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Defence Estate Maintenance– Regional Handover / Takeover Policy (Template)
The following is a guide to the contents of the Region Handover / Takeover Policy.  (Regions to customise to suit local requirements.)
	Region Name:


	


	Overview
	This policy defines the Regional requirements for completing the Handover and takeover of Estate Maintenance Planned Works Projects.


	Objectives
	1. Define the roles of DSG, CMS, GSS, User and Others in the HO/TO process

2. To provide guidance on the type of works and extent of application of HO/TO policy for Estate Maintenance works

3. Provide minimum timing for key tasks to commence and complete HO/TO 

4. Establish standard requirements for provision of documentation and information on completed works

5. Establish minimum requirements for training in proper and safe use of the works



	Statement of Roles in completion of HO/TO
	DSG Manager Tech Services: 
· To ensure that Region HO/TO policy is implemented and updated as required

· To ensure relevant DSG and CMS staff are informed on their roles to complete HO/TO



	
	DSG Estate and Facilities Program Manager:
· To ensure the current Region HO/TO policy is attached to all Program Briefs prior to issue to the CMS



	
	DSG Estate Officer:
· To ensure the requirements of the Region HO/TO Policy is implemented for each suitable Estate Maintenance Project via the Project Specifications


	
	CMS Estate Maintenance Project Manager:
· To deliver the requirements of the Region HO/TO Policy to DSG either using sub-contractors or their own resources as needed

· To establish and maintain the HO/TO plan




	Types of Estate Maintenance Works applicable to this HO/TO Policy
	Not all Estate Maintenance Projects will need formal Handover/Takeover procedures.  

Examples of Works requiring HO/TO are:

· New capital works where new or altered assets are provided
· Works subject to statutory compliance – Public Health Act, Essential Services, BCA, Commonwealth OH&S

· Works which will cause a variation to the CMS and GSS Contracts

· Works deemed high risk to users and or where training is required to use the assets

· Works above $50,000 in total project Value

Examples of excluded Works are:

· Minor repairs and maintenance works less that $50,000 total project value
· Works where there is no new added or amended assets

· Works approved by MTS that do not require formal HO/TO documentation



	Minimum Timing and Steps to conduct HO/TO
	Step 
	Timing

	
	1. Include HO/TO policy in Program Brief
	Pre issue Program Brief

	
	2. Include standard HO/TO Spec clause in Project Brief/SOW/Contracts
	Prior approval of Brief by DSG

	
	3. On start up of Contractor review HO/TO requirements and confirm compliance and complete HO/TO plan
	Contract Start up

	
	4. Prior to Practical Completion review status of HO/TO documentation and plan and agree dates to complete and achieve both Practical Completion (PC) and HO/TO
	4 weeks prior to PC or HO which ever is first

	
	5. CMS to notify DSG CA for CMS/GSS variations to contract
	4 weeks prior to PC or HO which ever is first

	
	6. Final review and sign off completed HO/TO documentation pre grant of PC
	Prior to grant of PC

	
	7. CMS to notify for Comms, Security and data connections
	Prior to grant of PC

	
	8. Per the HO/TO plan provide:

· completed O&M documentation to DSG (electronic format)

· User training as required (prior to occupation)

· DEMS data update

· GFIS CAD update (new structures etc)

· Agreed roles for DLP management
	In accord with HO/TO plan or 2 weeks post PC

	
	9. CSM to issue HO certificate for DSG sign off
	Prior to any TO or occupation 

	
	10. CMS facilitate “bump in” by users (TO) per agreed HO/TO plan


	In accord with HO/TO plan or 4 weeks post PC


	Standard Requirements for Documentation and Information
	Refer to standard Specification Clause for HO and O&M Documentation.


	Minimum Training Requirements
	


	Special Certificates and or Licences applicable to Region or Base
	Include a list of special requirements eg Environmental Clearances, Heritage Certificates, etc


