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PURPOSE

The objective of this procedure is to define the respective roles and responsibilities of staff in the Social Services and other Departments relating to the closure of establishments.

SCOPE

This procedure does not cover issues relating to residents or staff, nor does it cover offices which are the responsibility of Property Services.

POLICY

To ensure that County Council premises and other physical assets are protected and that surplus items are reallocated on an equitable basis.

REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS

None.

HAMPSHIRE COUNTY COUNCIL AND SOCIAL SERVICES DEPARTMENT REFERENCES

Procedure 20/97: "Furniture and Equipment, IT and Telecommunications

- Inventories and Disposal"

DEFINITIONS

None.

ROLES

The Unit Manager will:

  *  update the unit inventory and make a list of all other items for reallocation/disposal

  *  cancel local contracts

  *  label all keys

The Area Resource Manager will:

  *  arrange for the transfer of client files and other records

  *  arrange the removal of commemorative plaques and other archive      material

The Capital Resources Unit will:

  *  agree marketing arrangements with the Estates Practice

  *  liaise with IS Section on voice/data lines and equipment

  *  agree the treatment of fixtures and fittings

  *  agree security arrangements

  *  notify interested parities of the closure

  *  arrange the reallocation of any  vehicles

  *  keep a record of final meter readings

  *  complete the "Closure Checklist" and hand the building over to the Estates Practice

Information Services will:

  *  terminate dedicated IT and other telephone lines

  *  arrange the reallocation of IT and telephone equipment

The Property Services Officer will:

  *  arrange the reallocation of furniture and equipment to other units (other than IT equipment)

  *  cancel centrally managed contracts

  *  arrange the clearing of out-buildings and grounds

  *  arrange for systems to be drained and supplies turned off

  *  arrange for locks to be changed, windows to be boarded up, etc.

The Estates Practice will:

  *  agree marketing arrangements with the Social Services Department

  *  agree the treatment of fixtures and fittings

  *  agree security arrangements

  *  accept on-going responsibility for the site and buildings following  completion of the "Closure Checklist" and hand-over

AUTHORITY TO VARY THE PROCEDURE

Assistant Director (Resources).

PROCEDURE

This procedure is arranged in the following sections:

1.    LIAISON  ARRANGEMENTS

 2.    PREPARATION  FOR  CLOSURE

3.    FOLLOWING CLOSURE

4.    PERFORMANCE  STANDARDS

APPENDIX.   DECLARATION OF  RECEIPT  OF  WASTE

1     LIAISON  ARRANGEMENTS

1.1   The staff more usually involved in the closure of premises are the Unit Manager, the Area Resource Manager, the Capital Resources Unit at Headquarters, Property Services, and the Estates Practice.  Whilst this procedure will seek to identify their respective responsibilities, the importance of close liaison between the parties throughout the closure process cannot be over emphasised.

1.2   Where a number of staff, sections, or departments are identified as being involved at any particular stage, the person first mentioned has prime responsibility for ensuring that the task is accomplished and any follow up action is taken.

2     PREPARATION  FOR  CLOSURE

2.1   The Capital Resources Unit will, following consultation with the Unit and Service Managers, agree with the Estates Practice the arrangements for marketing and viewing the property when it has been declared surplus to requirements.

2.2   Normally, representatives from other agencies will not be given access to the property until all the former residents have been relocated.  Some members of County Council staff will need to visit the property for various reasons in the period preceding final closure, but this will only be by prior arrangement with the unit manager and due sensitivity will be shown.

2.3   The Capital Resources Unit will liaise with Information Services over the need to terminate any dedicated IT lines and other voice/data issues.

2.4   The Unit Manager, assisted as necessary by the Area Resource      Manager and Property Services Officer, will update the unit inventory.  No items must be removed from the unit until this has been done.

2.5   The Unit Manager will also make a list of any other goods, consumables or perishable items and decide how these will be disposed of.

2.6   The Unit Manager, Property Services Officer and, where necessary, the Estates Practice will agree the ownership and disposal arrangements for any property not belonging to the County Council.

2.7   The Property Services Officer will consult the Estates Practice and County Supplies Officer on the most appropriate means of disposing of any antiques, other valuables or items of an unusual nature.

2.8   The Property Services Officer, Unit Manager and Area Resource Manager, will decide what items should be written-off and disposed of, what might reasonably be given or sold to the residents and staff as momentos, and what is available for transfer and reuse at other units.

2.9   Information Services will, in consultation with the Area Resource Manager, be responsible for the relocation of all IT equipment.

2.10  The Estates Practice, Property Services and the Capital Resources Unit will agree on the treatment of fixtures and fittings.  For example, an emergency generator might be transferred to a unit without one, whilst the curtains are left up to help with security.

2.11  The Capital Resources Unit and the Estates Practice will agree the security arrangements to be put in place for the period between the unit being vacated and any sale being completed. This can vary from an occasional visit from a security guard to full, 24-hour cover.

2.12  The Unit Manager will cancel any local contracts, for example, newspapers and window cleaning.  Property Services and the Capital Resources Unit will cancel all centrally managed contracts, for example, lift maintenance and kitchen equipment servicing.

2.13  The Capital Resources Unit will notify all other interested parties of the impending closure, for example, Audit and the Inspectorate.

3     FOLLOWING  CLOSURE

3.1   The Area Resource Manger and Unit Manager will arrange the transfer of all client files and other records.

3.2   The Property Services Officer will arrange the transfer of furniture and equipment to other units as previously agreed and the safe transfer or disposal of all cleaning materials and other chemicals.

3.3   The Capital Resources Unit will, in consultation with Hampshire Transport Management, arrange the reallocation of any vehicles to other service bases.

3.4 The Property Services Officer will arrange for all out-buildings to be cleared and the grounds to  be tidied up. 

3.5   The Area Resource Manager will arrange for the removal of any      commemorative plaques and other potential archive material.

3.6   The Unit Manager will label all keys and pass them on to the Property Services Officer.

3.7   The Property Services officer will arrange for the heating system to be drained down and the electricity, gas and water supplies to be turned off,  other than where they are required for frost protection.

3.8   The Capital Resources Unit will keep a record of all meter readings.

3.9   The Property Services Officer, in consultation with the Estates Practice and Capital Resources Unit, will arrange for the locks to changed, windows to be boarded up, security lighting to be installed, etc.

3.10  The Capital Resources Unit will complete and sign the "Closure Checklist" and formally hand the property over to the Estates Practice, along with future responsibility for security and other matters relating to the property.

3.11  Where the establishment is only being closed on temporary basis, responsibility for the building and all associated costs will remain with the Social Services Department.

3.12  Where furniture and equipment is being transferred to another unit, any relevant items should be added to that unit's inventory.

3.13  Where items are being disposed of by a third party they should sign a declaration (see Appendix) which should then be retained on file by Property Services.

4     PERFORMANCE STANDARDS

4.1   The premises will be secured and left in a condition suitable for the proposed marketing arrangements.

4.2   All County Council property will be accounted for and reallocated on the basis of operational need.

Appendix

                 DECLARATION  OF  RECEIPT  OF  WASTE

I hereby confirm that the goods listed in the Schedule below have been supplied to me by Hampshire County Council Social Services Department for the purpose of disposal as waste, and that I am satisfied that the goods are in a condition enabling them to be safely disposed of as waste.

I understand that in consideration of my agreeing to accept the goods the legal title to the goods is hereby transferred to me.  I accept that in the event of any decision by me to enter into any future use or sale of the goods for a purpose other than disposal as waste, liability for failure to comply with any legal provision regarding the condition or safety of the goods lies solely with me, and that no liability is accepted by Hampshire County Council.

Schedule:

Signed

.....................................................................................

On behalf of

..............................................................................

(a person authorised to receive a transfer of controlled waste in accordance with Section 34 Environmental Protection Act 1990)

Dated

........................................................................................
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