIES MANAGEMENT SERVICE TYPES
1. Overview of Facilities Management Service Types
Figure B.1.1: Facilities Management Service Types
Facilities
Management
Services

Mandated

Planned

Preventative
Maintenance

Replacement/
Refurbishment
Maintenance
$5k > / < $1m

Minor Works
$5k > / < $150k

Non-Mandated

Unplanned

Breakdown
Maintenance
< / = $30k

Replacement/
Refurbishment
Maintenance < $5k

Planned

Minor Works < $5k

Planned Small
Construction works
$150k > / < $1m

Unplanned

Handyperson
Maintenance
est. cost < $1k

Scheduled
Attendence
Breakdown
Maintenance
< / = $2k

Property Services

Note: All figures are exclusive of GST

Property Services
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Mandated and Non-Mandated Services
Mandated Services are services which must be completed by a FMSP under the
AGFMA, and are categorised as either Planned or Unplanned Services.
Figure B.1.2: Mandated Services
Breakdown
Maintenance
(BD)

•Include emergency services to repair failed plant and equipment or facilities
that present an immediate hazard to occupants of a Designated Location; or
to repair failed plant and equipment or facilities to ensure that the
operational / functional objectives of Designated Locations are met.

Unplanned
Replacement/
Refurbishment
Maintenance
(RR)

•Involves the replacement or refurbishment of building fabric and / or minor
plant and equipment. It may be required in response to the premature failure
of an item of building fabric or minor plant and equipment, or could be
identified by Agency Representatives or through the undertaking of other
maintenance activities.

Unplanned
Minor Works
(Unplanned
MW)

•Involve additions or modifications to existing buildings or upgrading of
existing building fabric and plant and equipment at Designated Locations.

Preventative
Maintenance
(PR)

•Services that ensure assets continue to deliver the performance intended
while ensuring the expected life of building fabric and plant and equipment is
achieved by undertaking maintenance at regular recommended intervals
according to PR schedules and in accordance with manufacturers'
recommendations.

Planned
Replacement /
Refurbishment
Maintenance
(Planned RR)

•Services that are typically deemed necessary as a result of analysis of life
cycle information or premature failure of an item of building fabric or plant
and equipment.

Planned Minor
Works
(Planned MW)

•Involves additions or modifications to existing buildings or upgrading of
existing building fabric, plant and equipment or new works at Designated
Locations.

Planned /
Unplanned
Property
Services

•Includes Cleaning Services, Security Services, Hygiene Services, Grounds
Maintenance and Waste Management.

Non-Mandated Services are services which may be carried out by a FMSP under
the AGFMA, at the discretion of a Participating Agency. Non-Mandated Services are
also categorised as either Planned or Unplanned Services.
Figure B.1.3: Non-Mandated Services
Small
Construction
Works (SC
Works)

•Includes the acquisition of survey, planning, design and other services in
conjunction with building work.

Handyperson
Maintenance

•Includes services that are low value (< $1000), considered low risk by the
Contract Administrator, do not affect the integrity of the building structure
and do not require qualified tradespersons.
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2. Requesting Facilities Management Services
Requesting Planned Services
Schedules detailing the type, budget and regularity of when Planned PR and Planned
Property Services jobs will be undertaken, are developed as part of the annual Service
Delivery Plan and Budget (SDP&B) process. Work Requests for these services are
issued automatically via the Facilities Asset Management Information System (FAMIS)
one month prior to the service due date.
Planned Services at new Designated Locations can be added at any time via a new
SDP&B or updating an existing SDP&B to meet the needs of the new location. The
Participating Agency and the FMSP must liaise and agree on the appropriate
mechanism.
An Agency Representative can request for Planned MW, Planned RR and SC Works
via submission of a Work Request in FAMIS. The FMSP is responsible for ensuring
that work is completed in accordance with applicable standards and procedures.
NOTE: Agency Representatives from the Department for Education must contact the
Department for Education Asset and Facility Services to request all Planned Services.
Requesting Unplanned Services
Unplanned Service Work Requests made by an Agency Representative (i.e. BD,
with the exception of Scheduled Attendance Breakdown Maintenance), Unplanned
MW, Unplanned RR and Unplanned Property Services must:
Be assigned a priority when lodged via FAMIS
Identify what location, site, building and room
Provide adequate description of the works required
Job Priorities
The Agency Representative is required to assign a priority from 1 (one) to 5 (five) when
raising a Work Request (refer to Table B.2.1).
The Agency Representative must determine the priority level with regard to:
the likely impact on health, safety and welfare and security of the occupants of
the Designated Location; and
the threat to the functional and/or operational objectives and availability of the
Designated Location posed by the breakdown occurrence.
The priority level assigned to a Work Request determines the time within which the
FMSP must attend the Designated Location to commence the required work.
Please note:
only BD jobs can be raised as priority 1 or 2
for Scheduled Attendance Breakdown Maintenance, the Agency
Representative must specify the day and time at which the Designated Location
will become available for the FMSP to access and perform the required service
priority 1 jobs may include burst water mains, blocked toilets or drains causing
discharge of raw sewage or effluent onto open areas, gas leaks, electrical
failure, non-availability of hot water, breakdown of essential equipment and
other health endangering situations
all Unplanned RR and Unplanned MW jobs must be raised as priority 3, 4 or 5
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Scheduled Attendance Breakdown Maintenance should be raised as priority 5,
for attendance by the FMSP between 6 and a maximum of 45 days after the
job is raised
After hours (5pm to 7:30am) Work Requests raised:
for priority 1 or 2 requests, should be referred to the AGFMA Hotline
for priority 3, 4 or 5 requests raised via FAMIS, will be deferred and
dispatched on the following working day.
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Table B.2.1: Job Priorities
Metropolitan
(Regions N,
C & S)
Priority
1

2
3

For
emergency
response
where
the breakdown
presents an
immediate
hazard or
threat
to safety.
For high
priority
response.

5

Afterhours call
outs

Urban

Outer

Remote

Isolated

Priority 1, 2, 3, 4 & 5 requests can be entered directly into FAMIS or to the relevant region Hotline if FAMIS
is unavailable

4

Scheduled
Attendance
Breakdown
Maintenance

Regional South Australia (Region R) only

To be used
when
it is known that
the
Designated
Location
cannot
be accessed
by
the FMSP.
Jobs
to have an
estimated
value
*<$2,000 (excl.
GST).
All after hours
call outs are
Priority 1.

Within 45
minutes

Within 1 hour

Within 2 hours -

Same day
if requested
before 1pm
- By 1pm
next day if
requested
after 1pm

2 days

Within 2 hours

Within 3 hours

Within 4 hours

2 days

3 days

- Same day
if requested
before 1pm
- By 1pm
next day if
requested
after 1pm
Within 5 working
days

- Same day
if requested
before 1pm
- By 1pm
next day if
requested
after 1pm
Within 5 working
days

- Same day
if requested
before 1pm
- By 1pm
next day if
requested
after 1pm
Within 5 working
days

5 days

Within 30
days

Within 7
working days

Within 30
days

Within 30 days

Within 30 days

Within 30 days

Within 30 days

The date
and time of
attendance
is agreed
between
the Agency
Representative
and the
FMSP.

The date
and time of
attendance
is agreed
between
the Agency
Representative
and the
FMSP.

The date
and time of
attendance
is agreed
between
the Agency
Representative
and the
FMSP.

Not available

Within 30
days
Not
available

Within 45
minutes

Within 1 hour

Within 2 hours

Same day

2 days

Designated Location Zones have been established for Regional SA and are defined by their
proximity to the DIT-FS District Office.
Urban zone within 50 kilometres of the servicing District Office.
Outer zone greater than 50 and up to 100 kilometres from the servicing District Office.
Remote zone greater than 100 kilometres from the servicing District Office.
Isolated zone in the APY lands and on the Far West Coast.
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Call Out Fees for Unplanned Services
Participating Agencies are required to pay call out fees for priority 1 to priority 4
Unplanned Services. Priority 1 services are deemed to be emergency response
services and attract the highest call out fee. Call out fees for priority 2 to priority 4
services are reduced on a sliding scale to reflect the lower urgency of the Work
Request. Priority 5 Work Requests do not attract a call out fee. Where Contractors do
not meet the priority, they can only claim the priority call fee out applicable to their
actual attendance.
Table B.2.2 – Call Out Fees (Unplanned Services)

Agreed date
and time to
attend
Attendance
within a priority 1
response time
Attendance
within a priority 2
response time
Attendance
within a priority 3
response time
Attendance
within a priority 4
response time
Attendance
within a priority 5
response time
Attendance
within 31 and 45
days

Unplanned Services - Call out Fee Rates
BD

Priority 1
call out
fee
Priority 2
call out
fee
Priority 3
call out
fee
Priority 4
call out
fee
No call
out fee
N/A

Scheduled
Unplanned
Attendance
RR
Breakdown
Maintenance
Service not available N/A

Unplanned
MW

Priority 1 call out fee

N/A

N/A

Priority 2 call out fee

Priority 3 call
out fee

Priority 3 call
out fee

Priority 3 call out fee

Priority 4 call
out fee

Priority 4 call
out fee

Priority 4 call out fee

No call out
fee

No call out
fee

No call out fee

N/A

N/A

N/A
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3. Breakdown Maintenance
Figure B.3.1: Breakdown Maintenance Process
Agency Representative requests Breakdown Maintenance (BD)
Priority 1, 3, 4 & 5 – Work Requests can be entered directly into FAMIS or phoned to the appropriate region Hotline
number if FAMIS is unavailable.
Scheduled Attendance Breakdown Maintenance – requests can be entered directly into FAMIS. Jobs have a value
reasonably estimated as less than $2,000 (excl. GST).
The BD Work Request is forwarded to the relevant FMSP who
despatches a Contractor.

Contractor attends Designated Location
On arrival at the Designated Location, the Contractor must:
• follow the attendance process for the site;
• request a site induction (if required);
• check hazardous materials register;
• ensure site hazards are known;
• assess the scope of the BD work required; and
• complete a JSA/JSEA.
The Agency Representative must note the time of arrival.

Contractor assesses whether the requested BD service will
cost $3,000 (excl. GST) or more.

Perform under the Schedule of Rates
The BD service requested is to be performed under the
Schedule of Rates.
Scheduled Attendance Breakdown Maintenance may be
performed under the Schedule of Rates.

Yes

No

FMSP to notify Agency
Representative
If the requested BD service is estimated to cost
more than $3,000 (excl. GST), then before
commencing work the FMSP must notify the
Agency Representative of the overall cost to
perform the work.

Is the requested BD estimated to cost
$30,000 (excl. GST) or more?

Yes

No

Methods for the FMSP to procure
BD $30,000 (excl. GST) or more*
All BD estimated as costing $30,000 (excl. GST)
or more must be procured through a tender
process.
Replacement/refurbishment may be required
and a new job raised.
If replacement/refurbishment is required, the
FMSP/Contractor must “make safe” the
Designated Location.

Upon completion of the requested BD
Upon completion of the requested BD, a Customer Service Report (CSR) must be
completed, signed by the Agency Representative and left on site. The JSA/JSEA
must be sighted by the Agency Representative and left on site.
A Certificate of Compliance or other applicable documentation must be provided
as required.

Submission, acceptance and approval of claims for BD
services provided

• The Contractor must submit to the FMSP a claim for services provided.
• The FMSP must submit each claim in FAMIS as part of the daily electronic job
Work Request claim.
• The Agency Representative must, in FAMIS, accept each claim and approve it
for payment.

Dispute of claims for BD services provided
An Agency Representative is able to dispute any claim submitted to FAMIS by the
FMSP on the basis that:
• the BD work was not satisfactorily completed; or
• insufficient documentation was provided; or
• the amount claimed is incorrect; but
• must contact the FMSP before raising a dispute.
The FMSP must work with the Agency Representative to resolve the dispute.

Payment of invoices
The Contract Administrator will issue Participating Agencies with
a Tax Invoice for payment twice per month.

*Note: FAMIS only permits costs up to $20,000 for auto-approval, all amounts exceeding this value
will require approval from the AGFMA Directorate.
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Role of the FMSP
In undertaking activities related to Breakdown Maintenance (BD), the FMSP is
responsible for not only ensuring that the objectives of the service type are met, but
that Participating Agencies are provided with efficient and effective service delivery
outcomes to ensure customer satisfaction.
To achieve this, the FMSP at a minimum, must:
ensure a prompt response to all jobs and priority call out times are met
communicate instances where immediate work is required in order to avoid the
risk of personal injury or property damage, and if agreed, carry out the required
work
identify and procure all known materials, consumables and hire equipment
required prior to attending Designated Locations to minimise disruption to
Participating Agencies
identify opportunities for minimising expenditure incurred as part of delivering the
service
maintain an information system that records the details and costs of all work
performed
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
ensure the Customer Service Report (CSR) is signed by the Agency
Representative and includes:
 work carried out / undertaken
 materials, consumables and equipment used
 time spent on the work, including time of attendance on site and
completion of work
 the cause of the breakdown
communicate instances where additional (non-urgent) works are required and
provide information regarding the scope of works and approximate cost
obtain approval prior to undertaking any additional works
when required, provide a Certificate of Compliance or other applicable
documentation
manage Contractors and its own employees to ensure:
 repairs are performed cost effectively
 repairs are performed in accordance with manufacturer’s service manuals
for the parent plant and equipment, or per industry best practice
 all work completed is of a high quality
 downtime and loss of access to designated locations is minimised
 they hold security clearance(s) required to access Designated Locations
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4. Unplanned Replacement / Refurbishment Maintenance
Figure B.4.1: Unplanned Replacement / Refurbishment Maintenance Process
Agency Representative requests Unplanned RR
• All Unplanned RR Work Requests must be raised as priority 3, 4 or 5.
• Requests can be entered directly into FAMIS or phoned or faxed to the appropriate region Hotline number.
Note: Unplanned RR has a maximum value of $5,000 (excl. GST).
The Unplanned RR request is forwarded to the FMSP who
despatches a Contractor.

Contractor attends Designated Location
On arrival at the Designated Location, the Contractor must:
• sign the site attendance book;
• request a site induction (if required);
• check the hazardous materials register and ensure site hazards are known;
• assess the scope of the Unplanned RR work required; and
• complete a JSA/JSEA.
The Agency Representative must note the time of arrival.

Perform under the Schedule of Rates
Is design and/or documentation work
required for the requested Unplanned RR?

Yes

No

FMSP to notify Agency
Representative
Where design/documentation work is required
for Unplanned RR, the FMSP must notify the
Agency Representative before commencing
work:
• of the nature of the design work required; and
• if there is a need to engage a professional
services Contractor and an estimated cost for
the professional services Contractor to
perform the design work.

Development and procurement of
design work
• The FMSP and Agency Representative are to
agree the concept and design parameters for the
design work.
• The FMSP will then submit preliminary drawings
and specifications for written approval by the
Agency Representative.
• The Agency Representative must notify the
FMSP if it does not accept the preliminary design
work, including reasons.
• The FMSP must re-submit the preliminary design
work as required.
The FMSP can procure detailed design work by
engaging a professional service Contractor by
requesting 3 written quotes. Agency approval must
be gained for quotes over $3,000 (excl. GST).

Unplanned RR services up to the value of $5,000 (excl. GST) may be
performed under the Schedule of Rates, unless directed otherwise by the
Agency Representative.

Undertaking and completing Unplanned RR
In undertaking and completing Unplanned RR, the FMSP will:
• rectify the reported fault;
• procure materials and equipment and consumables known to be required and
carry out work to minimise disruption, downtime and lack of access to Designated
Locations and Agencies;
• ensure fit for purpose items are used in the replacement of building fabric and
plant or equipment, giving consideration to WOL, ESD and other such matters;
• provide regular updates on project status and notification of completion of work;
• ensure work is compliant with all required standards and approval processes;
• provide as built drawings, operating instructions/manuals and other documents;
• complete and leave on site a CSR and JSA/JSEA;
• complete a Certificate of Compliance or other applicable documentation; and
• regularly and accurately update SAMIS.

Submission, acceptance and approval of claims for Unplanned
RR services provided

• The Contractor must submit to the FMSP a claim for services provided.
• The FMSP must submit each claim in FAMIS as part of the daily electronic job
Work Request claim.
• The Agency Representative(s) must, in FAMIS, accept each claim and approve it
for payment.

Dispute of claims for unplanned RR services provided
An Agency Representative is able to dispute any claim submitted to FAMIS by the
FMSP on the basis that:
• the Unplanned RR work was not satisfactorily completed; or
• insufficient documentation was provided; or
• the amount claimed is incorrect; but
• must contact the FMSP before raising a dispute.
The FMSP must work with the Agency Representative to resolve the dispute.

Payment of invoices
The Contract Administrator will issue Participating Agencies with
a Tax Invoice for payment twice per month.
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Role of the FMSP
In undertaking activities related to Unplanned RR, the FMSP is responsible for not
only ensuring that the objectives of the service type are met, but that Participating
Agencies are provided with efficient and effective service delivery outcomes to
ensure customer satisfaction.
To achieve this, the FMSP at a minimum, must:
ensure a prompt response to all jobs and priority call out times are met
identify and procure all known materials, consumables and hire equipment
required prior to attending designated locations to minimise disruption to
Participating Agencies
identify opportunities for minimising expenditure incurred as part of delivering the
service
maintain an information system that records the details and costs of all work
performed
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
ensure the CSR is signed by the Agency Representative and includes:
 work carried out / undertaken
 materials, consumables and equipment used
 time spent on the work, including time of attendance on site and
completion of work
 the reason the work was required
ensure items used in the replacement of building fabric and plant and equipment
are fit for purpose, giving consideration to Whole-of-Life (WOL), Ecologically
Sustainable Development (ESD) and other such matters
provide the Agency Representative with:
 regular status updates for Unplanned RR jobs in progress, including a
comparison of actual and budgeted costs; and
 notification when Unplanned RR jobs are complete
ensure work is compliant with statutory requirements, manufacturers’
recommendations, Australian Standards; and any standards set by the
Participating Agency and/or the Contract Administrator
ensure built drawings, operating instructions, manuals and other relevant
documents are provided
manage Contractors and its own employees to ensure quality of work and
appropriate costs of jobs
when required, provide a Certificate of Compliance or other applicable
documentation
regularly and accurately update SAMIS with respect to Unplanned RR
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5. Unplanned Minor Works
Figure B.5.1: Unplanned Minor Works Process
Agency Representative requests Unplanned Minor Works (Unplanned MW)
• All Unplanned MW orders must be raised as priority 3, 4 or 5.
• Requests can be entered directly into FAMIS or phoned to the appropriate region Hotline number.
Note: Unplanned MW has a maximum value of $5,000 (excl. GST).
The Unplanned MW request is forwarded to the relevant
FMSP who despatches a Contractor.

Contractor attends Designated Location
On arrival at the Designated Location, the Contractor must:
• sign the site attendance book;
• request a site induction (if required);
• check the hazardous materials register and ensure site hazards are known;
• assess the scope of the unplanned MW required; and
• complete a JSA/JSEA..
The Agency Representative must note the time of arrival.

Perform under the Schedule of Rates
Is design and/or documentation work
required for the requested Unplanned MW?

Yes

No

FMSP to notify Agency
Representative
Where design/documentation work is required
for Unplanned MW, the FMSP must notify the
Agency Representative before commencing
work:
• of the nature of the design work required; and
• if there is a need to engage a professional
services Contractor and an estimated cost for
the professional services Contractor to
perform the design work.

Development and procurement of
design work
• The FMSP and Agency Representative are to
agree the concept and design parameters for the
design work.
• The FMSP will then submit preliminary drawings
and specifications for written approval by the
Agency Representative.
• The Agency Representative must notify the
FMSP if it does not accept the preliminary design
work, including reasons.
• The FMSP must re-submit the preliminary design
work as required.
The FMSP can procure detailed design work by
engaging a professional service Contractor by
requesting 3 written quotes. Agency approval must
be gained for quotes over $3,000 (excl. GST).

Unplanned MW services may be performed under the Schedule of
Rates, unless directed otherwise by the Agency Representative.

Undertaking and completing Unplanned MW
In undertaking and completing Unplanned MW, the FMSP will:
• rectify the reported fault;
• procure materials and equipment and consumables known to be required and
carry out work to minimise disruption, downtime and lack of access to Designated
Locations and Agencies;
• ensure fit for purpose items are used in the replacement of building fabric and
plant or equipment, giving consideration to WOL, ESD and other such matters;
• provide regular updates on project status and notification of completion of work;
• ensure work is compliant with all required standards and approval processes;
• provide as built drawings, operating instructions/manuals and other documents;
• complete and leave on site a CSR and JSA/JSEA;
• complete a Certificate of Compliance or other applicable documentation; and
• regularly and accurately update SAMIS.

Submission, acceptance and approval of claims for Unplanned
MW services provided

• The Contractor must submit to the FMSP a claim for services provided.
• The FMSP must validate that each (Sub)contractor claim has been correctly
submitted and submit each claim in FAMIS as part of the daily electronic job Work
Request claim.
• The Agency Representative(s) must, in FAMIS, accept each claim and approve it
for payment.

Dispute of claims for Unplanned MW services provided
An Agency Representative is able to dispute any claim submitted to FAMIS by the
FMSP on the basis that:
• the Unplanned MW was not satisfactorily completed; or
• insufficient documentation was provided; or
• the amount claimed is incorrect; but
• must contact the FMSP before raising a dispute.
The FMSP must work with the Agency Representative to resolve the dispute.

Payment of invoices
The Contract Administrator will issue Participating Agencies with
a Tax Invoice for payment twice per month.
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Role of the FMSP
In undertaking activities related to Unplanned MW, the FMSP is responsible for not
only ensuring that the objectives of the service type are met, but that Participating
Agencies are provided with efficient and effective service delivery outcomes to ensure
customer satisfaction.
To achieve this, the FMSP, at a minimum, must:
ensure a prompt response to all jobs and priority call out times are met
maintain an information system that records the details and costs of all work
performed
identify and procure all known materials, consumables and hire equipment
required prior to attending Designated Locations to minimise disruption to
Participating Agencies
identify opportunities for minimising expenditure incurred as part of delivering the
service
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
ensure the CSR is signed by the Agency Representative and includes :
 work carried out / undertaken
 materials, consumables and equipment used
 time spent on the work, including time of attendance on site and
completion of work
 the reason the work was required
ensure items used in the replacement of building fabric and plant and equipment
are fit for purpose, giving consideration to WOL, ESD and other such matters
provide the Agency Representative with:
 regular status updates for Unplanned MW jobs in progress, including a
comparison of actual and budgeted costs; and
 notification when Unplanned MW jobs are complete
ensure work is compliant with statutory requirements, manufacturers’
recommendations, Australian Standards; and any standards set by the
Participating Agency and / or the Contract Administrator
ensure built drawings, operating instructions, manuals and other relevant
documents are provided
manage Contractors and its own employees to ensure quality of work and
appropriate costs of jobs
when required, provide a Certificate of Compliance or other applicable
documentation
regularly and accurately update SAMIS with respect to Unplanned MW
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6. Preventative Maintenance
Preventative Maintenance (PR) services can be classified into two categories:
•

•

Regulatory PR: Services which must be carried out to satisfy statutory
requirements, for example requirements under the Work Health Safety
Regulations, Ministerial Standard MBS 002, Electricity (General) Regulations;
and
Recommended PR: Services undertaken at the discretion of the Participating
Agency, which may meet a service task or support a WHS activity and/or
Australian Standard which is not regulation. Refer to the Asset Preventative
Maintenance Hierarchy for more information on statutory requirements and
guidance documents.

NOTE: Refer to Schedule 4 for a more comprehensive account of the PR process.
Preparation of Service Delivery Plans and Budgets for PR Services
All PR services are prescribed in a Participating Agency’s annual SDP&B. SDP&Bs
for PR services are developed in consultation between the relevant FMSP and the
Agency Representative for the Designated Location.
Figure B.6.1: Preventative Maintenance Overview: Planning Stage
October
• FMSP Preliminary
planning for SDP&B
commences.
• Approximately 270
days prior to the
beginning of the new
financial year, the
FMSP begins
preliminary planning
for SDPs

January - March
• A desktop audit of
Designated Locations
is conducted to
determine all items of
building fabric, plant
and equipment
requiring PR
• Additional physical site
audits will occur on a
multi year schedule
• the FMSP begins
liaising with
Participating Agencies
to develop the SDP&B
• the FMSP finalises the
draft SDP&B and
provides it to Agency
Representatives
• Approximately 180
days prior to the new
financial year

Late MarchEarly April
• SDP&B endorsement
is sought by the
Agency
Representative is
required
approximately 45 days
prior to the new
financial year,
• During Jan-Apr should
the Agency have any
issue with the SDP&B,
revisions must be
submitted by the
FMSP within 10
business days.
• Once the SDP&B is
finalised it is approved
by the Agency
Representative
• Unapproved SDP&Bs
will be escalated to the
Agency Chief
Executives as required

May-June
• the approved SDP&B
is entered into the
FMSP system
• Work requests are
created in FAMIS*
• Due between 45 and
30 days prior to the
new financial year

*Note: FAMIS only permits costs up to $20,000 for auto-approval, all amounts exceeding this value will require
approval from the AGFMA Directorate.

NOTE: Refer to Part C for further information on the SDP&B process.
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Completion of Works and Billing Stage
Figure B.6.2: Preventative Maintenance Overview: Completion of Works and Billing
Service
Commencement
• Following the SDP&B
process, from 1 July
the FMSP can issue
jobs and PR can
commence.
• Contractors are
assigned jobs in
system by the FMSP.
• Contractor attends
sites and completes PR
work.

Invoicing

Documentation
• CSRs and other
documentation such as
JSA/JSEA must be
completed. (Note copy
of the JSA/JSEA must
be left with the
Agency).
• Contractor lodges claim
on completion of the
job.

• Contractor claims are
reviewed for
completeness by
FMSP and entered into
the FMSP system for
processing on
approval.
• Claims approval via
FAMIS by Agency
Representatives.
• Approved claims will be
invoiced to the
Participating Agencies
twice per month.
• Participating Agencies
pay invoices

Approval Escalation Process
Figure B.6.3: Roles and Responsibilities where escalation is required to obtain approval of a
Participating Agency’s SDP&B.
Email sent to Agency Representative
requesting approval of PR SDP&B for a site(s)

4 weeks
If no response, follow up email sent by FMSP
Manager or AGFMA Directorate requesting
approval of the SDP&B

2 weeks
Escalation to the Department's Executive
Director (ED), Across Government Services
(AGS)

1 week
ED, AGS notifies ED of responsible Agency
that approval is required for the SDP&B

1 week
ED, AGS sends follow up email if no response

1 week
The ED informs CEs that approved SDP&Bs
have not been received for a Designated
Locations and only Mandatory PR will be
uploaded to FAMIS
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Role of the FMSP
In undertaking activities related to PR, the FMSP is responsible for not only ensuring
that the objectives of the service type are met, but that Participating Agencies are
provided with efficient and effective service delivery outcomes to ensure customer
satisfaction.
To achieve this, the FMSP must, but is not limited to:
ensure the CSR is signed by the Agency Representative and includes:
 work carried out / undertaken
 materials, consumables and equipment used
 time spent on the work, including time of attendance on site and
completion of work
 the reason the work was required
complete, sign and leave on site a JSA/JSEA along with the approved CSR
establish and maintain a plant and equipment register, being an accurate list of
Designated Locations and corresponding items of building fabric, plant and
equipment (including quantities)
deliver PR services with no or minimal disruption to the operations of the
Designated Location
validate that PR services performed at Designated Locations comply with the
associated SDP&Bs (i.e. services specified and timeframes), including that all
building fabric, plant and equipment is being maintained such that the
manufacturer’s warranties or specifications are not compromised
maintain accurate records of PR services actually performed in an electronic
format able to be used by the Participating Agencies and/or the Contract
Administrator
provide an electronic report detailing compliance with PR SDP&Bs in the Agency
Focus Group Meeting
promptly update PR SDP&Bs
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
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7. Planned Replacement / Refurbishment Maintenance
Figure B.7.1. Planned Replacement / Refurbishment Maintenance
1. Initiate Planned RR job

5. Quote or tender process*

Agency Representative raises a Planned RR job in FAMIS,
providing:
o a job description, including whether design and
documentation work is required;
o expected start and completion dates; and
o an estimated budget.

Planned RR of value $5,000 (excl. GST) to $30,000 (excl. GST)

2. Preliminary design and documentation work
FMSP confirms with the Agency Representative:
o the nature of the preliminary design and documentation
work required;
o whether a professional services Contractor should be
engaged; and
o provides an estimated cost to engage a professional
services Contractor.
Agency Representative:
o approves the proposal to engage a professional services
Contractor; and
o raises a secondary (consultancy) job in FAMIS; or
o rejects the proposal, providing reasons why.
FMSP engages the recommended professional services
Contractor.

3. Replacement/Refurbishment Plan
Within 60 days of the initial job being raised the FMSP must
prepare and present to the Agency Representative a
Replacement/Refurbishment Plan detailing:
o an indicative price;
o expected start and completion dates;
o a revised risk assessment; and
o the tendering and contracting methodology.
Agency Representative must approve the RR Plan before
the job can proceed to the detailed design & documentation
phase. Reasons must be provided if the RR Plan is rejected.

4. Detailed design and documentation work
FMSP recommends a costed proposal from a professional
services Contractor to perform detailed design and
documentation work.
Agency Representative:
o approves the proposal; and
o raises a secondary (consultancy) job in FAMIS; or
o rejects the proposal, providing reasons why.
FMSP:
o engages the recommended professional services
Contractor;
o submits detailed design and documentation to the Agency
Representative; and
o makes a recommendation to proceed to quote or tender.
Agency Representative either approves or rejects the
recommendation to proceed to quote or tender, providing
reasons if the recommendation is rejected.

FMSP obtains a single written quote:
o detailing the scope of work and cost to perform the work; and
o recommends that the quote provides value for money and should be
accepted by the Agency Representative.
Agency Representative can request that three (3) written quotes are
provided.
Planned RR of value $30,001 (excl. GST) to $150,000 (excl. GST)
FMSP undertakes a tender process:
o establishes a tender field and calls tenders;
o evaluates the tenders received;
o recommends the tender providing the best value for money, including
the tendered price and start and completion dates.
Planned RR of value $150,001 (excl. GST) to $1,000,000 (excl. GST)
FMSP undertakes a tender process:
o establishes a tender field and calls tenders;
o evaluates the tenders received;
recommends the tender providing the best value for money, including
the tendered price and start and completion dates

6. Undertake and complete Planned RR
FMSP engages the Contractor that provided the accepted quote or
tender. In managing and completing the Planned RR the FMSP will:
o provide regular updates on project status, notify completion of work
and regularly and accurately update SAMIS;
o ensure work complies with all required standards and approval
processes;
o provide as built drawings, operating instructions/manuals and other
documents; and
o complete a Certificate of Compliance or other applicable
documentation.
Variation orders
Variation orders (to price or scope of works) and extensions of
consultancy services can be raised in FAMIS under the original Work
Request number.
The Agency Representative must approve all variation orders before
they can be raised.

7. Submitting, accepting and approving claims
o The Contractor must submit a claim to the FMSP for services
provided.
o The FMSP must validate that each Contractor claim is correctly
submitted and submit each claim in FAMIS.
o The Agency Representative, in FAMIS, must accept each claim and
approve it for payment.

8. Dispute of claims
An Agency Representative can dispute any claim submitted to FAMIS
on the basis that
o the Planned RR work was not satisfactorily completed;
o insufficient documentation was provided; or
o the amount claimed is incorrect; but
o must contact the FMSP before raising a dispute.
The FMSP must work with the Agency Representative to resolve the
dispute.

9. Payment of invoices
The Contract Administrator issues Participating Agencies with a Tax Invoice twice per month.

*Note: FAMIS only permits costs up to $20,000 for auto-approval, all amounts exceeding this value will require
approval from the AGFMA Directorate.
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Figure B.7.2: Preparation of the Planned Replacement / Refurbishment Maintenance program

Preparation

• To prepare a Planned RR
Maintenance Program the
FMSP uses:
• Condition reports (refer Part
C)
• Condition assessments
• Lifecycle reports (refer Part C)
• Plant and equipment registers
• Risk registers or risk
assessments
• WOL and ESD principles
• any other data/information
gathered in the delivery of the
FM Services
• To advise Agency on proposed
RR Program the FMSP may
also:
• develop high level project
scope/s
• provide an order of cost or
cost estimate for each
proposed project

Planning - FMSP

• During the SDP&B cycle (refer
Part C) the FMSP will:
• assist in prioritising works
within the Participating
Agency's budget, by utilising
the agreed risk management
criteria;
• ensure project budgets
consider consultancies and
contingencies;
• advise on procurement
strategy as works may require
a tender process;
• ensure all proposed projects
are based on up-to-date
information regarding the
condition of the Designated
Locations and Nominated
Assets

Planning - Agency

• The Agency Representative
must:
• provide an estimate budget
for the RR Maintenance
Program.
• consult with the FMSP to
determine the priorities and
Recommended RR to be
included in the Planned PR
Program
• confirm the Participating
Agency is able to fund and
the agreed budget for each
item of work
• provide confirmation to the
FMSP in writing before the
beginning of the coming
program period (refer to
Section 6)

• Outside the SDP&B cycle the
Agency Representative will
request an order of cost or
estimate for the works
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Planned RR Program

• The FMSP includes the
confirmed works and budgets
in the Planned RR Program
through the annual SDP&B.
• The Work Request can be
raised in FAMIS at the
commencement of the financial
year and released in FAMIS by
the Agency Representative
when required; or
• The Agency will raise a
Planned RR work request

Role of the FMSP
In undertaking activities related to Planned RR, the FMSP is responsible for not only
ensuring that the objectives of the service type are met, but also that Participating
Agencies are provided with efficient and effective service delivery outcomes to
ensure customer satisfaction.
To achieve this, at a minimum, the FMSP must:
consult with the Participating Agency in order to develop its Planned RR Program
obtain approval from the Agency Representative for any variations to budgeted
amounts or project scope
ensure items used in the replacement of building fabric and plant and equipment
are fit for purpose, giving consideration to WOL, ESD and other such matters.
Consultation with the Department’s Services Engineer on proposed replacement
alternatives must be undertaken
ensure that Planned RR is completed within the scope of the SDP&B and with
minimal disruption to Designated Locations
ensure work is compliant with statutory requirements, manufacturers’
recommendations, Australian Standards; and any standards set by the
Participating Agency and / or the Contract Administrator
with regard to SAMIS:
 record items of plant and equipment or building fabric
 update and maintain life cycle data and where necessary, drawings (e.g.
site, building and floor plans)
 when performing work in relation to the building fabric, plant and
equipment, conduct and record the life cycle analysis, ensuring the FMSP
equipment register is also updated
ensure all relevant documentation such as Certificate of Completion, operating
instructions or manuals are provided to the Agency Representative
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
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8. Planned Minor Works
Figure B.8.1: Planned Minor Works Process
1. Initiate Planned MW job

5. Quote or tender process*

Agency Representative raises a Planned MW job in FAMIS,
providing:
o a job description, including whether design and
documentation work is required;
o expected start and completion dates; and
o an estimated budget.

Planned MW of value $5,000 (excl. GST) to $30,000 (excl. GST)
FMSP obtains a single written quote:
o detailing the scope of work and cost to perform the work; and
o recommends that the quote provides value for money and should
be accepted by the Agency Representative.

2. Preliminary design and documentation work

Agency Representative can request that three (3) written quotes
are provided.

FMSP confirms with the Agency Representative:
o the nature of the preliminary design and documentation
work required;
o whether a professional services Contractor should be
engaged; and
o provides an estimated cost to engage a professional
services Contractor.

FMSP undertakes a tender process:
o establishes a tender field and calls tenders;
o evaluates the tenders received;
o recommends the tender providing the best value for money,
including the tendered price and start and completion dates.

Planned MW of value $30,001 (excl. GST) to $150,000 (excl. GST)

Agency Representative:
o approves the proposal to engage a professional services
Contractor; and
o raises a secondary (consultancy) job in FAMIS; or
o rejects the proposal, providing reasons why.

For all quote and tender processes the Agency Representative:
o approves the quote or tender; and
o fixes the price to complete the Planned MW in FAMIS; or
o rejects the quote or tender, providing reasons why.

FMSP engages the recommended professional services
Contractor.

6. Undertake and complete Planned MW

3. Minor Works Plan
Within 60 days of the initial job being raised the FMSP must
prepare and present to the Agency Representative a MW
Plan detailing:
o an indicative price;
o expected start and completion dates;
o a revised risk assessment; and
o the tendering and contracting methodology.
Agency Representative must approve the MW Plan before
the job can proceed to the detailed design & documentation
phase. Reasons must be provided if the MW Plan is
rejected.

FMSP engages the Contractor that provided the accepted quote or
tender. In managing and completing the Planned MW the FMSP
will:
o provide regular updates on project status, notify completion of
work and regularly and accurately update SAMIS;
o ensure work complies with all required standards and approval
processes;
o provide as built drawings, operating instructions/manuals and
other documents; and
o complete a Certificate of Compliance or other applicable
documentation.
Variation orders
Variation orders (to price or scope of works) and extensions of
consultancy services can be raised in FAMIS under the original
Work Request number.
The Agency Representative must approve all variation orders
before they can be raised.

4. Detailed design and documentation work
FMSP recommends a costed proposal from a professional
services Contractor to perform detailed design and
documentation work.
Agency Representative:
o approves the proposal; and
o raises a secondary (consultancy) job in FAMIS; or
o rejects the proposal, providing reasons why.
FMSP:
o engages the recommended professional services
Contractor;
o submits detailed design and documentation to the Agency
Representative; and
o makes a recommendation to proceed to quote or tender.
Agency Representative either approves or rejects the
recommendation to proceed to quote or tender, providing
reasons if the recommendation is rejected.

7. Submitting, accepting and approving claims
o The Contractor must submit a claim to the FMSP for services
provided.
o The FMSP must validate that each Contractor claim is correctly
submitted and submit each claim in FAMIS.
o The Agency Representative, in FAMIS, must accept each claim
and approve it for payment.

8. Dispute of claims
An Agency Representative can dispute any claim submitted to
FAMIS on the basis that
o the Planned MW work was not satisfactorily completed;
o insufficient documentation was provided; or
o the amount claimed is incorrect; but
o must contact the FMSP before raising a dispute.
The FMSP must work with the Agency Representative to resolve
the dispute.

9. Payment of invoices
The Contract Administrator issues Participating Agencies with a Tax Invoice for payment twice per month.

*Note: FAMIS only permits costs up to $20,000 for auto-approval, all amounts exceeding this value
will require approval from the AGFMA Directorate.
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Preparation of Planned Minor Works Program
SDP&Bs for Planned MW for Designated Locations are developed in consultation
between the relevant FMSP and the Agency Representative for the Designated
Location.
NOTE: Refer to Part C for further information on the SDP&B process.
Figure B.8.2: Preparation of Planned Minor Works Program

FMSP

Agency Representative

•provides details of MW identified
to assist Participating Agency
develop scope of MW

•consults with the FMSP to determine
the extent of MW to be included in the
annual Planned MW Program.

•provides a verified estimated cost
to carry out the recommended
Planned MW, which includes the
cost of any required consultancies
and contingencies

•confirms the Planned MW the Agency
is able to fund and the agreed budget
for each item of work

•prioritises recommended works to
suit the Agency’s budget

•provides confirmation to the FMSP in
writing before the beginning of the
coming program period

•ensures the SDP&Bs are based
on up-to-date information
regarding the condition of
Designated Locations and have
given consideration to WOL and
ESD principles
•includes the confirmed works and
budgets in the Planned MW
Program
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Role of the FMSP
In undertaking activities related to Planned MW, the FMSP is responsible for ensuring
that the objectives of the service type are met and that Participating Agencies are
provided with efficient and effective service delivery outcomes to ensure customer
satisfaction.
To achieve this, at a minimum the FMSP must:
consult with the Participating Agency in order to develop its Planned MW Program
obtain approval from the Agency Representative for any variations to budgeted
amounts or project scope
develop a scope of works where required, giving consideration to WOL and ESD
principles, preferred materials and processes and indicating budget and planned
start/finish dates
provide cost estimates for all Planned MW and obtain approval from the Agency
Representative for any variations
provide project support and management services required to implement Planned
MW SDP&Bs at Designated Locations, including:
 regular and accurate progress reports, including any delays, expected
delays and reasons for the delays
 analysis of actual versus budgeted expenditure
 for projects extending over a number of months provide a program and
monthly progress reports indicating the stage of activities and the required
progress payment for works completed to date
 claims for progress payment are to be verified and approved in FAMIS for
payment by the Agency Representative
ensure that all planned MW are completed:
 within the scope of approved SDP&B or Work Request value.
 with minimal disruption to the operations of Designated Locations
 compliant to statutory requirements, manufacturers’ recommendations,
Australian Standards; and any standards set by the Participating Agency
and/or the Contract Administrator
ensure all relevant documentation such as Certificate of Completion, operating
instructions or manuals are provided
with regard to SAMIS:
 record items of plant and equipment or building fabric
 update and maintain life cycle data and where necessary, drawings (e.g.
site, building and floor plans)
 when performing work in relation to the building fabric, plant and
equipment, conduct and record the life cycle analysis, ensuring the FMSP
equipment register is also updated
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
.
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9. Small Construction Works
Figure B.9.1: Small Construction Works Process
Agency Representative requests Small Construction Works (SC Works)
Agency Representative requests SC Works by raising a job in FAMIS. Work Request must iInclude an Agency Project Briefing and Risk
Assessment (Schedule 3), applicable budget and end date.

FMSP responds, procures and performs SC Works according to the Small Construction Works Policies
and Procedures Manual (SC Manual)
The SC Manual details five (5) phases for the procurement and performance of SC Works:
• Concept phase;
• Design and Documentation phase;
• Tender phase;
• Construction phase; and
• Review phase.

Concept phase
Based on the Work Request raised in FAMIS, the FMSP prepares
a SC Works Plan by engaging and managing professional services
Contractor(s) in line with the requirements of the FM Services
Contract/FM Services Framework.
The Agency Representative provides written confirmation that the
SC Works job will proceed or not to the Design and
Documentation and Tender phases.

Design and Documentation phase
The FMSP manages the professional services Contractor(s) to
develop the design and prepare the detailed drawings and
specification that will form the basis of the construction contracts,
including as applicable the preparation of conditions of tendering
and contract.

Tender phase
The FMSP establishes a tender field from a panel of DIT-approved
Contractors, calls and evaluates tenders. The tender process must
be in accordance with the requirements of the FM Services
Contract/FM Services Framework.
The Agency Representative provides written confirmation whether
or not the SC Works job will proceed to the Construction phase.

Is a variation order required?
Variation orders (to price or scope of works) and extensions of
consultancy services can be raised in FAMIS under the original
Work Request number.
The FMSP must gain approval for variation orders from the
Agency Representative before requesting the variation order to be
raised.

Submission, acceptance and approval of claims
for SC Works

• The Contractor must submit to the FMSP a claim for services
provided.
• The FMSP must validate that each claim has been correctly
submitted and submit each claim in FAMIS as part of the daily
electronic job Work Request claim.
• The Agency Representative(s) must, in FAMIS, accept each
claim and approve it for payment.

Construction phase
The FMSP manages on-site activities that result in a new or
refurbished asset(s) at the Designated Location. This includes:
• ensuring Contractors have the licences required to undertake
construction work; and
• ensuring the safety of operations and high quality of work.

Review phase
The FMSP reviews the job to ensure all SC Work has been
completed and there is a smooth handover to the Participating
Agency. This includes initiating and conducting a handover
meeting between the FMSP, Participating Agency and
Contractor(s).

Dispute of claims for SC Works

An Agency Representative is able to dispute any claim submitted to
FAMIS by the FMSP on the basis that:
• the SC Work was not satisfactorily completed; or
• insufficient documentation was provided; or
• the amount claimed is incorrect; but
• must contact the FMSP before raising a dispute.

Payment of invoices

The Contract Administrator will issue Agencies with a Tax Invoice
for payment twice per month.

The FMSP must work with the Agency Representative to resolve
the dispute.
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Figure B.9.2: Phases for Procurement to Construction of SC Works

Concept
• Agency Representative raises a
Work Request via FAMIS and
provides the FMSP with a brief of
requirements, indicative budget and
completion date.
• The FMSP must prepare a SC
Works Plan that includes:
• the scope of work
• the impacts on asset condition
• an assessment of risks
• the resources required
• subcontract tendering methodology
• the indicative cost on completion
• the indicative program (key
milestones).
• Where required, the FMSP will
engage/manage professional
services subcontractors (e.g.
building designer, cost manager) to
contribute their professional
expertise to the development of the
SC Works Plan which sufficiently
demonstrates to the Agency
Representative that the job is viable,
costs are within the indicative budget
and critical timelines well be met.
• The SC Works Plan must be
submitted to the Agency
Representative within 60 days of the
Work Request being raised,
accompanied by:
• all relevant supporting
documentation (reports, cost
estimates, quotes etc.)
• a recomendation that approval is
given to proceed to the design and
documentation and tender phases
• The Agency Representative confirms
whether the SC Works job is to
proceed to the Design and
Documentation phase by providing
written approval (including
confrmation of the job scope, budget
and date for completion); and raising
a secondary FAMIS job.

Design and
Documentation
• Upon receipt of a Secondary (Design
and Documentation phase) FAMIS
job number, the FMSP proceeds to
develop the approved concept
design to a high level of design detail
through schematic design and
design development.
• The FMSP manages the
professional services Contractors to
ensure that:
• they contribute their professional
expertise
• the design meets the functional and
legislative requirements and the
Participating Agency’s standards
• they develop the design, detailed
drawings and specification that will
form the basis of the construction
subcontracts, including as
applicable the preparation of
conditions of tendering and
subcontracting
• When the design is sufficiently
detailed the FMSP shall review the
updated indicative cost and
indicative completion date in relation
to the approved cost and date.

Tender
• During the tender phase, the FMSP:
• establishes a subcontractor tender
field from the Department's
approved panel of Contractors: and
• calls and evaluates tenders
• All requirements of the Contract,
tendering codes and relevant the
Department's policies must be
adhered to.
• At the end of this phase the Agency
Representative will decide whether
the SC Works job will proceed to the
Construction phase.
• A SC Works job cannot proceed to
the construction phase without the
written approval of the Agency
Representative.

• If the job is in accordance with the
Participating Agency's approval of
the SC Works Plan, the FMSP shall
obtain Participating Agency
endorsement from the Agency
Representative to proceed to the
Tender phase.
• Should completion cost be greater,
or completion date be later than
approved in the SC Works Plan, the
FMSP shall gain written approval
from the Agency Representative for
the variation(s) before proceeding to
the Tender phase.
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Construction
• The Construction phase entails onsite activities by Contractors that
result in a new or refurbished asset
at a Designated Location.
• During this phase the FMSP shall:
• ensure that Contractors:
• have the licences required to
undertake construction work
• check the hazarodus materials
register at the Designated
Location prior to commencing
work
• remove any hazardous materials
in accordance with the guidelines
referenced in the SC Manual
• ensure that the specific
requirements of the drawings and
specification approved by the
Agency Representative are met
• manage the overall construction
performance, in particular the
quality of work and safety of
operations.

Variation to agreed scope of SC Works job
During the construction phase of any SC Works job, there will be very limited
circumstances under which the approved scope can be varied after the final fixed
price is accepted.
The limited circumstances will include:
unavoidable and essential scope change (additional or reduced) arising from a
significant service delivery change at the Designated Location
a change in legislative requirements
latent conditions that could not reasonably have been anticipated by the FMSP
Variations will not be approved for:
errors in the tender or contract documents
errors in the final fixed price
a direction by or delay caused by a municipal, public or statutory authority
directions from unauthorised persons at the Designated Location
A variation to the SC Works job shall be endorsed in writing by the Agency
Representative and a variation order created in FAMIS for the fixed price value
before implementation by the FMSP. In urgent or special circumstances (e.g. site
emergency or remote areas), verbal approval can be sought from the Agency
Representative and followed up in writing and a variation order created in FAMIS for
the fixed price within three (3) working days.
At the completion of the Construction phase the FMSP shall create a new, or amend
existing PR schedule(s), to reflect changes from the SC Works job and appropriately
update SAMIS.
Review Phase
The Review phase ensures all construction work has been completed and there is a
smooth handover of the SC Works job to the Participating Agency.
The FMSP shall monitor the performance of the work under the SC Works job,
generally for twelve (12) months, and make any adjustments required to rectify the
work in response to Participating Agency operational issues.
Within 90 days of the completion and handover of a SC Works job, the FMSP shall
conduct life cycle analysis on plant and equipment and building fabric and update
any data in SAMIS in line with the requirements of FM Services Contract or FM
Services Framework.
A full description of all phases in the procurement and delivery of SC Works jobs and
the responsibilities of the FMSP and Agency Representatives is available in the
Small Construction Works Policies and Procedures Manual (SC Manual).
NOTE: To obtain a copy of the SC Manual contact the AGFMA Directorate.
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Role of the FMSP
In undertaking activities related to SC Works, the FMSP is responsible for not only
ensuring that the objectives of the service type are met, but that Participating
Agencies are provided with efficient and effective service delivery outcomes to
ensure customer satisfaction.
To achieve this, at a minimum the FMSP must:
ensure that all SC Works are completed:
 to ensure value for money
 with minimal disruption to the operations of Designated Locations
 compliant to statutory requirements, manufacturers’ recommendations,
Australian Standards; and any standards set by the Participating Agency,
Contract Administrator and/or Principal
develop a scope of works where required, giving consideration to WOL and ESD
principles, preferred materials and processes and indicating budget and planned
start/finish dates
obtain approval from the Agency Representative for any variations to budgeted
amounts or project scope
liaise with the Agency Representative in order to conduct on-site inspections at
Designated Locations
obtain approvals required by the SC Manual before progressing to the next stage
of the SC Works process
provide project support and management services required to implement Planned
MW SDP&Bs at Designated Locations, including:
 regular and accurate progress reports, including any delays, expected
delays and reasons for the delays
 analysis of actual versus budgeted expenditure
 for projects extending over a number of months provide a program and
monthly progress reports indicating the stage of activities and the required
progress payment for works completed to date
 claims for progress payment are to be verified and approved in FAMIS for
payment by the Agency Representative
ensure all relevant documentation such as Certificate of Completion, operating
instructions or manuals are provided
with regard to SAMIS:
 record items of plant and equipment or building fabric
 update and maintain life cycle data and where necessary, drawings (e.g.
site, building and floor plans)
 when performing work in relation to the building fabric, plant and
equipment, conduct and record the life cycle analysis, ensuring the FMSP
equipment register is also updated
forward claims for completed works via FAMIS for validation and approval for
payment (for further information see FMSP Claims for Payment)
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10. Property Services
Figure B.10.1: Property Services Process
Agency Representative to request Property Services
The Agency Representative requests the FMSP to prepare draft property SDP&B for each of the Agency’s Designated Locations at which this
service is required. The Agency Representative will confirm the Agency’s:
• available budget for property service at each Designated Location;
• details of the requirements for the services to be included in the final Property Services SDP&B for each Designated Location; and
• the level of expectation of the performance of Property Services.

FMSP prepares Property Services SDP&B
The FMSP will work with Participating Agencies to prepare a Property Services SDP&B for each of their Designated Locations. The draft
Property Services SDP&B shall:
• be based on Participating Agency requirements and available budget;
• include all TDSs;
• indicate the budget required to undertake the proposed Property Services plan; and
• for Designated Locations serviced by Spotless (regions C and N) be submitted electronically to the Contract Administrator for review prior to
being forwarded to the Agency Representative; or
• for Designated Locations serviced by DIT-FS (regions S and R) be submitted electronically to the Agency Representative.

No

Agency Representative
accepts draft Property
Services SDP&B?

Yes

For Dsignated Locations serviced by
Spotless, notify the Contract Administrator
and FMSP in writing (including reasons).

Notify acceptance and raise Work Request
For Designated Locations serviced by Spotless:
• the Contract Administrator shall be notified in writing that
the Property Services SDP and SDB are accepted;
• the Contract Administrator will notify the FMSP; and
• The AGFMA Directorate will arrange for the generation of
FAMIS Work Request numbers.

For Desigated Locations serviced by DITFS, notify the FMSP in writing (including
reasons).
In all instances the FMSP is to submit a
revised SDP&B.

Agency Representative accepts revised draft
Property Services SDP&B?

For Designated Locations serviced by DIT-FS:
• the FMSP shall be notified in writing that the Property
Services SDP and SDB are accepted;
• the appropriate DIT-FS representative will arrange for the
generation of FAMIS Work Request numbers.

Yes

The FMSP supplies each Agency with a copy of the finalised
Property Services SDP and SDB.

No
Undertaking and completing Adhoc Property Services
On arrival at the Designated Location the Contractor must:
• sign the attendance book and request a site induction if required;
• check the hazardous materials register and ensure site hazards are known;
• complete a JSA/JSEA when required (e.g. there is a changes to the scope
of services required); and
• validate and report that Property Services are complete .

Undertaking and completing Scheduled Property Services
(Cleaning/Security)
On arrival at the Designated Location the Contractor must:
• The FMSP or contractor must undertake a site induction for including Emergency
Evacuation procedures;
• Undertake site specific risk assessment;
• Develop SOP/SWMS (if required); and
• validate and report that Property Services performed fully comply with the
associated SDP&B.

Submission, acceptance and approval of claims for Property Services provided
• The Contractor must submit to the FMSP a claim for services provided.
• The FMSP must validate that each Contractor claim has been correctly submitted and submit each claim in FAMIS as part of the daily electronic job Work
Request claim.
• The Agency Representative(s) must, in FAMIS, accept each claim and approve it for payment.

Dispute of claims for Property Services provided
An Agency Representative is able to dispute any claim submitted to FAMIS by the FMSP on the basis that the Property Services work was not satisfactorily
completed, insufficient documentation was provided or the amount claimed is incorrect. Contact must be made with FMSP before a dispute is raised.
The FMSP must work with the Agency Representative to resolve the dispute.

Payment of invoices
The Contract Administrator will issue Agencies with a Tax Invoice for payment twice per month..
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Figure B.10.2. Property Services work types
Cleaning Services

Security Services

• Ensure Designated
Locations are
maintained in a clean
and hygienic
condition.

• Ensure all occupants,
buildings, facilities
and plant and
equipment at
Designated Locations
are safe and secure.

• These services
include:
• General
• Periodical
• Consumables

Hygiene Services
• Ensure Designated
Locations are
maintained in a
hygienic condition
that meets the needs
of the Participating
Agency.

• Aim to minimise
incidents of fire, theft
and vandalism.

Grounds
Maintenance

Waste Management

• Ensure the grounds,
paved areas and land
environment at
Designated Locations
are kept to a visually
neat, tidy, safe, clean
and useable
condition.

• Ensure that
management of waste
and recycling meets
the needs of
Designated
Locations.

• These services
include:
• Patrol and roving
patrol
• Access and exit
control
• Electronic security
• Emergency
response
• Search and
investigation
• Accompaniment
• Security appraisal

Preparation of Service Delivery Plans and Budgets for Property Services
SDP&B’s for Property Services for Designated Locations are developed in
consultation between the relevant FMSP and the Agency Representative for the
Designated Location.
NOTE: Refer to Part C for further information on the SDP&B process.
Requesting Additional Property Services
Additional Property Services can be requested by Agency Representatives over the
term of the SDP&B. Upon notification of agreement of the additional services to be
provided and budgeted costs, the FMSP will arrange the generation of Work Requests
within FAMIS.
The FMSP is to update the relevant SDP&B to reflect the additional required services.
Job Billing and Validation
The FMSP shall claim Property Services on a monthly basis through submission of
claims in FAMIS.
Each month, the Agency Representative is required to validate that services have
been undertaken as required (acceptance of the claim) and approve each claim for
payment within 30 days of the claim being submitted (for further information see FMSP
Claims for Payment).
Role of the FMSP
In undertaking activities related to Property Services, the FMSP is responsible for not
only ensuring that the objectives of the service type are met, but that Participating
Agencies are provided with efficient and effective service delivery outcomes to ensure
customer satisfaction.
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To achieve this, at a minimum, the FMSP must:
produce an appropriate scope of works to ensure each Designated Location is
maintained to an agreed standard
identify opportunities for Participating Agencies to minimise the level of
expenditure incurred on Property Services
ensure that its own employees and those of Contractors hold the required security
clearances and qualifications
provide all personnel at each Designated Location with an environment that is
safe, secure, tidy and visually and hygienically clean at all times
With regard to Cleaning Service delivery:
liaise with the Agency Representative to produce an appropriate scope of works
to ensure that:
 all occupants, buildings, facilities, plant and equipment at Designated
Locations are maintained in a clean and hygienic condition their operation
and functional objectives are met
With regard to Security Service delivery:
liaise with the Agency Representative to produce an appropriate scope of works
to ensure that:
 all occupants, buildings, facilities, plant and equipment at Designated
Locations are safe and secure so that their operation and functional
objectives are met
 incidents of fire, theft and vandalism are minimised

With regard to Waste Management Service delivery:

liaise with the Agency Representative to produce an appropriate scope of works
to ensure that:
 the management of waste and recycling at Designated Locations meets
the needs of the Participating Agency at Designated Locations
 innovative solutions are provided, including grouping/clustering pickups
from Designated Locations which are geographically close to one another
to promote value for money
With regard to Hygiene Service delivery:
liaise with the Agency Representative to produce an appropriate scope of works
to ensure that:
 the management of Hygiene Services at Designated Locations meets the
needs of the Participating Agency at Designated Locations
 innovative solutions are provided, including grouping/clustering pickups
from Designated Locations which are geographically close to one another
to promote value for money
With regard to Grounds Maintenance Service delivery:
liaise with the Agency Representative to produce an appropriate scope of works
to ensure that the management of Grounds Maintenance services at Designated
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Locations meets the needs of the Participating Agency at Designated Locations
innovative solutions are provided, including grouping/clustering from Designated
Locations which are geographically close to one another to promote value for
money
environmental safety considerations by the Agency are incorporated into the
specification
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11. Handyperson Maintenance
Handyperson Maintenance comprises FM Services that:
are of low value (an estimated cost of less than $1,000 excluding GST);
are considered a low risk by the Contract Administrator or Agency
Representative;
do not affect the integrity of the building structure or services; and
do not require a qualified trade’s person under statutory requirements, as
shown below.

A Handyperson may be engaged by Participating Agencies directly to perform:

Irrigation repairs
(grounds and
gardens)

Minor touch up
painting (not
entire rooms)

Minor repairs to
doors, fences
and cupboards

Make safe
broken windows
Handyperson
Maintenance

Handyperson Maintenance does not include:
fire and emergency services
electrical works
works requiring a qualified tradesperson under Statutory Requirements
works above three metres
works considered MW by the Agency Representative or FM Services Contract
any work impinging or affecting planned maintenance schedules
work associated with major plant and equipment
painting work other than minor touch ups

Page 41 of 73

12. Reasons for Service Types
Main reasons for Service Types

BD

Unplanned RR <$5,000

Unplanned MW
<$5,000

Repair failed plant and equipment or facilities that
present an immediate hazard to occupants of a
Designated Location.
Repair failed plant and equipment or facilities to
ensure that the operational/functional objectives of
Designated Locations are met.
As a consequence of a regular inspection of the
asset.
Consequence of failed items of plant and
equipment identified whilst carrying out PR.
Upon request by the relevant Agency
Representative.
As an Unplanned Property Service, e.g. cleaning
of a spill/leak in the workplace.
Likely impact on health, safety and welfare or
security of the occupants of the Designated
Location.
The threat to the functional and/or operational
objectives and availability of the Designated
Location posed by the breakdown occurrence.
Asset continues to deliver the specific
performance by the continued operation of
building fabric, plant and equipment as originally
specified.
The expected life of building fabric, plant and
equipment is achieved by undertaking
maintenance at regular recommended intervals.
Systematic inspection, detection and observation
takes place in a timely manner to prevent
premature failure.
Deemed necessary as a result of analysis of life
cycle information or premature failure of an item of
building fabric or plant and equipment.
Additions or modifications to existing buildings or
upgrading of existing building fabric, plant and
equipment or new works at Designated Locations.
The acquisition and installation of fixtures, plant
and equipment, appliances and fittings in
conjunction with building work.
The acquisition of survey, planning, design and
other services in conjunction with building work.
Cleaning, Hygiene and Security services;
Grounds maintenance; or Waste management
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PR

Planned RR
>$5,000 - <$1,000,000

Planned MW
>$5,000 - <$150,000

SC Works
>$150,000 <$1,000,000

Property
Services

PART C – SERVICE DELIVERY PLANNING,
CONDITION REPORTS AND LIFECYCLE REPORTS
1. Service Delivery Planning and Budgets
Role of the Contract Administrator
Each year at the commencement of the annual planning period, confirmation from
the Participating Agency is sought by AGFMA Directorate or FMSP on:
the available budget for the PR and Property Services program at each
Designated Location, based upon historical knowledge of the previous year’s
budget and future requirements;
the level of expectation of the performance of PR and Property Services; and
details of the priority for the services to be included in the final PR and Property
Services SDP&B for each Designated Location.
Role of the FMSP
Each year at the commencement of the annual planning period, confirmation is
sought from the Participating Agency by the FMSP on:
the level of expectation of the performance of FM Services; and
details of the priority for the services to be included in the final SDP&B for each
Designated Location.
The FMSP will provide:
a draft SDP&B specific to the requirements of each Designated Location which is
based on Participating Agency requirements, available budget and complies with
all legislative requirements;
The draft PR SDP&B shall include:
 Regulatory Services and give consideration to Recommended Services for
items of building fabric, plant and equipment that are critical to success of
the PR Program;
 include all TDS relevant to items of building fabric, plant and equipment at
that Designated Location and customised to include specific service
requirements for those items of building fabric, plant and equipment;
 identify Contractors to complete the proposed services; and

 include a draft PR schedule for a rolling 6-year program (which provides
an ongoing record of multiple yearly service requirements).
The draft Property Services SDP&B shall include:
 the name(s) of proposed Contractor(s);

 the proposed methodology and program of activities (e.g. days and times
of services) to achieve the Participating Agency’s objectives;
 a resource statement including the number of employees to be present at
the Designated Location for each service, labour rates, overhead costs
etc; and
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 budgeted costs for consumables.

advice to Agency Representatives regarding the appropriateness of FM Services
(including Planned RR, Planned MW or SC Works) with respect to each
Designated Location, including:
 notification of any urgent maintenance requirements to ensure continuity of
services;
 instances where building fabric, plant and equipment should be replaced
with an updated or more efficient unit, supported by a benefit-cost
analysis;
 instances where fire or intruder detection capability is deteriorating to allow
alternative protection to be arranged; and
 conducting, updating and maintaining equipment surveys and condition
appraisals to determine the extent to which the agreed FM Services may
be required at each Designated Location.
Role of the Participating Agency
Each year at the commencement of the annual planning period, the Agency
Representative shall confirm the scope of the required PR and Property Services at
each Designated Location.
The Agency Representative must consider the draft FM SDP&B submitted for each
Designated Location.
Should a draft FM SDP&B be unsatisfactory, the Agency Representative will notify
the FMSP who will submit a revised draft PR SDP&B within seven (7) days of being
notified.
Escalation Process
In instances where a draft SDP&B is not satisfactory, the Agency Representative shall
advise the FMSP in writing (including the reasons why) and a revised SDP&B shall be
submitted to the Agency Representative.
NOTE: The AGFMA Directorate maintains and publishes a range of guidance
material, such as Technical Data Schedules (TDS) which are intended to support the
development of a SDP&B by providing guidance on PR services to Participating
Agencies and FSMPs. For assistance in preparing a SDP&B, or to obtain technical
advice, contact the relevant FMSP.
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2. Condition Reporting, Condition Assessments and Lifecycle Reports
Identify Potential
Nominated Assets
• The Agency
Representative must:
• ensure the asset has an
asset hierarchy in SAMIS
• provide the FMSP with
the list of Nominated
Assets and the
Consequence of Failure
Risk Rating (Refer
SAMIS Asset Data
Standard)
• The FMSP will use the
AGFMA 'Default
Consequence of Failure' if
the Participating Agency
does not provide asset
Consequence of Failure
Risk Rating

Analysis
• The FMSP must biannually:
• use the list of Nominated
Assets and the
Consequence of Failure
Risk Rating to determine
the Condition
Assessment for the asset
in preparation of the
Condition Report

Condition Rating
• The FMSP will condition
assess all the agreed
Nominated Assets,
completing the analysis
required including:
• Description of the issues
that gave rise to the
condition assessment
rating;
• Description of the risks
associated with the asset
identified during the risk
analysis; and
• Recommended
corrective FM Services
for the asset.

Condition Reports
• The FMSP must prepare a
Condition Report:
• for each asset at a
Designated Location that
has a high or extreme risk
rating
• which includes:
• performance assessment
which involves
conducting an on-site
Physical Condition
Peformance Assessment
of the asset and
providing reasons for the
rating
• gap analysis which
involves a risk analysis to
identify gaps in the
performance of the
Nominated Asset and
determine the level of
exposure associated with
deficiencies which may
affect the Participating
Agency's business
• mitigation strategies
which may include
strategies to extend the
useful life of the asset,
replace or decomission
the asset
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Assessments and
Reports
• The Participating Agency
can obtain reports on:
• the Condition
Assessment from SAMIS
for all assets maintained
by the FMSP
• Lifecycle Reports

PART D – ADMINISTRATION
1. Finances
FMSP Claims for Payment
The FMSP makes financial claims for work which is in progress or completed by
submitting invoices via FAMIS.
To comply with the requirements of the FM Services Contract or FM Services
Framework and Treasurer’s Instruction’s, when a claim is received in FAMIS, it must
be accepted and approved, or disputed, by an authorised Agency Representative
within 30 days of being received.
After 30 days, claims which are not accepted and approved, or claims which are not
disputed, will be ‘auto-approved’ by FAMIS. After 20 days, a daily countdown will occur
to alert users of all claims for which auto-approval is pending.
Agency Representatives must monitor FAMIS on a regular basis to accept and
approve work claims submitted by the FMSPs.
If a job has been disputed, no payment will be made to the FMSP and the job will
appear on the disputed jobs list. The reason(s) for which a claim is being disputed
must be provided at the time of raising the dispute.
Upon resolution of the dispute by the Agency Representative and FMSP, payment for
the job will be made to the FMSP and it will no longer appear on the disputed jobs list.
Only accepted and approved claims are included in payments to the FMSP by the
Contract Administrator, which are made twice per month.
For more information – refer to FAMIS Training Module 5.
Invoicing
The Invoices tab in FAMIS displays claims that have been accepted and approved
and are ready to be invoiced by the FMSP. Claims to be invoiced are visible from both
the Approvals tab and the Invoicing tab. Access to these tabs is dependent on an
Agency Representative’s FAMIS access permissions.
The FMSPs have a similar view from the Invoicing tab with additional functionality to
raise invoices. The FMSP will select the claims to be included on a Tax Invoice and
assign an invoice number to the group of claims. This produces an invoice payable to
the FMSP by the Contract Administrator.
For more information – refer to FAMIS Training Module 8.
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Adjustments
FMSP to initiate process for adjustment due to a credit of charges
Where a FMSP receives a credit on a Planned MW, Planned RR or SC Works job, this
credit must be passed to the relevant Participating Agency via a credit adjustment in
FAMIS. It is the FMSP’s responsibility to initiate this process as outlined below:
FMSP

AGENCY

AGFMA Directorate

In FAMIS, process
a ‘negative claim’
against the job.

In FAMIS, accept
and approve the
adjusted claim.

In FAMIS, amend the
‘total fixed price’ and
enter a ‘job note’ to
reflect the change.

Via email to the
FMSP,
request
that the ‘total fixed
price’ is reduced –
provide the FAMIS
region number, job
number & the new
lower ‘total fixed
price’.

Participating Agency to initiate process for adjustment due to an amended
quoted price
The ‘total fixed price’ to complete a requested FM Service as per an accepted quote
or tender may change because the amount of the quote or tender is revised. In such
cases, the following procedure should be followed:
AGENCY
Via email to the
AGFMA
Service
Desk, request that
the ‘total fixed price’
is reduced – provide
the FAMIS region
number, job number
& the new lower
‘total fixed price’.

AGFMA Directorate
In FAMIS, amend the
‘total fixed price’ and
enter a ‘job note’ to
reflect the change.

NOTE: Reducing the ‘total fixed price’ prevents additional monies being claimed by
the FMSP against a Work Request. In all circumstances, amendments to the ‘total
fixed price’ for quoted or tendered jobs are actioned in FAMIS by the AGFMA Business
Service Desk.
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2. Procurement
Planned Services less than $30,000
As directed by the Agency Representative, the FMSP may procure Planned Services
with a budget of less than $30,000 (exclusive of GST) in one of two ways:
a) engaging a Contractor in accordance with the Schedule of Rates; or
b) undertaking a competitive process as described below in Table D.2.1
NOTE: Agency Representatives are encouraged to adopt option (a).
Planned Services $30,000 or more
Planned Services with a budget $30,000 or more (exclusive of GST) must be procured
through a competitive tender process as described in Table D.2.1.
Unplanned Minor Works less than $5,000
Unplanned MW of value up to $5,000 (exclusive of GST) may be procured under the
Schedule of Rates, unless directed otherwise by the Agency Representative.
Unplanned Replacement / Refurbishment Maintenance less than $5,000
Unplanned RR maintenance of value up to $5,000 (exclusive of GST) may be procured
under the Schedule of Rates, unless directed otherwise by the Agency
Representative.
Planned Minor Works
The process which the FMSP must follow to procure any Planned MW is dependent
upon any direction given by the Agency Representative and the estimation of the value
of the required Planned MW, which includes the value of any required design and
documentation work.
Planned Replacement / Refurbishment maintenance
The Agency Representative will direct the process by which a FMSP is to procure
Planned RR. Consideration will be given by the Agency Representative to the
estimated value of the required Planned RR, which includes the value of design and
documentation work, if required.
Small Construction Works
The FMSP must procure and perform SC Works in accordance with the SC Manual.
The SC Manual provides information on policies and procedures related to SC Works
that must be taken into consideration or implemented by the FMSP and is based on
the Construction Procurement Policy: Project Implementation Process (PIP).
The PIP applies to construction work for the South Australian Government and
provides detailed guidance on the delivery of SC Works jobs. The FMSP is to refer to
the PIP for an overview of the required steps in delivering small construction projects.
Contractors pre-qualified with the Department are to be preferred when seeking
quotes or establishing tender fields.
The SC Manual stipulates that SC Works jobs must be procured and delivered in five
(5) phases: Concept; Design and Documentation; Tender; Construction; and Review.
NOTE: The SC Manual is complementary to the FM Services Contract and FM
Services Framework and is not intended to limit these in any way.
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Competitive Procurement Process
The FMSP must act in accordance with the South Australian Government’s Simple
Procurement Policy.
Table D.2.1: Simple Procurement Process

Value of Service

Process to procure
1. Obtain three (3) quotes via:
(a) telephone quotes; or

< $30,000 excl.
GST
Note - planned
services have a
minimum value
of $5,000 excl.
GST.

(b) if directed by the Agency Representative, written
quotes.
NOTE: Telephone quotes are to be properly documented
and recorded.
NOTE: The Agency Representative may nominate
Contractors from whom to request quotes.
2. Provide copies of quotes to the Agency Representative and
a recommendation representative of best value for money.
3. Once approved, engage chosen Contractor.

>/= $30,000 excl.
GST
Note - planned
services have a
maximum value
of $1,000,000
excl. GST.

1. Compile tender documentation including a detailed
specification of work to be performed (as approved by the
Agency Representative).
2. Call tenders from a minimum of three (3) Contractors.
3. Consider tenders received in collaboration with the Agency
Representative (optional – at the discretion of the
Participating Agency).
4. Make a recommendation to the Agency Representative.
5. Once approved, engage chosen Contractor.
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3. Work Requests
Raising a Work Request for Preventative Maintenance or Planned Property Services
PR and Planned Property Services jobs are created in accordance with approved
SDP&Bs.
For Designated Locations serviced by Spotless, the AGFMA Directorate will arrange
for the generation of Work Requests via FAMIS for all services nominated in the
approved SDP&Bs.
For Designated Locations serviced by the DIT-FS, a DIT-FS representative will
arrange for the generation of Work Requests via FAMIS for all services nominated in
the approved SDP&Bs.
Raising a Work Request for Unplanned Minor Works or Unplanned
Replacement/Refurbishment Maintenance
Unplanned MW or Unplanned RR may be identified by the FMSP whilst carrying out
another service, such as BD or PR. In these instances the FMSP must notify the
Agency Representative of the scope and approximate cost, which the Agency
Representative must approve before work can commence.
A new Work Request should be raised in FAMIS by the Agency Representative. The
Agency Representative is encouraged, in consultation with the FMSP, to raise this as
a priority 5 to avoid or minimise further call out fees.
Raising a Work Request for Scheduled Attendance Breakdown Maintenance
An Agency Representative may raise a Work Request for Scheduled Attendance
Breakdown Maintenance where BD is required; and in instances when:
the area within the Designated Location is not available for the FMSP to
provide services to; and
the BD is reasonably estimated as costing less than $2,000 (exclusive of
GST).
The Agency Representative must include in the Work Request the day and time at
which the Designated Location will be available for the FMSP to access and perform
the required BD service. Scheduled Attendance Breakdown Maintenance jobs should
be raised as priority 5, for attendance by the FMSP between 6 and a maximum of 45
days after the job is raised.
The FMSP arranged Contractor must attend the Designated Location at the date and
time specified in the Work Request. Should the request specify that attendance is
required in four business days’ time (i.e. within the response time of five business days
for a priority 4 request), the FMSP must attend on the fourth business day following
that on which the Work Request was raised; it cannot attend on any day that would
meet a priority 4 response time.
Where an agreed date and time is missed, the FMSP is to work with the Agency
Representative and the Contractor to agree an alternate date and time for the
requested work to be completed.
NOTE: Scheduled Attendance Breakdown Maintenance is available only in
metropolitan Adelaide and urban and outer zones in Regional South Australia. It is not
available in remote and isolated zones in Regional South Australia.
Page 50 of 73

4. Re-work Requests
A Re-work Request is a warranty claim for work to be re-done if it was not completed
satisfactorily for a job created in FAMIS. Before raising a Re-work Request the Agency
Representative must:
-

ensure, to the best of their knowledge, the re-work is directly related to the work
carried out under the original Work Request; and

-

ensure that no factors, other than workmanship, have had an impact on the work
carried out, e.g. vandalism.

Raising a Re-work Request
A Re-work Request can be raised through the original Work Request in FAMIS. For
more information – refer to FAMIS Training Module 4.
Performance of Re-work Jobs by the FMSP
In undertaking a re-work job, the FMSP must attend the Designated Location and
satisfactorily rectify the problem at no cost to the Participating Agency. Upon
satisfactory completion of the job, the FMSP must submit a ‘Claim 100’ for $0.00 in
FAMIS in order to close the Re-Work Request.
Incorrect Request for a Re-work Job
Upon attending the Designated Location the FMSP may determine that the Work
Request is not a re-work job. In such a case, the completed CSR must clearly state
“Not a re-work” and provide a reason, such as “the air conditioner unit requested to be
serviced under the Re-work Request is different than the unit serviced under the
original Work Request”.
The Agency Representative is required to authorise the CSR. The Work Request will
become a normal job in FAMIS and the FMSP is able to claim for the cost of the work
performed once it is completed.
Work Request Variations
Work Request variations can only be raised for Planned MW, Planned RR and SC
Works. A variation may be required as a result of:
-

additional required work

-

design change

-

changes to funding

-

omissions by the FMSP

For more information – refer to FAMIS Training Module 4.
Cancelling a Work Request
Under certain circumstances, a Work Request may be cancelled by an Agency
Representative.
FM Service types which can be cancelled
BD (including Scheduled Attendance Breakdown Maintenance and
Unplanned Property Services).
Unplanned RR and Unplanned MW.
Planned RR, Planned MW and SC Works.
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PR may be cancelled due to a Participating Agency vacating a site or property
or if there is a change in use of the location that may impact the ability to
undertake PR. The Participating Agency must provide notification 30 days
prior to vacating the site or changing of use of that site.
Some Property Services.
FM Service types which cannot be cancelled
Work Requests for PR and some Property Services (e.g. those required to
maintain the function, security and cleanliness of a Designated Location,
whether occupied or not, cannot be cancelled).
Work Requests for Unplanned Services may not be cancelled where the
FMSP has indicated that it is not able to meet the priority response time,
which includes the agreed day and time to attend a Scheduled Attendance
Breakdown Maintenance job.
Work Requests indicating that a given Contractor is preferred to be
despatched, cannot be cancelled if that Contractor is unavailable or cannot
meet the priority response time. The FMSP should dispatch this job to an
alternate Contractor.
How to Cancel a Work Request
The Agency Representative must request cancellation of a Work Request as soon
as practicable after the original Work Request is raised.
Work Requests cannot be cancelled if a Re-Work Request has been raised or the
Contractor has already attended, has been dispatched or billing has been raised
against the work.
Delays may also result in a call out fee being charged by the FMSP.
Method Priority

How to Cancel

Online

All job priorities can be cancelled via FAMIS.

All

AGFMA
P1 and P2
Hotline

Call the AGFMA Hotline between 7.30am and
5pm Monday – Friday (excluding public holidays)

AGFMA
P3, P4 and P5
Hotline

Call the AGFMA Hotline between 7.30am and
5pm Monday – Friday (excluding public holidays);
or
Email: AGFMAHotline@sa.gov.au

When requesting cancellation of a Work Request, the Agency Representative must
provide the following information:
 the job number and district code

 the Designated Location asset number
 a brief description of the job

 the reason why the Work Request is being cancelled (from the following
criteria)
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o the work is no longer required
o duplicate job

o change in priority/wrong priority

o job raised for wring Designated Location

o work to be done under a PR job

 name and contact details of the person requesting cancellation
The Hotline will cancel the job in FAMIS. All cancelled jobs will appear under the
“Job History” tab in FAMIS with a red folder alongside the job number and a job note
to reflect the cancellation and reasons why.
5. Contract Leakage
Participating Agencies must procure FM Services under the AGFMA, per the Cabinet
Approval and in accordance with the requirements of this Manual. Contract Leakage
occurs when Participating Agencies do not adhere to the Cabinet Approval and instead
engage services outside of the AGFMA. For guidance on Contract Leakage under the
AGFMA, please see the Contract Leakage Guide Note.
In the event where the Participating Agency does not comply with the requirements
for the procurement of FM services as described in this Manual, the Participating
Agency must escalate the matter to the FMGG. The Agency Representative will be
required to verify and advise the AGFMA Directorate on the reported Contract
Leakage and action(s) taken to remediate the matter.
Contract Leakage reports will be provided to the Chief Executives of Participating
Agencies, on a six monthly basis, where instances of contract leakage have been
identified. Participating Agencies are liable for risks associated with Contract Leakage,
including:
 work, health and safety to members of the public, FMSPs, Contractors and
Participating Agency employees;
 integrity of data management;

 increased costs to Participating Agencies;
 fraud and corruption; and

 potential claims by the FMSP against the State.
6. Certifications, Warranties and Insurance
Certification of Completion
The FMSP shall complete all required statements to provide confirmation to the
Agency Representative that works have been completed to all relevant codes,
standards, requirements, legislation and regulations and that all building fabric and
plant and equipment data has been entered correctly into SAMIS.
Warranties and Guarantees
The FMSP shall maintain and keep a register of all warranties (including defects
liability periods or warranties under construction, design or other contracts) and
guarantees required by the FM Services Framework.
Warranties required include, but are not limited to, those from Contractors for
workmanship, materials, goods or equipment performed or supplied.
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Upon the expiry of any warranty or defects liability period, the FMSP shall:
add the item of plant and equipment or building fabric to the Preventative
Maintenance Plan for the Designated Location, including services required and
budgeted costs; and
obtain approval from the Agency Representative for the additional PR services
and budget.
Insurance
The FMSP must have appropriate levels of insurance to cover all work and personnel
at Designated Locations and must ensure that the Participating Agency is made aware
of all insurance matters as part of the tender appraisal and recommendation process.
Registration
The Participating Agency and the FMSP will determine who the responsible party is
for the registration of plant and equipment. Participating Agencies may negotiate an
alternative arrangement with the FMSP, which must be retained in writing by the
Participating Agency.
Defects Liability Period
The FMSP is to ensure that all faults identified in the Practical Completion Certificate
when issued, including those notified by the Agency Representative during the defects
liability period, are rectified promptly.
Requesting Repairs during a Warranty or Defects Liability Period
To initiate the repair of faults identified during a warranty or defects liability period, the
Agency Representative should contact the FMSP Facility Manager responsible for the
management of FM Services at the particular Designated Location and provide a
description of the fault and action required. There is no requirement to raise a job in
FAMIS.
It is then the responsibility of the FMSP to engage the Contractor responsible for the
original installation/service to return to the Designated Location to fix the reported fault.
The FMSP is to ensure that the Contractor undertakes the required service at its
earliest opportunity.
All repairs of faults identified during a warranty or defects liability period are to be
completed at no cost to the Participating Agency. The FMSP is to retain records of any
works or services undertaken during a warranty or defects liability period.
NOTE: The repair of faults identified during a warranty or defects liability period only
applies to services for Planned RR, Planned MW and SC Works.
7. Recording Daily Activities of the FMSP at Designated Locations
Recording of the FMSP’s daily activities at each Designated Location is the
responsibility of the Agency Representative; who is required to:
retain in a centralised and accessible location, log books of FMSPs’ attendance
and activities, including the names and details of the persons and Contractors
present and the exact time that each person arrives and departs;
countersign the CSR verifying that the requested job has been attended, the
requested action has been taken and the time spent undertaking the requested
service has been accurately recorded (countersigning the CSR does not indicate
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that the Agency Representative is verifying that the requested service has been
completed to the required standards);
should the site be unoccupied or the CSR is unable to be signed by the Agency
Representative, the Contractor must make note in writing why the CSR was not
signed;
record any WHS breaches notified to the FMSP during attendance at a Designated
Location and whether they have been properly addressed; and
detail in the log book any Participating Agency’s dissatisfaction with a particular
service provided under the AGFMA and communicate these occurrences to the
FMSP. If items of concern do not receive prompt corrective attention, please
contact the AGFMA Directorate.
NOTE: Agency must retain the records for 15 years or in accordance with the General
Disposal Schedule and Records Disposal Schedule.
8. Escalation and Issue Resolution
The information and processes described below are provided to assist Agency
Representatives in raising, managing and resolving issues relating to the provision of
FM Services under the AGMFA before they lead to a formal dispute. This information
should be read in conjunction with the AGFMA Issue Resolution Guide.
The FMSP must at all times continue to proceed with the FM Services and in so doing
comply with all instructions of the Contract Administrator or relevant Agency
Representative notwithstanding the existence of a dispute or difference as outlined
below.
Issue Resolution Initiated by the Agency Representative
On completion of a job, the FMSP will submit a claim in FAMIS. In accepting the claim
and approving it for payment, the Agency Representative certifies that the work has
been satisfactorily completed. If the Participating Agency believes there is an issue or
error with the work, they must first contact the FMSP to attempt to resolve the matter
before disputing the job.
If the work has not been completed satisfactorily, or the cost of the work is not
considered to be reasonable, the Agency Representative is entitled to dispute the
claim. This is known as a Level 1 dispute.
Resolution of a Level 1 Dispute
Level 1 disputes must be negotiated and resolved (if possible) within a period of 14
calendar days from the time the dispute arose or was first registered by the Agency
Representative.
Level 1 resolution shall take place between the most senior Agency Representative,
the appropriate FMSP Representative and the AGFMA Agency Advocate.
The Agency Representative shall keep a written record, including details of why a
particular matter is the subject of the dispute, and record all discussions, telephone
conversations and correspondence relating to the attempted resolution of the problem.
The Agency Representative may call upon the Manager, AGFMA (or delegate) to offer
assistance on technical matters and/or FM Services Contract or FM Services
Framework advice and provide assistance to negotiate costs.
Resolution of a Level 2 Dispute
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If the situation has not been satisfactorily resolved between both parties within 14
calendar days, the Participating Agency can escalate the dispute to Level 2 for
resolution.
The Agency Representative shall forward all records and details to the Level 2
Representative of the Contract Administrator to pursue resolution of the dispute with
the FMSP.
The Level 2 Representatives must meet and undertake genuine discussion to resolve
the dispute or differences. If during the 28 calendar day Level 2 dispute resolution
period, it becomes further evident that no progress can be made in further negotiations
between the Participating Agency and the FMSP, the dispute can be requested to be
referred to Level 3.
Resolution of a Level 3 Dispute
If the dispute or differences have still not been satisfactorily resolved between parties
at Level 2, the situation should be referred to Level 3 for resolution. The Level 3
Representatives are:
the Chief Executive of the Participating Agency;
the Chief Executive of the Department for Infrastructure and Transport; and
the appropriate external FMSP Representative (as appropriate).
The Level 3 Representatives must meet and undertake genuine negotiations to
resolve the dispute or difference or agree a procedure (whether expert determination,
mediation or otherwise) to resolve the situation.
9. Emergency Response to a Major Incident
The Participating Agency is responsible for their Agency Emergency Response Plan
and Business Continuity Plan, and should communicate these with the relevant FMSP.
Where possible, the FMSP may support an emergency response to a major incident
as directed by the Participating Agency. The Participating Agency will instruct the
FMSP as appropriate as to the scope of services required.
For the purpose of AGFMA, a major incident can include:
major fire or flood
asbestos disturbance
legionella outbreak
vandalism
pandemic
terrorism or riot, etc.
Works required in response to a major incident may be as follows:
make the area safe
make the area secure
clean up work to building(s) damaged or destroyed
reinstatement of damaged building(s)
provision of interim replacement accommodations, if necessary
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PART E – SYSTEMS
1. Facilities Management Information System (FAMIS)
Designed to be used by Agency Representatives who are responsible for FM Services
under the AGFMA, FAMIS is an on-line system provided by the Department for
initiating and processing Work Requests, providing a history of agreed costs and to
approve payments to FMSPs.
The FAMIS Fact Sheet provides an overview of the system.
Users are encouraged to familiarise themselves with the FAMIS Training Modules
provided by the Department.
Job Tracking

Release
planned or
scheduled
work requests

Accepting of
cost claims

Work
Requests

Enquiries

Approval of
cost claims

FAMIS

Invoicing

2. Strategic Asset Management Information System (SAMIS)
SAMIS is designed to provide Participating Agency strategic asset managers with
asset registers, asset values, life cycle costing and performance assessments. SAMIS
assists the Participating Agencies in meeting strategic asset management objectives
and can also be used to assist in day-to-day asset management operations activities.
SAMIS is a tool that can assist Participating Agencies in supporting its Strategic Asset
Management Framework and Asset Management System by retaining data and
information that assists Agencies to:
Plan for assets to meet Participating Agency’s strategic objectives
optimised intervention actions
extension of asset life
managed deferral of expenditure
more informed and better disclosure in decision-making at both Participating
Agency and whole-of-government levels.
For more information visit the SAMIS section of the AGFMA Website.
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PART F – CONTACT INFORMATION
1. AGFMA Hotline
FMSP
Spotless

DIT-FS

Region

Phone

Region N

1300 342 911

Region C

1300 319 055

Region S

1300 316 277

Region R

1300 116 336

Email

AGFMAHotline@sa.gov.au

The AGFMA Hotline (the Hotline) provides dedicated telephone numbers for each
region.
the Hotline operates 24 hours a day, 7 days a week
normal business hours are 7.30AM to 5.00PM, Monday to Friday
outside of normal business hours (i.e. 5:01PM to 7:29AM Monday to Friday, all
day Saturday and Sunday and Public Holidays) the relevant Hotline number will
divert to the FMSP for that region
an out of hours call out fee and labour rates will apply outside of normal business
hours
NOTE: Agency Representatives from the Department for Education must either
contact the relevant Hotline for the region or the Department for Education Asset and
Facility Services to request all Planned Services.
NOTE: Scheduled Attendance Breakdown Maintenance is available only in
metropolitan Adelaide and urban and outer zones in Regional SA. It is not available
in remote and isolated zones in Regional SA.
2. FM Services Contract and FM Services Framework Enquiries
Query

Contact

Phone

FM Services Contract

AGFMA Directorate

(08) 8343 2850

FM Services Framework

DIT - FS

(08) 8490 6000
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3. Additional Contact Details
Provided below are contact details for the FMSPs for queries related to service
delivery and specific FAMIS jobs. These phone numbers are separate to the
AGFMA Hotline numbers and are not to be used to raise Work Requests.
Spotless and DIT - FS (Metropolitan Adelaide)
Region
Northern (N)
Central (C)
Southern (S)

FMSP

Enquiries only phone numbers

Spotless

(08) 8354 8222

DIT - FS

(08) 8226 4943

DIT - FS District Offices (Regional SA - Region R)
Region

Phone

Berri

(08) 7109 8132

Clare

(08) 7109 7580

Mount Gambier

(08) 7109 8004

Murray Bridge

(08) 7223 6050

Port Pirie

General Enquiries 1800 497 141
Health Enquiries 1800 497 142

Port Augusta

(08) 8648 5211

Whyalla

(08) 7109 8440

Port Lincoln

(08) 7109 8467
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SCHEDULE 1
1. Acronyms and Defined Terms
Across Government Facilities Management Arrangements (AGFMA) means the
inter-agency mechanism through which the South Australian Government takes a
systematic approach to fulfilling its obligations and commitments to the maintenance,
management and improvement of the Government’s buildings assets.
Agency Representative means the representative of a Participating Agency at a
particular Designated Location(s).
Agency Works Procedure Manual means this manual as published by the
Department on the AGFMA website, as varied from time-to-time.
AGFMA Directorate means the Department’s business unit which is responsible for
policy and contract management functions for the AGFMA.
AGFMA Hotline (the Hotline) means the dedicated telephone number for
Participating Agencies in each region to raise or cancel Work Requests.
Asset Management means the coordinated activity of an organisation to realise value
from assets which include any item, thing or entity that has potential or actual value to
an organisation, as defined under ISO55000.
Breakdown Maintenance (BD) means FM Services where emergency services are
provided to repair failed plant and equipment or facilities that present an immediate
hazard to occupants of a Designated Location; or to repair failed plant and equipment
or facilities to ensure that the operational/functional objectives of Designated Locations
are met.
Cabinet Approval means the decision of Cabinet to award a contract to private sector
service provider Spotless Facility Services Pty Ltd (Spotless) for a term of up to nineyears, commencing 1 July 2015, to provide management services that enable the
administration of certain aspects of the AGFMA.
Construction Work as it relates to procurement, means building work as defined in
the Building Work Contractors Act 1995; and as it relates to WHS Statutory
Requirements, means Construction Work where the cost of the work is $450,000 or
more as defined in Regulation 293 of the WHS Regulations 2012 (SA).
Contract Administrator means the Executive Director, Across Government Services
(the Department for Infrastructure and Transport) or any administrative successor,
who is the Minister’s representative for the FM Services Contract with Spotless
Facilities Services Pty Ltd; and for the purposes of this Manual, also means the Service
Framework Administrator for the FM Services Framework with DIT-FS.
Contract Leakage means where a service provider, other than the contracted FMSP,
is engaged by the Participating Agency to provide a service that is mandatory FM
services under the AGFMA.
Contractor means contractor, subcontractor or worker.
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Contractual or Framework Obligations means the obligations of FMSPs as per the
FM Services Contract or the FM Services Framework.
Customer Service Report (CSR) means a document which provides details about
work undertaken including a description of the work, materials used, time taken and
reason why the work was undertaken.
Department means the Department for Infrastructure and Transport.
Department’s Facilities Services (DIT-FS) means the Department for Infrastructure
and Transport’s Facilities Services business unit.
Designated Location means the sites, land and other places at which the FMSPs
provide the services for the purposes of the AGFMA.
Direct Employer means the FMSP, or for Construction Works over $450K, the
Principal Contractor (if one is appointed).
Ecologically Sustainable Development (ESD) means, in the context of the AGFMA,
facility maintenance and operational practices which reduce or eliminate harmful
effects on people and the natural environment, including the use and selection of
resources based on their life-cycle and environmental impacts.
Facilities Asset Management Information System (FAMIS) means the Facilities
Asset Management Information System provided by the Department, and is a program
designed for initiating and processing requests for work.
Facilities Management (FM) means a function of an organisation which integrates
people, places and processes within the built environment, with the purpose of
improving the quality of life for people and productivity of the core business, as defined
under ISO41011.
Facilities Management Governance Group (FMGG) means the group established
as a governance and strategic committee overseeing the AGFMA.
Facilities Management Service Provider (FMSP) means the in-house Government
service provider, DIT Facilities Services; and the private sector service provider,
Spotless Facility Services Pty Ltd (Spotless).
Facilities Management Services (FM Services) means facilities management
services provided by FMSPs under the AGFMA.
FM Services Contract means the Agreement between Spotless and the Minister for
Infrastructure and Transport; “Facilities management services for central metropolitan
Adelaide (region C) and northern metropolitan Adelaide (region N), Contract number
2013C167”.
FM Services Framework means the framework between the Department for
Infrastructure and Transport and DIT-FS for the provision of FM Services.
Handyperson Maintenance means FM Services that are low value (<$1000),
considered low risk by the Contract Administrator, do not affect the integrity of the
building structure and do not require qualified tradespersons.
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Job Safety Analysis (JSA)/ Job Safety and Environment Analysis (JSEA) means
undertaking a documented procedure to integrate accepted work health and safety
principles and practices into a particular task or job operation, including to analyse
each basic step of the job to identify potential hazards and to document the safest way
to do the job.
Key Participants means the Participating Agencies, the FMSPs, the FMGG and the
Contract Administrator.
Mandated Services means FM Services which are required to be completed by a
FMSP under the AGFMA.
Memorandum of Administrative Arrangement (MoAA) means the administrative
arrangement between the Department and Participating Agencies which aims to
strengthen engagement and understanding of the strategic roles and responsibilities
of Participating Agencies in the delivery of the AGFMA.
Non-Mandated Services means FM Services which may be carried out by a FMSP
under the AGFMA, at the discretion of a Participating Agency.
Participating Agency means those Agencies participating in, and who procure FM
Services under the AGFMA.
Planned Minor Works (MW) means FM Services involving additions or modifications
to existing buildings or upgrading of existing building fabric, plant and equipment or
new works at Designated Locations with an estimated value of $5,000 (excl. GST) or
more, but less than $150,000 (excl. GST).
Planned Replacement / Refurbishment Maintenance (RR) means FM Services
which are deemed necessary as a result of analysis of life cycle information or
premature failure of an item of building fabric or plant and equipment.
Planned Services means Preventative Maintenance, Planned Replacement /
Refurbishment and Planned Minor Works
Preventative Maintenance (PR) means FM Services that ensure assets continue to
deliver the performance intended while ensuring the expected life of building fabric,
plant and equipment is achieved by undertaking maintenance at regular
recommended intervals according to PR schedules and in accordance with
manufacturer’s recommendation.
Principal Contractor means the Principal Contractor appointed for Construction
Works over $450K, who is either the WHS Principal or another PCBU engaged by the
Principal to be the Principal Contractor.
Property Services means FM Services including Cleaning Services, Security
Services, Hygiene Services, Grounds Maintenance and Waste Management.
Safe Systems of Work means documented safe work procedures including Safe
Work Method Statements (SWMS) and activities that ensure workers are inducted,
correctly trained, licensed and provided with the appropriate safety equipment.
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Safe Work Method Statement (SWMS) means a document that sets out the high risk
construction work activities to be carried out in a workplace, the hazards arising from
these activities, and the measures to be put in place to control the associated risks.
Schedule of Rates means the rates for FM Services set out in the FM Services
Contract or FM Services Framework.
Scheduled Attendance Breakdown Maintenance means Breakdown Maintenance
where the estimated cost is less than $2,000 (excl. GST) and a set day and time is
scheduled by the Participating Agency for the FMSP to be able to attend and perform
the required service at the Designated Location.
Service Delivery Plan and Budget (SDP&B) means the plan and budget for the
delivery of FM Services developed annually by the FMSP in consultation with
Participating Agencies/the Contract Administrator.
Service Framework Administrator means the Executive Director, Across
Government Services (the Department for Infrastructure and Transport).
Small Construction (SC) Works means FM Services comprising of Construction
Work costing $150,000 (exclusive of GST) or more but less than $1,000,000.
Small Construction Works Policies and Procedures Manual (the SC Manual)
means the Manual (published by the Department) which provides information on
policies and procedures related to SC Works that must be taken into consideration or
implemented by the FMSP.
Spotless means Spotless Facility Services Pty Ltd, the private sector service provider
for the AGFMA.
Strategic Asset Management Framework (SAMF) means the framework published
by the Department as a guide for managing South Australian government buildings,
facilities and assets, as substituted or varied.
Strategic Asset Management Information System (SAMIS) means the online
system provided by the Department, designed to provide strategic asset managers of
Participating Agencies with information on asset registers, asset values, life cycle
costing and performance assessments.
Strategic Asset Management Plan (SAMP) means a document which specifies how
a Participating Agency’s organisational objectives are to be converted in to asset
management objectives and the framework required to achieve the asset
management objectives.
Technical Data Schedules (TDS) means the schedules published by the AGFMA
Directorate, which set out service levels and service frequency for a particular asset
type.
Unplanned Minor Works (MW) means FM Services involving additions or
modifications to existing buildings or upgrading of existing building fabric and plant
and equipment at Designated Locations.
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Unplanned Replacement/Refurbishment Maintenance (RR) means FM Services
involving the replacement or refurbishment of building fabric and/or minor plant and
equipment.
Unplanned Services means Unplanned Replacement/Refurbishment Maintenance,
Unplanned Minor Works and Breakdown Maintenance.
Whole of Life (WOL) means the management of assets that minimises the costs that
will be incurred over the anticipated useful life of the facility or asset from initial
creation, ongoing operation and management and disposition at the end of its life.
WHS Principal means, for works under $450K, the AGFMA Directorate as a
representative of the Minister for Transport and Infrastructure (or any successor to that
Minister). For Construction Works over $450k, means the FMSP (if a Principal
Contractor is appointed) or otherwise the AGFMA Directorate.
Work Health and Safety (WHS) Statutory Requirements means the requirements
under the Work Health and Safety Act 2012, the Work Health and Safety Regulations
2012 and any codes of practice in force under the Work Health and Safety Act 2012,
in relation to health, safety and welfare of persons at work.
Work Request means a request for FM Services that has been entered into FAMIS
or raised via the AGFMA Hotline.
Worker means any person who carries out FM Services under the AGFMA, including
contractors and subcontractors.
Workplace Manager means the Participating Agency’s Site Representative for works
over $450K; for works over $450K, means Principal Contractor (if appointed) and the
Participating Agency’s Site Representative.
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SCHEDULE 2
1. Project Brief Template
The FMSP should consider the following when completing a Project Brief Template
for a Small Construction Project:
Have any consultants (e.g. architect, engineer) been engaged by the Lead
Agency?
Are there any known risks that are of particular importance?
Demolition, refurbishment (major, minor), new building, engineering services
related
Known maintenance issues
Known hazardous materials that may be part of the scope
Is the project staged, is temporary accommodation required?
Type and extent of design work required
Is Building Rules Consent required?
Is Development Approval required?
Is the project part of a particular Government program or initiative (e.g. Asset
Sustainment Program)?
Have any previous quotes for work been obtained by the Lead Agency?
Does the project involve commissioning by the Lead Agency (e.g. Medical
Equipment)?
Does the project involve any particular standards to be complied with that are
specific to the Lead Agency? (include a reference or document)
Does the project relate to previous SAMIS Condition Report (please include if
relevant)
Is a budget breakdown / estimate available? (please include if available)
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Funding Source
Project Budget $

Indicative Project
Program

Part 1

dd/mm/yy

Part 2

dd/mm/yy

Part 3

dd/mm/yy

Other program
considerations

Architect
Professional
Services Required

Engineer
Cost Management
DPTI FS to develop tender documentation

Preferred Single Select
Procurement
Method
Agency Specific
Requirements/
Standards to be
Included

1
2
3
4

List all attachments
Include drawings and specification if Part 3 only
Attachments Include condition reports if available
Agency Contacts
Site Contact

Corporate Contact

Name:

Name:

Position:

Position:

Phone:

Phone:

Email:
Approving Officer

Email:

Name:
Position:
Phone:
Email:
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2. Guidance for undertaking a Risk Analysis
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SCHEDULE 3
1. Key AGFMA Documents and Guidance Material
Key AGFMA Documents
The AGFMA – Memorandum of Administrative Arrangement (MoAA)
DIT Guide – Strategic Asset Management Framework (SAMF)
FM Services – Agency Work Procedure Manual (AWPM)
FM Services – AGFMA Brochure 2015-2024
AGFMA – News
FM Services – Contract Leakage

Safety
FM Services – Safe work practices of AGFMA (overview)
DIT Guide – Contractor Safety Management Guideline
DIT Guide – Contractor Safety Roles, Responsibilities and Relationships
DIT Guide – Contractor Safety Management Factsheet
WHS Law – Work Health and Safety Act (SA) 2012
WHS Law – Work Health and Safety Regulations (SA) 2012
WHS ACOP – Approved Codes of Practice in South Australia
WHS Policy – SA Public Sector Building Safety Excellence
WHS Standards – Australian Standards

AGFMA Systems and Technical Data
DIT Guide – SAMIS Asset Data Standard
DIT Training Guide – SAMIS
DIT Training Guide – FAMIS
Technical Data Schedules – Guidance Note
Technical Data Schedules – Conditions of Use and Access to TDSs
Visit Latest Guide Notes for access to new and revised Guide Notes
Visit Latest Technical Notes for access to new and revised Technical Guidance

Online Forms – AGFMA Systems and FM Services
New User Request – FAMIS | SAMIS | Cognos
New User Request – SAMIS (Department for Education only)
Request Form – Change to Designated Location

Page 71 of 73

SCHEDULE 4
1. Preventative Maintenance Process: Planning Stage
270 days (start of October) prior to new financial year

Preliminary PM
planning
commences by
FMSP’s

180 days (start of January) prior to new financial year
Development of Agency
budgets, based on past
expenses and Treasury
adjusted CPI

Due 90 days (start of April) prior to new financial year

Draft SDP is entered into
systems based on previous
years / existing assets

Consultation with Agency Site
Representatives to determine
if location’s assets are in or
out of SDP scope

Steps where Agency involvement or decisions are required
have been highlighted green for reference.

Data for new sites will be entered into systems, and
may be initially based on existing sites.

In addition to annual desktop audits, physical site
audits may occur on a multi-year schedule.
Location assets must align with Agency Asset Scope
documents or Agency Appendix 3 where these are
defined (often assets differ from site to site).
Alterations can be endorsed by Site Representatives,
but must be approved by the Agency delegate.

FMSP systems are updated to
reflect changes from received
PM plans

Once notified, FMSPs
must submit a revised
SDP within 10
business days

Due 45 days (mid May) prior to new financial year

FMSP initiates Agency liaison
with Site Representatives and
drafting new Service Delivery
Plan (SDP)

Acronyms and Glossary
Service Delivery Plan (SDP): an agreed plan detailing what
assets and equipment will be maintained in accordance with
legislative, contractual or TDS requirements.
Site Representative: an Agency representative responsible for
managing assets and budgets at an assigned site.
Agency Delegate: the Chief Executive or assigned delegate
(i.e. Executive Director) of an Agency, responsible for
approving Service Delivery Plans and Budgets.
FMSP: Facilities Management Service Provider.

Yes

FMSP finalises draft SDP and
provide it and the Budget to
Agency Site Representatives

SDPs and Budgets may be emailed or uploaded to an
agreed FMSP portal with notifications sent to
Agencies.

FMSP and Agency Site
Representative discuss Budget
and draft SDP (as required)

Agencies must be consulted regarding SDPs and
Budgets where possible. Discussions may be face to
face or by email or Skype.

Have Agencies raised
issues with the SDP?

No
Budgets and draft SDPs are
endorsed by Site
Representatives

Unapproved SDP &
Budgets will be
escalated to Agency
Chief Executives as
required

Whole of Agency Budgets and
SDPs are approved by Agency
Delegates and confirmation
sent to FMSP

Approval must be received by email. Copies of the
approved documents must be lodged with AGFMA for
audit purposes where required.
Where SDPs and Budgets are not approved, they will be
escalated to Agency Chief Executives.

Due between 45 and 30 days (mid to end of May) prior to start of new financial year

Approved SDP and Budget are
entered into FMSP systems

Management Fee is determined by region,
apportionment of cost, economies of scale etc.
Approved Budget sent to
Finance to develop the new
Agency management fee

Overnight system integration,
jobs become available in
FMSP systems

Fee adjustments can be made after the 11th month (i.e
in June) to account for over or under charges
throughout the year.
FMSP’s will send approved budgets to Finance at a
consistent time.

TDS, Unit Rates and budgets
are set in Systems and may
not be able to be amended

Preventative
maintenance
commences

Knet: #14569550
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2. Preventative Maintenance Process: Completion of Works and Billing Stage
FMSPs may notify contractors at the start
of each month or later if they’d prefer to
ensure attendance times and dates are
confirmed and locked in.

Preventative
Maintenance
commences

Contractors assigned job
numbers in system, provided
with report of assigned sites
& services for year

Additional PR services may be
requested, requiring Service
Delivery Plan and budget
updates. FAMIS work orders are
generated and sent to
contractors for completion.

Develop work orders and
send to contractors

Contractor attends site
per Work Order

Premature plant or equipment
failure may be identified,
requiring maintenance or
replacement outside of the scope
of works.

Contractor completes
preventative
maintenance work
Customer service
report (CSR) &
documentation
completed, copy lodged
with jobs

CSR documents and
rates (1 – 5) possible
premature failure
for the Agency. Job
Safety Analysis
reports lodged, copy
left with Agency.

Contractor claims are
lodged with FMSP

Claims are reviewed
within 10 days of
lodgement for
completeness and
accuracy

Claims are required to be lodged with
FMSP 10 days after Job completion.
Claims may by lodged to generic email
addresses, FMSP portal or post.
Claims include hours on site in order
to calculate rates.

Are claims
complete?
Claims are discussed,
amended and
resubmitted to FMSP

No

Yes

Claims are ready to be
processed

Claims are entered into
FMSP system and paid
(final 10 days of 30)

Additional / updated
documentation is
submitted, claim
value is adjusted, or
claim is accepted

FMSP system
synchronises with DIT
systems (where
required)

FM Service Provider
and Agency work
together to resolve
dispute

Jobs are sent to
Agencies to approve
Agencies do not always
contact FM Service
provider prior to disputing
jobs in FAMIS. Dispute
process is documented in
the Agency Works
Procedure Manual.

Agency puts claim into
dispute

No

Are claims
accepted by
Agencies?
Yes

No
Are claims
approved within
30 days?

FAMIS auto-approves
any outstanding claims
after 30 days

Yes

Internal
Costs are
transferred by
journal to Project /
Task / Cost Code

Only jobs with a
discipline which is
100% complete will
be billed to Agencies
(i.e. plumbing)

Internal or
External Agency?
External
DIT Finance issue
Invoices twice a month
to Agencies for
payment

Knet: #14205548
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Agencies pay
invoices

