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This document sets out the minimum standard required for the 
collection, reporting and format of data collated during asbe stos 

surveys.  This specification must be followed in order for a sbestos 
surveying reports to be accepted as fit for purpose, and to  qualify the 

requirements set out under WLC CC9178 – Asbestos surveying, 
removal, remediation and analytical services framework.  
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Version  Date Notes 

2018 
v1.0 

24/12/2018 Creation for CC9178 – Asbestos Services 
framework 

2021 
v1.1 

1/3/2021 Addition of mandatory fibreboard sampling 
inclusive of coating and polystyrene adhesive 
sampling.  

2021 
V1.2 

11/11/2021 Addition to section 6.4 of requirement on survey 
drawing for recording the presence of known 
ACMs from the asbestos register. This is to be 
effective for all surveys under this criteria from 
commenced on site from 01/12/2021 
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1. Introduction 

The Council requires the provision of asbestos surveying consultants in support of the 
council’s statutory obligations to manage asbestos and support capital projects in line with 
the Health and Safety at Work Act, associated regulations and recognized guidance.  

There are approximately 270 non domestic properties which are managed by The Council. 
There are approximately 4800 asbestos containing materials in 165 of these properties 
which are being managed.  

Approximately 1900 surveys (of varying scale and complexity) have been instructed since 
2015 in support of the council’s statutory obligations or in support of the capital programme.  

Previous levels of work are approximate and for information only. They should not be relied 
upon as an indication of future levels of work.  

 

2. General Requirements  

2.1. Asbestos Surveys  
 
WLC (West Lothian Council) requires asbestos surveys to be undertaken in a variety of 
nondomestic premises. These include: 

• Education (nursery, primary, secondary and special schools).  
• Community buildings 
• Council offices 
• Council depots  
• Sport pavilions 
• Domestic common areas 
• Tenanted non-residential properties ( shops, industrial units) 
• Grounds, bridges 

 
All surveys are to be conducted in accordance with and information collected should be 
accurate and comply with: 

• HSG ( Health and Safety Guidance Document) 264 – Asbestos: The 
Survey Guide and any updates / revisions thereafter,  

• The specifications of the WLC CC9178 framework and  
• The terms & conditions of the WLC CC9178 framework. 

 
2.2. Client Planning 

 
The Council will instruct the appointed Supplier to undertake the appropriate level of survey 
following consideration and assessment of the scope of work for each package of work and 
other variable factors.  
 
This assessment by WLC will consider: 

• The level of alteration, improvement, or demolition included in the scope of work, 
• What previously held asbestos survey data on a property,  
• Whether that data is relevant, accurate and meets the requirements of any scope of 

work.  
• The proposed programme of work which will form the basis of the instruction.  

 
WLC reserve the right to request an on site scoping meeting for all levels of survey work 
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however this will not apply to all survey instructions. It is expected the appropriate supplier 
will attend the scoping meeting to fully scope the requirements of the survey where 
requested. Therefore all costings in the schedule of rates should reflect the requirement for 
any pre-start planning. 
 
Where applicable, the  Council project programme shall be provided to the appointed 
Supplier.  
 
All suppliers will provide a programme for all work / services detailed within the specification 
and each work package instruction. These should be kept up to date by the supplier and 
made available for discussion at framework performance / progress meetings.  
 
Where there is either no previous data on the relevant area of a property or the data is not 
comprehensive enough to allow construction works to proceed, The Council shall instruct the 
appointed Supplier following the above assessment. 
 
Where there is already sufficient data on the presence and previous condition of known 
ACMs ( Asbestos containing materials), The Council may instruct the appointed Supplier to 
re-inspect known ACMs in the relevant area of a property.  
 
 

3. Survey Plans and Project Management  
 
All asbestos surveys conducted on behalf of The Council must have a survey plan as 
defined by HSG264 para 81 that is authorised by a member of the Asbestos Compliance 
Team. It is envisaged that for large projects of similar works (e.g. housing capital programs) 
a project wide survey plan would be issued. 
 
All suppliers are expected to undertake comprehensive planning in advance of any survey 
work and in conjunction with The Council’s asbestos compliance team. This ensures detailed 
knowledge is gathered and that all factors which may affect the survey are taken under 
consideration.  
 

All suppliers are expected to cover the expense of any revisits to sites to resolve issues 
where discrepancies are identified to be the fault of the supplier. No additional payments will 
be made by The Council where this applies.  
 
 

3.1. Supplier Resource planning  
 
All suppliers are expected to apply reasonable planning of work/ services to the The Council 
contract. This should include dedicated resources for all work and geographically clustering all 
work wherever possible.  
 
 
Generally it is up to the individual surveying contractors to determine if they require 2 surveyors 
to attend a survey, typically being for H&S reasons. However WLC reserve the right to instruct 
a 2nd person to attend also in cases where it is appropriate i.e. lone working, unoccupied site 
etc.  
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4. Access Requirements  

Access requirements for non domestic properties are detailed in the general specification for the 
framework.  

 
5. Scope of Survey and Mandatory Inspections 
 
This instruction may include: 

• Management survey to single or multiple rooms,  
• Refurbishment survey to single or multiple rooms, 
• Refurbishment survey to targeted areas within room(s),  
• Re-inspection survey of all or specified ACM records in a property, 
• Directed sampling exercise, 
• Demolition survey to single structures or full property 
• Any combinations of the above 

 
Surveys shall inspect all internal rooms, external surfaces, features and grounds within all 
buildings within the boundary of the property that fall within the scope of the work instruction. 
Examples of areas within the survey include general use areas, roof voids, ceiling voids, wall 
voids, floor voids, service areas, plant rooms, service ducts, circulation routes, external roofs, 
elevations, fixtures and fittings, garden or car park areas, bridges, monuments, roadside 
locations (fly tips). 
 
The survey report shall contain clear information in the executive summary of ACMs found, 
presumed items and areas / items not accessed. 
 
Refurbishment surveys should be described as such, and not as refurbishment / demolition 
surveys. 
 
Directed sampling exercises shall include inspection, assessment, sample analysis and 
reporting of materials as instructed. Directed sampling reports shall include the full material 
assessments, full priority assessments, quantity of ACM, photos of ACM, certificate of analysis 
and drawing indicating actual sample locations. 
 

All survey reports shall clearly state the scope of works, the areas assessed.  This should not 
be generic or vague.  This information should be found at the front of the report with the 
executive summary. 
 
All survey reports shall include a drawing as per requirements of this specification 
Sample points on drawings shall accurately represent where the sample was taken in that 
room / area.   
 
Surveys reports (including findings within executive summary) shall run in room order i.e. 
00/001, 00/002, 00/003 etc.  
 

Caveats are not useful to the council for asbestos management purposes and therefore 
should only be used in exceptional circumstances with prior agreement from a member of 
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the Asbestos Compliance Team via a deviation to scope. 

 
All suppliers are expected to survey externals and internals at all height levels as necessary to 
complete the scope of work. The supplier shall make all necessary access equipment 
arrangements. These arrangements shall be made to access all areas in the scope of the 
survey or sampling exercise. This may include but is not limited to: high level soffits, roofs 
and ceiling voids.  Surveyors carrying out this work will be expected to have received the 
necessary training as appropriate.  It is not acceptable to presume the presence of asbestos 
without appropriate access and sampling. 
 
All lot 1 suppliers shall be held solely responsible for the accuracy of survey data and results 
ensuring compliance with this specification. As such, should The Council incur additional costs 
due to inaccurate or incomplete surveys, sampling or analysis information, then all such costs 
shall be recoverable from the supplier in line with Section 17 of this specification.  

 

All suppliers are expected to cover the expense of any revisits to sites to resolve issues 
where discrepancies are identified to be the fault of the supplier. No additional payments will 
be made by The Council where this applies.  

 

6. Asbestos Surveys and Reports  
 
All surveys are to be conducted in accordance with and information collected should be 
accurate and comply with: 

• HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

• The specifications of the WLC CC9178 framework and  
• The terms & conditions of the WLC CC9178 framework. 

 

6.1. Location Referencing Strategy 
 
The Council operates a location referencing strategy to uniquely identify any given location 
within a property. This location reference is crucial to holding all property management 
information in the Councils asset management database. The council’s property asset 
management system also holds the council's asbestos register.  
 
The council holds and maintains a compliance layout drawing for each non-domestic 
property in their estate. This compliance layout drawing depicts the location references for 
each property on a tab names Asset A3 within the drawing. 
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Location References Descriptors 
 
Location references are assigned in ascending numerical order for each floor level of a 
property. They are pre- fixed with the floor level of the property. Location references 
start from zero on each level of the property. Please see below table for examples.  
 

Loc Ref  Descriptor  

-01/0001,                  
-01/002..etc 

Below ground level 
 
 

00/001, 00/002 ... etc Ground floor 

01/001, 01/002 ...etc First floor 

W1, W2, W3, W4 Wall numbers to be used where samples taken against a specific wall 
number. i.e. heaters, or windows. 
Always start at the main entrance to the location and allocate as 
wall number 1 (W1). For each change of direction the wall number 
increases. Work in a clockwise manner to identify the wall 
numbering to the left sequentially at all times. For rooms where 
more than one door exists, wall 1 is deemed to be the wall with the 
door accessed from the lowest numbered location reference. 

XX/XXX Lift carriages (internals only) should be referenced in accordance with 
the lowest floor number which it can reach, plus the ascending 
numerical location reference for that floor level. I.e. if the lift carriage 
can reach the basement level (-01), the carriage will be referenced -
01/023 ( 23rd room on the basement level of the property). Other 
arrangements of this reference are possible.  

Xx/xxx Lift shafts should receive 1 location reference. Lift shafts are 
essentially a tall room. They should be referenced in accordance with 
the floor level it starts from plus the ascending numerical location 
reference for that floor level. i.e. if the lift shaft starts on the basement 
level (-01)and extends up 3 levels, the shaft will be reference -01/023 
( 23rd room on the basement level of the property). Other 
arrangements of this reference are possible. 

RV/001, RV/002 ...etc Roof voids or attics etc 

E1, E2 ...etc E1 and then clockwise around building. Any outcrop less than 0.5m 
is not to regarded as a separate elevation and should be included 
within the previous elevation 

R1, R2 ..etc Roofs of property 
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G External grounds of property e.g. where ACMs or debris has been 
identified to the ground where it cannot be referenced against an 
elevation. Note – no numeric is required, however detailed 
description against sample is required to aid identification 

 
 
Ceiling voids, wall voids, floor voids, boxing and service voids etc are not assigned 
unique location references. Data relating to these areas are  to be included within the 
location reference where access was gained for surv eying purposes.  
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6.2. Compliance Layout Drawing  
 

Before commencing with any asbestos framework works, you must have the latest 
version of the compliance layout drawing. This drawing shall be issued to you as part of 
the works package. 
 
If no compliance layout drawing exists for the property, the surveyor shall produce a 
drawing that meets the requirements of this specification and use it as the drawing / site 
plans for the survey. The drawing shall include all necessary items within the drawing 
including doors. Simple line drawings / site plans shall not be accepted. 
 
The council reserve the right to request a copy of this drawing in AutoCAD compatible 
.dwg file format. 
All survey reports shall include a drawing as per requirements of this specification 
Sample points on drawings shall accurately represent where the sample was taken in that 
room / area.   
 
 
Upon request, the supplier shall provide a copy of any hand drawn plans or drawings or 
sketches of any The Council premises created by the supplier. 
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6.3. Identified Location Not On Compliance Layout Drawin g 
 
If you encounter an identifiable location / room at the property during asbestos framework 
works that is not identified on the compliance layout drawing - you are to follow the strategy 
as below in order to assign it a location reference. 

• assign the new room the next highest location reference for that floor, for 
example, all known ground floor rooms extend from 00/001 - 00/067, therefore 
new room would be allocated 00/068 

• It is not permissible to assign it 00/067A or equivalent 
 
If rooms /areas are identified on site that appear to be two former rooms which have been 
merged together and this is not reflected on the compliance layout drawing, please phone the 
instructing WLC asbestos officer on guidance to which location reference is to be used 
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6.4. Asbestos Survey Drawings  
 
It is expected that any drawings reported with asbestos survey reports will be based on the 
compliance layout drawing. The Council will endeavor to provide a compliance layout 
drawing as part of all asbestos survey work packages, however there may be occasions 
where none exist (for example common areas). In this instance, the property will require to 
be drawn by the surveyor and location references assigned in accordance with this strategy. 
 
When assigning location references where no compliance layout drawing exists - always start 
at the main entrance of the property. Work in a clockwise manner to identify the locations 
numbering to the left sequentially at all times. Where cupboards or stores exist within a room, 
corridor, stairwell etc these shall also be allocated a location reference and should be assigned 
in accordance with the above. 
 
Location references on asbestos survey drawings must be clear, legible and not obscured by 
other text or icons. 
 
Roof voids (e.g. RV/001 etc), are expected to be shown on a separate drawing showing the 
extent of the property that they cover. Hatches denoted on a drawing with the RV loc ref is 
not sufficient to represent the roof void. Hatches leading from a room to each roof void are 
expected to be shown on the internal layout drawing and relate to the location reference in 
which the hatch is present.  
 

Roofs and elevations ( e.g. R1, R2, E1 – E55) are expected to be shown on a separate 
drawing showing the extent of the property that they relate to.  
 
Roof Void Layout Drawing 
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Roof Layout Drawing 
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Elevations & Example Compliance Layout 
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Recording / showing position of known ACMs on surve y drawings 
 
 
Any known or presumed ACM that is inspected as part of any survey activity is to be shown on 
the survey drawing as indicated below.  
 
The sample point for the known ACM is to be the ACM ID e.g A-07055 from the asbestos 
register for the property, which is issued with each works instruction and is also available on 
site in the asbestos handbook 
 
The sample points for known ACMs are not to be shown as SP or other nomenclature 
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6.5. Surveys / re-inspection drawing shading 

Rooms that contain an ACM or strongly presumed ACM are to be shade filled with   
on CAD drawing in report. 
 

Rooms that have not been accessed are to be shade filled with   on CAD drawing in 
report 
 
Rooms / areas that are out with the scope of survey inspection are to be shade filled with 

on the CAD drawing. This would apply on targeted refurbishment surveys and similar 
where only a specific area of the property is within the scope of the inspection. 
 
 

6.6. Asbestos Site Work Inspection Pro-forma Drawin g 
 
All suppliers will be expected to also complete a site drawing on the Asbestos Site Work 
Inspection Pro-forma. This drawing should include the areas within the scope of the work as a 
minimum. 
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6.7. Sampling & Recording of Asbestos Materials  

All sampling of bulk materials for asbestos are to be done so in accordance with HSG264: 
Asbestos – The Survey Guide (latest version) and HSG 248 Asbestos: The Analysts Guide 
(latest version) 

Mandatory Sample Information 

Where samples are taken, the following information is 

required: 
 

• Building 
• Location Reference 
• Location Description 
• Detailed Material Description with substrate material 
• Extent including unit of measure  
• Product Type Score 
• Condition / Damage Score 
• Surface Treatment Score 
• Asbestos Type Score 
• Material Assessment Score 
• Normal Occupant Activity Score 
• Likelihood of Disturbance Score 
• Human Exposure Potential Score 
• Maintenance Activity Score 
• Priority Assessment Score 
• Total Risk Score 
• Photo of sample 
• Recommendation 

o Monitor 
o Remedial 
o Remove 
o Encapsulate 
o Enclose 
o ACM Removed 
o Management Arrangement 
o Prohibited Access 
o Access & Survey 
 

6.8. Associate sampling 

Associating samples IS NOT permitted in any asbesto s surveys within non-domestic 
properties or common areas. 

6.9. Water Absorption 
The Council  may request water absorption  testing where appropriate. This shall be done in 
line with HSG 264 Asbestos – The survey guide. Water absorption results shall not be 
associated. This may apply to samples of soffits, fascia panels, roofing panels or 
undercloaking. 
 



 10  

6.10. Non-accessed items/ areas 

The Council define these as items / areas or voids (within the scope for that survey) which 
cannot be accessed, inspected and would not be assigned a material and priority score. 
These shall be recorded for each location as part of the survey and formally reported with a 
reason why it was not accessed (e.g. live electrics, access would cause irreparable damage 
etc) 
For example: 
No access above fixed plasterboard ceiling  
No access within timber riser on wall 2/3  
No access with live MEM switch on wall 3 
This list is not exhaustive. 
 
No access to whole locations within the scope of work is not permitted without good reason. 
The Asbestos Compliance Team must be contacted to arrange access or to provide 
confirmation that access is not required at this stage – a member of the Asbestos 
Compliance Team will issue a deviation to scope via email. Otherwise it is expected that 
areas not accessed will be revisited before the issue of the survey report at the supplier’s 
expense. 

Authorised non accessed items/ areas are to be recorded in the executive summary. 

It is expected that non accessed rooms are not  assigned a material and priority score.  

It is expected that non accessed items are not  assigned a material and priority score,  

6.11. Strongly presumed and presumed materials   

These can be defined as materials that are visibly identifiable as suspect ACMs via visual 
inspection by an experienced and well trained surveyor but is not accessed or sampled to 
confirm this. Examples include when: 

• Similar construction materials previously sampled and found to contain asbestos by 
lab analysis. 

• Asbestos was commonly used in the manufacturing process of a similar material. 

• Visible fibres in a suspected ACM but no sample taken 

These materials/ items are to be treated as an asbestos containing material and therefore all 
information recorded should reflect as if a sample had been taken.  
Materials which are presumed to contain asbestos shall apply when there is insufficient 
evidence (no analysis) to confirm whether it contains asbestos or where the area cannot be 
inspected. It is expected that surveyors shall use their experience, training and HSE ( Health 
and Safety Executive) guidance to apply presumptions to materials or to rule a material out 
from this default situation. Obvious non asbestos materials should not be presumed to contain 
asbestos. Presumptions should be highlighted in the text of the report and made clear in the 
executive summary 
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6.12. Additional Information 
 
The substrate of each sample should be included within the sample description e.g. textured 
coating on plasterboard. 
 
Extent of materials are to be quantified in m2, lm or no. only. The use of “unknown” extents or 
“throughout” are not permitted 
 
If asbestos materials are removed by means of sampling, this shall be clearly stated in the 
report and shall not feature within executive summaries. 
 
Sample descriptions should be complete in so as they can be easily identified without the 
use of the photographs. For example "Insulating board panel to wall 5" rather than " wall 
board" or "Pipe insulation to small bore pipe-work at wall 6" rather than "Insulation to 
pipework" 
 

6.13. Removed ACMs 
 
Should the supplier find during an inspection that an ACM noted in the information provided by 
WLC has been removed a record shall be included in the report to that effect with a 
recommendation of “ACM Removed”. The photograph for this record shall illustrate the 
absence of the ACM. This should only be done in cases where it is beyond reasonable doubt 
that the ACM has been removed. If the ACM cannot be found but may have been enclosed with 
a non asbestos material the supplier should assume the ACM remains and should comment 
and take photographs to illustrate that the ACM could not be found but is presumed to remain. 
An ACM suspected to remain should be scored according to its assumed position (e.g. the 
surface and damage scores assuming that the ACM is enclosed if applicable). 
 

6.14. Layered materials  
 

Each layer of the material is to be recorded / sampled separately to determine the makeup of 
the layered material.  

 
A flooring example may include the following: 

 
• Carpet 
• Red vinyl  
• Adhesive 
• Black floor tiles 
• Adhesive  
• Concrete 

 
A roofing example may include the following: 

 
• Bitumen felt (top layer) 
• Bitumen felt (middle layer) 
• Foam insulation 
• Bitumen felt (under insulation) 
• Concrete 
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It is mandatory that all asbestos surveys include an inspection of all layers of the roof void 
insulation.  
 

A roof void insulation example may include: 

• MMMF insulation ( top layer) 

• Paper insulation ( paper layer) 

• Timber joists (fitting) 

• Plasterboard ( bottom layer) 
 

Inspections below MMMF or similar insulation to the floor of roof voids must be undertaken, 
ensuring that a good representation of the roof void has been inspected and the surveyor is 
satisfied that the area does not contain a hidden ACM.  Surveyors should bringing sufficient 
access equipment to survey the roof void. Areas of a void space that could not be reasonably 
accessed  or have any kind of limited access (e.g the void space has not been fully inspected) 
must be well documented in the report using written descriptions, comments, photographs and 
indicated on the drawing. 

 
6.15. Soil sampling   

 
Soil sampling, including minimum frequency of surface and depth samples 
 
 will be determined and subject to additional instruction guidance upon works package issue.  
 
Surveying and sampling for asbestos in soil and made ground shall follow any future versions 
of Health and Safety Executive legislation and guidance issued on this topic.  
 

6.16. Labelling of ACM’s 
 

Labelling of known ACM’s will only be done by suppliers upon instruction by WLC asbestos 
compliance team.  
Suppliers shall not use sample point labelling on any asbestos surveying/ sampling activities for 
WLC unless specifically instructed by The Council  asbestos compliance team.  

 

6.17. Sampling of fibreboard materials 

 

It is mandatory that all asbestos surveys include an inspection for fibreboard and are sampled 
where found. This inspection and sample shall be inclusive of the matrix of the fibreboard 
material and the paint coating/ surface treatment. The council has encountered a thin textured 
coating / paint coating to some ceiling tiles and asbestos containing fibreboard in some non 
domestic premises. The council has already undertaken extensive sampling / surveying to 
identify the extent of this in all non domestic premises to assess management options available. 
No other instances of this specific material have been found. However, it is now mandatory that 
all interim surveying/ sampling activities shall include inspections and sampling for fibreboard 
and its coating.  

 

The council wants to avoid presumptions and inconclusive sampling results. Please use 
existing information on previous sampling of this material where available. There is no 
requirement to re-sample the fibreboard if it has already been sampled to the extent set out in 
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this specification. If fibreboard materials similar to that described are present, but it cannot be 
determined visually if the paint/ coating exists, then a cautious and comprehensive sampling 
strategy should be taken. This may mean taking composite samples of the fibreboard surface in 
the same room. Or it may mean taking multiple samples of the fibreboard surface in the same 
room. Do not mix composite samples between surface types.  

Full material and priority risk assessment should be carried out on samples taken.  

 

If materials are encountered/ inspected that definitively do not have this coating and are non 
fibreboard type, then these should be sufficiently recorded by means of an inspected area with 
sufficient notes to support the inspection carried out. It is expected these inspected areas will 
be included in any such formal report of the survey/ sampling and included in reporting of non 
asbestos materials.  

This strategy is not exclusive to ceiling tiles. All potential fibreboard materials should be 
inspected and sampled in this manner.  

 

6.18. Sampling of polystyrene adhesive 

 

It is mandatory that all asbestos surveys include an inspection for polystyrene adhesive and 
sample it where found. The council has encountered polystyrene materials which have been 
adhered with an asbestos containing plaster or textured coating like adhesive in domestic 
premises.  This material has been found sporadically however, it is now mandatory that all 
interim surveying/ sampling activities shall include inspections and sampling for polystyrene 
adhesive.  

The council wants to avoid presumptions and inconclusive sampling results. Please use 
existing information on previous sampling of this material where available. There is no 
requirement to re-sample if it has already been sampled to the extent set out in this 
specification. If polystyrene materials similar to that described are present, but it cannot be 
determined visually if the adhesive exists, then a cautious and comprehensive sampling 
strategy should be taken. This may mean taking composite samples in the same room. Or it 
may mean taking multiple samples in the same room. Do not mix composite samples between 
surface types.  

Full material and priority risk assessment should be carried out on samples taken.  

 

If materials are encountered/ inspected that definitively do not have this adhesive then these 
should be sufficiently recorded by means of an inspected area with sufficient notes to support 
the inspection carried out. It is expected these inspected areas will be included in any such 
formal report of the survey/ sampling and included in reporting of non asbestos materials.  

This strategy is not exclusive to ceiling tiles. All potential adhered polystyrene materials should 
be inspected and sampled in this manner.  
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6.19. Non-Asbestos Materials 
 
Surveyors shall make adequate notes and report the location and type of nonasbestos materials 
inspected during a survey. Nonasbestos information is informative and should be included in any 
report issued to The Council .  Obvious non asbestos materials should not be presumed to 
contain asbestos. It is expected that surveyors shall use their experience, training and HSE 
guidance to apply presumptions to materials or to rule a material out from this default situation.  
 

Non-asbestos building materials must be recorded for each location as in the following 
examples: 
 
 
Location: 00/005 
Room Use: Office 
Ceiling: MMMF suspended ceiling tiles in metal grid, timber shadow gap 
Ceiling Void: Concrete, Timber, MMMF ceiling tile, electrical cabling 
Walls: Wall 1, 3 & 4 - Brick, Wall 2 - Plasterboard 

 
Wall Voids Wall 2 Void – MMMF insulation, timber studs, brick 
Floor: Vinyl floor covering, screed, concrete 
Floor Void: Concrete, concrete, concrete, metal pipework 

 
Other Fixings: Foam insulation to metal pipework, timber sills & skirting, timber panel to 

wall 3 above clock, Wylex consumer unit manuf. 2009, Stiebel electric 
radiator SXN784 manuf. 2001 

Boxing Void Boxing wall 1 - Timber / MMMF pipe insulation, metal pipe work Boxing on 
ceiling at wall 3 - steel beam, 

 
Location: R6 
Room Use: Roof 6 (above locations 00/065 to 00/078) 
 Roof - two layers of bitumen felt, foam insulation, bitumen vapour control 

layer, concrete. Upstands – bitumen felt to timber fillets. Rooflights – 
bitumen felt to timber upstands, Perspex rooflight with mastic seals 

 
6.20. Recording known ACMs 

 
When known ACMs are being recorded / re-inspected the ACM ID shall be pre-fixed into the 
material description. This will ensure that the ACM ID follows the ACM description no matter 
where it is located within the report. There is no requirement to record the old sample reference 
as the ACM ID is unique to that ACM. 
 
The ACM ID is a 7 character code and is found on the asbestos register provided as works 
package instruction e.g. A-01234 
 
The ACM ID shall be prefixed to the description of the ACM when recorded in surveys – as 
shown overleaf. 
 
Unless the description is inaccurate, the description used on the asbestos register should 
exactly match the description in the survey report. 
 



 10  

Asbestos Register showing ACM ID 
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6.21. Non-Domestic Re-inspections  

 
The Council will provide Suppliers with the asbestos register, previous survey reports and 
compliance layout drawing for each property to be re-inspected. The re-inspection report to 
be provided must include the following for each ACM re-inspected. 

 
• Building 
• Location Reference 
• Location Description 
• Detailed Material Description including ACM ID 
• Extent 
• Product Type Score 
• Condition Score 
• Surface Treatment Score 
• Asbestos Type Score 
• Material Assessment Score 
• Normal Occupant Activity Score 
• Likelihood of Disturbance Score 
• Human Exposure Potential Score 
• Maintenance Activity Score 
• Priority Assessment Score 
• Total Risk Score 
• Photo of ACM 
• Recommendation 

 
As part of a re-inspection, previously non-accessed rooms / areas / items may be instructed 
to be surveyed / sampled as part of the re-inspection. Where applicable, these areas are 
expected to be surveyed in line with this specification. 

 
The drawing in the re-inspection report is to show the ACM ID for known ACMs. 

 
6.22. Asbestos Site Work Inspection Pro-forma (Day 1) 

 
Please refer to Appendix 1 for this document. The purpose of this form is to document any 
asbestos inspections which could not be reasonably accessed ahead of the proposed work. 
Therefore this inspection activity would be done in conjunction with certain work types. The 
form details interim information to inform if suspect materials have been identified and allows 
the  Council representative on site to assess whether the proposed work can proceed without 
disturbing asbestos. It does not replace the final formal report; therefore all suppliers are 
expected to issue the interim pro-forma and a formal report within the reporting timescales. The 
pro-forma  should be issued on the same day as the inspection and emailed to 
asbestos@westlothian.gov.uk 
 
Where the above applies and is instructed, all suppliers shall use the Asbestos Site Work 
Inspection (Day 1) Pro-forma where instructed for the following type of works: 

• Emergency work. 
• Other specific projects 
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6.23. Scopes of work 
 

All suppliers shall ensure that a copy of the scope of works or core scope is included at the rear 
of the report as an appendix and that the core scope is directly referred to within the body of the 
report under the relevant section.  
 

7. Reinstatements 
Where the scope of works for the survey dictates that an element of a refurbishment is 
required, discrete intrusive works are required to fulfil the scope and this should be done in 
consultation with The Council.  This is particularly relevant given the operational use of the 
properties and their occupation by The Council building users.  
 
However access should be gained in such a way as to fulfil the scope of works. For example: 

• Access a ceiling void from alternative point, by inspecting from upper level floor void,  

• Access using clear access or service panels,  

• Use of hand tools to remove fixture and fittings to gain access where no access panels 

• Use of hand tools to create inspection points to void where no access panels.  
 
The supplier shall re-instate all intrusion/inspection points to a temporary, secure and safe level 
as a minimum. This means for a time period of 12 months minimum. Reinstatement materials 
should be appropriate for the surface being re-instated. This may include: 

• Refitting and fixing the removed insert to the intrusion 

• Fixing a sized hardboard/plywood/plastic (suitable light weight rigid patch) cover to the 
intrusion 

• Silicon or sealants as appropriate 

• Adhesives/screws/nails 

• List is not exhaustive 

• Alternatives should be discussed with The Council’s asbestos compliance team prior to 
use.  

 
The Council may specify a particular material to be used for re-instatement. If so, this will be on 
a case by case basis and instructed in the work package.  
 
Cloth tape or similar is not appropriate as this fixing weakens over time and is not aesthetically 
appropriate.  
 
If reported damage is significant enough to be considered obvious, careless or excessive 
compared to the scope, the cost of repairs to damaged surfaces shall be covered by the 
supplier.  
 

If it becomes apparent during the course of a survey that intrusive inspection is necessary 
and this was not previously detailed or agreed, then the supplier must review this and 
contact The Council prior to progressing to agree the level of intrusive inspection and re-
instatement required to fulfil the scope of work. All suppliers are expected to cover the 
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expense of any revisits to sites to resolve issues where discrepancies are identified to be the 
fault of the supplier. No additional payments will be made by The Council where this applies.   
 
 
 
 

8. Additional hazards  
 

8.1. Survey generated  
 

If an unforeseen hazard is created by the surveyor through accessing and inspection of a 
surface, item or void which they are unable to fix i.e. damaged pipework, damaged sockets, 
broken floor boards, holes in ceiling if working in loft etc  such incidents must be reported to 
The Councils’ asbestos compliance team.   
 
If the damage is significant enough to be considered excessive compared to the scope, the cost 
of repairs to damaged surfaces shall be covered by the supplier. 
 
If the damage results in an incident or accident, The Council may seek the supplier to 
investigate further and claim the cost of any further action.  
 

8.2. Not survey generated  
 

If the supplier discovers any significant hazard on any site that they were not notified of prior 
to attending site the supplier shall notify the instructing officer immediately. 
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9. High Risk ACM Notification/ Recommendation Proce dure   
 
Suppliers shall follow the process in Appendix 8 and assign appropriate recommendations for 
vulnerable suspected ACM’s discovered/ sampled.  
 
The contact details of each The Council’s asbestos compliance officer and co-ordinator is noted 
in Appendix 8. The supplier is to immediately phone the The Council instructing asbestos officer 
to report the discovery/ sampling of materials which is vulnerable to further damage by normal 
occupation / use of the location. This applies out of normal working hours too. This is to ensure 
that appropriate restrictions are put in place and interruption to service delivery is minimized. 
 
Details of the discovery/ sample are to be reported as per Appendix 8.  
 
All suppliers shall ensure that signage as noted in Appendix 11 is put in place where agreed 
with The Council. 
 
Photographs of the sample and also of surrounding area should be emailed to the instructing or 
contact officer on completion of phonecall.  
 
A discussion whether background air tests are necessary shall be held and an instruction given 
on the basis of the details provided.  
 
Signage shall only be put in place by the supplier where instructed to do so by a member of the 
asbestos compliance team.  
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10. West Lothian Council Non Domestic Asbestos Data base – Concerto 
 
The Council are currently developing a web based module within our Property Asset 
Management System for our non-domestic property asbestos data. This is at an early stage 
and will replace our current database.  
 
Please refer to Appendix 21 for the draft data loader template. This is subject to change and all 
suppliers will be advised when and if this happens.  
 
Please also refer to the data table of definitions which details out the name, use and format of 
each field in the data loader. This is subject to change and all suppliers will be advised when and 
if this happens. 
 
All suppliers on lot 1 will be required to develop, maintain and test a successful data loader when 
this module becomes live.  
 
On completion of the asbestos module, successful testing and as of an agreed go live date, all 
suppliers on lot 1 shall supply a completed data loader of the collected data for each asbestos 
survey or complete the asbestos survey via the web based database application directly.  
 
Please note that a formal pdf report will still be required to be supplied to WLC along with the 
data loader or completed web based forms in a naming convention to be confirmed by the 
council.. 
  
Please note that non accessed areas and non asbestos data should continue to be recorded in 
line with this specification and recorded in the formal survey report. However it will not be 
necessary for these items to be reported in the data loader.  
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11. Material Assessments  
 
All material assessments are to be scored in accordance with the scoring algorithms of 
HSG264 (latest edition). No alternate scoring mechanisms will be accepted. Survey 
reports will be rejected and returned to the supplier as non-compliant if alternate 
algorithms used 

 
Material Assessment Score  
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12. Priority Assessments  
 
All priority assessments are to be scored in accordance with the scoring algorithms of 
HSG227 (latest edition). No alternate scoring mechanisms will be accepted. Survey 
reports will be rejected and returned to the supplier as non-compliant in this scenario. 
Priority assessments are required for all surveys 
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13. Recommendations  
 
All recommendations for ACMs in Non domestic premises are to be based on the total risk 
score not just the material assessment and also relevant to the type survey undertaken / 
scope of works. There are many management options available to the Duty Holder and all 
of the WLC specific recommendation options  should be considered before making the 
recommendation. These options are subject to change by The Council and suppliers will be 
advised when and if this happens. 
 
Please refer to Appendix 7 for the Non Domestic recommendation process. 
 
WLC Non Domestic recommendation options : 

 
Access and survey 
ACM removed 
Encapsulate 
Enclose 
Mgt arrangement (management arrangement) 
Monitor 
Prohibited access 
Remedial 
Remove 
 
Default recommendations of removing ACMs should not be made. Due consideration should 
be made to the particular scope of the works. For example recommending that identified floor 
tiles be removed for a refurbishment survey where there is no work happening to the floor is 
not appropriate. An alternate recommendation to remove if likely to be disturbed by the works 
- otherwise manage or similar would be a more appropriate recommendation.  
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14. Photographs  
 
It is expected that the Supplier will take 2 photographs. A photo of the sample from 
reasonable position so that it is visible and gives context, should be taken. Also a photo to 
relate the material to its location within the room should be taken, so that at a glance, the 
item can be easily located.  Close up photos of samples are not useful. 

 
It is expected that photographs will be in focus, correctly exposed and in the correct 
orientation.  All sampled materials, strongly presumed,  re-inspected (known) materials 
and no access areas will be photographed with the above information detailed. 

 
The asbestos survey report must have a photograph of the front of the property on its title 
page. 
 
For locations which are suspected to have high risk asbestos materials/ contamination ( and 
reported through the high risk ACM process), several photos should be taken (this is to show 
items within room / area and show approximate scale of contamination in room / area). These 
additional photos shall be emailed separately to the survey report if the facility to include these 
within the report is not possible.  
 
To ensure privacy, it is expected that no photos showing building occupants.   
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15. Reporting Timescales 

All non- domestic survey reports shall be issued to The Council within 10 working days  after 
completion of the survey on site unless agreed prior to the survey taking place. 

 

All non domestic survey reports requested in accelerated turnaround times shall be delivered in 
5 working days after completion of the survey on site unless agreed prior to the survey taking 
place. 

 

All non domestic survey reports that have been returned for correction and re-issue, shall be 
issued no later than 5 working days from the date of receipt of survey audit checklist or 
equivalent email confirming issues with report.  

 

All Asbestos Site Work Inspection ( Day 1) Pro-forma’s should be issued to 
asbestos@westlothian.gov.uk on the same day  the inspections are completed. This form does 
not replace the final formal report; therefore all suppliers are expected to issue the interim pro-
forma and a formal report within the reporting timescales. 

 

Electronic (PDF) reports and any data loaders (.csv) shall be emailed to 
asbestos@westlothian.gov.uk . 

 

Survey reports shall not be sent to individual asbestos compliance officers, or any other person 
unless specifically requested by The Council. 

 

Please note that this mailbox cannot receive any emails over 5MB. If the attachment size is over 
this limit the email shall need to be sent via a secure method.  

 

The Council use Egress mail for secure email. This is a free service and can send attachments 
up to 2GB. Registration is required: https://www.egress.com/
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16. Common Area Surveys 

Common areas do not currently have any compliance layout drawings, so a part of the 
asbestos survey these will require to be drawn as per the location referencing strategy in 
this specification. 
 
The Council defined the scope of a management survey of common areas as including the 
following areas: 
 
All corridors, circulation routes, stairwells, laundry room, drying areas, walkways (internal & 
external), electrical stores, plant rooms, lift motor plant rooms, externals of the entire block 
not just those pertaining to the common area, roof voids that are accessible from the 
common area, roof, soffits, fascias, undercloak, all elevations, any external stores or sheds 
within the boundary of the property, stand-alone gas meter cupboards etc. 
 
External areas of block to be surveyed up to 6 metres, strongly presumed items are 
permitted only above height of 6 metres. 
 
Tenant's stores should be surveyed if accessible. If they are not accessible they should be 
recorded in line with this criteria. 
 
Access to common areas will be defined at work package order. 
 
17. Recovery of Costs and Additional Payment 
 

17.1 Lot 1 – Surveying ( domestic and Non Domestic)  

Each lot 1 supplier shall be held solely responsible for the accuracy of survey 
data and results ensuring compliance with this specification. As such, should 
The Council incur additional costs due to inaccurate or incomplete surveys, 
sampling or analysis information, then all such costs shall be recoverable from 
the supplier under this framework. Such costs are recoverable:  

• within 12 months of completion of the services or  
• up until the end of any major construction/demolition project where any asbestos 

works for that project is undertaken a significant period of time in advance of the 
construction project and is defined in the Service Order 

• this includes after any termination of the call off contract 
 
Each supplier is expected to cover the expense of any revisits to sites to resolve 
issues where discrepancies are identified to be the fault of the supplier. No 
additional payments will be made by The Council in this case. 

Inaccurate / incomplete survey or services are defined as – Where any 
instructed lot 1 work is not completed in line with any of the following: 
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1. HSG 264 – Asbestos: The Survey Guide and any updates / 
revisions thereafter,  

2. The specifications and  

3. The Framework terms and conditions 

4. The work order. 
 
Inaccurate / incomplete survey or services are determined by one of or a 
combination of the following : 

1. Analytical suppliers ( lot 2) who identify incomplete work/ inaccurate data 
whilst conducting and reporting on visual inspection, air testing or consultancy 
services on behalf of The Council following lot 3 work, 

2. Surveying suppliers ( lot 1) who identify incomplete services/ inaccurate 
data whilst conducting and reporting on audits and monitoring or their own works 
in line with their quality management / assurance systems or, 

3. Removal  suppliers (lot 3) who identify incomplete services/ inaccurate 
data whilst conducting and reporting on removal works on behalf of The Council 
or, 

4. Council officers ( defined in The Council’s Asbestos Policy and Risk 
Management Plan) who identify incomplete services/ inaccurate data whist 
conducting audits and monitoring of the lot 1 supplier and the instructed works in 
line with The Councils Asbestos Policy and Risk Management plan (WLC 
Asbestos Policy and Risk Management Plan)  and the framework specifications.  

 
Inaccurate / incomplete survey or services shall be resolved by : 

Completion in line with the following: 
1. HSG 264 – Asbestos: The Survey Guide and any updates / 
revisions thereafter,  

2. The specifications of the WLC CC9178 framework  and  

3. The terms & conditions of the WLC CC9178 framework. 

4. The instructed service order( will be issued a point of instruction) 

 
The Council shall be responsible for undertaking further representative checks to 
any submitted certification or document is in line with the following items: 
 
1. HSG 264 – Asbestos: The Survey Guide and any updates / 
revisions thereafter,  

2. The specifications of the WLC CC9178 framework and  
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3. The terms & conditions of the WLC CC9178 framework 

4. The instructed service order( will be issued a point of instruction) 

 
The Council shall be responsible for investigating incomplete works or inaccurate 
data reported to them by other framework suppliers or other parties and deciding 
if the event does not comply with the above.  

 

Circumstances which lead to recovery of sums are further defined in this specification and 
examples are given. The list of examples given is not exhaustive.  

Additional payments for Lot 1 (domestic) suppliers time is applicable where the supplier is 
prevented from undertaking their instructed surveying services on the site as a result of an 
event out of the supplier’s control and where the supplier has no alternative work. Therefore 
application for additional payment should only be made where this criteria is met and is agreed 
with The Council. 

All suppliers who wish to make application for additional payment should only do so where the 
criteria in this specification is met and it is agreed in advance with The Council.   

All suppliers shall ensure that the reasons for application for additional payment are 
communicated to The Council in writing as soon as the supplier becomes aware of those 
reasons and also prior to submitting the invoice. Failure to do so may result in rejection of the 
claim, rejection of the invoice or delay invoice progression. 

On notification of the event/circumstances which may result in additional payment, The Council 
shall endeavour to provide alternative work for that supplier in preference to application for 
additional payment.  
 
Examples of application for additional payment for lot 1 (domestic) include (but is not limited to): 
 

• Cancellation of a survey with <4 hour’s notice where there no alternative work is 
available. ( by WLC ).  

• Delays to access by key holder or FM services. 
 
 

18. Communication Strategy 
 

18.1. General requirements 
 
All suppliers shall co-operate at all times with The Council’s asbestos compliance team, other 
consultants, all The Council staff and building users.  
 
All suppliers shall be clear on their own responsibilities and lines of communication for each 
project. Specific communication strategies may be requested for specific projects by The 
Council.  
 
All suppliers shall only take instructions or amendments to scopes of work from The Council’s 
asbestos compliance team.  
 
Any verbal instructions made by The Council’s asbestos compliance team shall be followed up 
with email correspondence.  
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18.2. Communication Strategy and Escalation Procedu res 
 

All suppliers shall liaise with The Council’s Asbestos Compliance team via the instructing officer 
in the first instance. In the event that the The Council instructing officer or other asbestos 
compliance officers cannot be reached via phone call, contact must be made with The Council 
Asbestos Co-ordinator. 

 
All suppliers may be expected to liaise with other suppliers or The Council officers during the 
course of the contract.   

 
All suppliers shall ensure that they notify The Council of their confirmed site attendance times 
by email. Failure to do so may affect the ability to apply for additional payment.  

 
The Council asbestos compliance team contact details are available in Appendix 8 (High risk 
ACM/Situation/ Recommendation Procedure). 
 

18.3. Communication for Works Outwith Normal Workin g Hours 
 

All suppliers shall report any issues arising during activities out with normal working hours to 
the The Council instructing officer via phone call and as per escalation procedures noted.  

 
18.4. Communication of specified events 

 
All suppliers shall ensure that the following events are reported by phone to The Council 
immediately and followed up by email: 
 

1. Altering the scope of the work which includes any work not already recorded in the 
survey plan. This should only proceed following agreement with The Council asbestos 
compliance team.  

2. Discovery of additional hazards. 
3. Discovery of high risk ACMs. 
4. Any delay of attendance for surveying services.  
5. Significant delays by others to scheduled activities with no notice.  
6. Incomplete survey due to time constraints (including proposed additional time to 

complete). 
7. Non accessed areas. 
8. Failure to access the building, particularly out of hours.  
9. Accidents or near misses. 
10. Instances of violent or aggressive behaviour towards staff. 
11. Failure to complete the scope and reasons for this.  
12. Report any immediate actions which The Council may have to take to fulfill their legal 

responsibilities to manage asbestos in their premises.  
13. Any event that will result in the supplier applying for additional payment.  
14. Any combination of the above.  

 
 

18.5. Communication with Building Users 
 
The Council has a communication strategy which all suppliers should comply with where 
required. The purpose of this is to deliver clear key messages about asbestos without causing 
unwarranted alarm whilst ensuring that care is always taken during work and the safety of 
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property users is always considered.  
 
All supplier letters shall be authorised by The Council. 
 
All suppliers shall comply with use of The Council template letters where requested.  
 
All suppliers shall ensure that building user queries are dealt with in a calm and professional 
manner.  
 
All building user queries should be directed back to their line manager.  
 
If a surveyor is faced with an unprecedented event/ scenario on site which involves building 
user communication the supplier should contact the asbestos compliance team immediately.  
  
 
19. Waste  
 
All suppliers shall ensure that all survey generated asbestos waste is removed from the 
premises.  
 
20. Missed ACM’s 
 
Missed asbestos is a suspect material that should have been identified on a survey taking into 
account the scope of works and any limitations to the survey method. In the case of a 
refurbishment or demolition survey this is any ACM that is not within a structural void that to 
access would require consent from a structural engineer.  
 
All Suppliers are expected to undertake comprehensive planning for all services or work ahead 
of the work. This is essential to ensure detailed knowledge is gathered, all factors which may 
affect the work is taken under consideration, the full scope of work is achieved and avoids 
unnecessary restrictions and non-accessed areas/ items.   
Missed asbestos as a result of lack of or poor planning or knowledge of the site, scope or 
project will not be accepted as reasonable.  

 
 

21. Sampling of other Materials 
 
The Council may instruct sampling and analysis of other construction related hazardous 
materials as noted below: 
 

• Identification of Blowing agent (CFC) - Sample analysis of 3cm x 3cm section (one 
sample) of foam insulation material for the identification of blowing agents (e.g. HFC, 
CFC etc)  by headspace gas chromatography mass spectrometry (GC/MS).  
Cost to include sample analysis, delivery of samples to laboratory, sample disposal 
charge.  
Reporting turnaround within 7 working days of sample being taken.  

 
• Anthrax - bulk sample of material for analysis for presence of Bacillus anthracis using 

DNA & culture based methods 
Minimum individual sample size of 10g 
Cost inclusive up to 5 samples 
Reporting turnaround within 10 working days from sampling 
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• Refractory Ceramic Fibre  - analysis of sample of RCF by SEM. 

Cost to include sample delivery to laboratory, sample disposal. 
Reporting turnaround within 7 working days from sampling 

 
22. Penalties 
 
In addition to the termination provisions in clause 10 of the Framework Agreement and which 
part of the Call Off contract?, the Council operates a penalty point system in response of failure 
by the Contractor to complete Works in terms of this Agreement. The penalty point system is 
operated without prejudice to the Council’s rights in terms of this Agreement. Penalty Points will 
be imposed, on the Contractor, in the event of default or failure by the Contractor or in respect of 
specified events on individual call offs or Projects.    The specified events attracting Penalty 
Points, and the number of Penalty Points which will be imposed, in respect of each specified 
event, are set out in the tables below.   

Allocation of penalty points should not be viewed by the Contractor as punitive. The Works 
required as part of this Agreement are time and quality driven. Therefore the Council requires a 
system which allows time and quality to be measured and action taken where it is required. 
Penalty events, the trigger points and management meetings are designed to enable the 
Contractor to be able to make immediate to long term corrective and preventative measures to 
avoid the root causes which led to the events in originally. Immediate to long term measures may 
include ( but are not limited to) amendments to procedures, changing systems, additional training, 
quality assurance activities, assessment of resource levels and clearing existing Council work 
backlog.  

Each Total Penalty Points trigger level is a defined level which the Contractor may reach as a 
result of incurred penalty points which are as a result of either default or failure by the Contractor 
in respect of specified events set out in the tables below. Each trigger level has been set as a 
proportion of the Total Penalty Points taking into consideration each event which may arise and 
the penalty points allocated to each event. Reaching each trigger level results in action being 
taken which is further defined in each trigger level.  

Penalty Points will be imposed at the sole discretion of the Council. Penalty Points will endure for 
the remainder of the quarter in which they are incurred.  At the beginning of the next quarter, the 
quarterly Penalty Points for the previous quarter will be set to zero. The quarterly Penalty Points 
value will not carry over between quarters. However if any trigger point is reached in any 2, 3 or 
4 quarters over a rolling 12 month period, then additional penalty points as specified in the table 
below will be added to the Total Penalty Points for the quarter in which they are incurred and the 
Council is entitled to arrange a contact review and performance meeting .    

 

A quarter is defined as the following: 

 
April-June Quarter 1 

July- September Quarter 2 

October- December Quarter 3 

January- March Quarter 4 
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a. Penalty Trigger Levels 

Trigger 1-(50 points) 
If within any quarter during the period of this Agreement, 50 quarterly Penalty Points (or a 
cumulative total of 50 Total Penalty Points) or more have been imposed upon the Supplier, 
the Supplier shall be notified of the level of penalty points, the events each penalty has 
been assigned for and that trigger 1 has been reached. The Council shall be entitled to 
trigger a review and performance  meeting to discuss the recovery plan as defined above. 
The recovery plan is defined as any immediate - long term measures that the supplier has 
to make to the provision of the services to avoid the root causes that led to each event 
happening again and therefore avoiding allocation of penalty points in the future. The 
management meeting shall also discuss the following:  

 
• The quarterly Penalty Point level,  
• The events  leading to that level,  
• The root cause of the events occurring, 
• Any trends of the penalty events within that quarter and in comparison to previous 

quarters, 
• Immediate to long term corrective and preventative measures to avoid the root causes 

that led to those events, 
• Timescales for those measures. 
• If consistent failure may result in a warning of termination not only from an individual 

project but from this agreement,  
• If serious failure of performance may result in immediate notice of termination from both 

an individual project and this Framework Agreement, 
 

Temporary measures may also be considered and shall be imposed by the Council one 
calendar month at a time and reviewed at the end of each calendar month until the root 
cause of the events is eliminated.    

 
Temporary measures  may include: 

• temporary cap on  offer of Works orders,  
• temporary ranking alteration (move one position down the ranking structure) or 
• temporary suspension from mini competitions. 

 
 

Trigger 2 and 3 – (100 points) and  (150 points)  
 

If within any quarter during the period of the Framework, 100 quarterly Penalty Points 
(trigger 2) or 150 quarterly Penalty Points (trigger 3) (or a cumulative total of 100 or 150 
Total Penalty Points) or more have been imposed upon the Framework, the Supplier shall 
be notified of the level of penalty points, the events each penalty has been assigned for and 
that trigger 2 or 3 has been reached. The Council shall be entitled to trigger a review and 
performance  meeting to discuss the recovery plan as defined above. The recovery plan is 
defined as any immediate - long term measures that the supplier has to make to the 
provision of the services to avoid the root causes that led to each event happening again 
and therefore avoiding allocation of penalty points in the future. The management meeting 
will discuss the following: 
 

• The quarterly Penalty Point level,  
• The events  leading to that level,  
• The root cause of the events occurring, 
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• Any trends of the penalty events within that quarter and in comparison to previous 
quarters, 

• Immediate to long term corrective and preventative measures to avoid the root causes 
that led to those events, 

• Timescales for those measures. 
• If consistent failure may result in a warning of termination not only from an individual 

project but from this agreement,  
• If serious failure of performance may result in immediate notice of termination from 

both an individual project and this Framework Agreement, 
 

Temporary measures may also be considered and shall be imposed by the Council one 
calendar month at a time and reviewed at the end of each calendar month until the root 
cause of the events is eliminated.    

 
Temporary measures include: 

• temporary cap on  offer of Work Packages,  
• temporary ranking alteration (move one position down the ranking structure) or 
• temporary suspension from mini competitions. 
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SPECIFIED EVENT REFERENCE POINTS per 
instance  

Failure to notify The Council of any enforcement 
action. 

General 
Specification 
Section 3 

10 

Failure to maintain confidentiality / misuse of 
framework information/ compliance with social 
media conditions etc. 

General 
Specification 
Section 9 and 3 

1-50  
Variable at 
the Council’s 
Discretion 

Failure to submit compliant invoices/correct non 
compliant invoices /regular outstanding payment 
reports 

General 
Specification 
Section 28 

2/1/3 
respectively 

Failure to follow communication strategy with WLC 
designated contact  

Surveying 
specification Section 
17 and 18 
Analytical 
specification 
Section 4 

1-25  
Variable at 
the Council’s 
Discretion 

Failure to plan and resource work. General 
Specification Section 
20 

5 

Failure to close out complaints in specified timescale General 
Specification 
Section 6 

5 

Failure to allow reasonable requests from council 
officers to access to site(s) for the purposes of audit  

General 
Specification Section 
16 

50-100 
Variable at 
the Council’s 
Discretion 

Failure to complete work in line with specification 
following previous acceptance of the project/ work 
package.  
*It should be noted that this is not  a penalty for not 
accepting work. All suppliers must ensure they do 
not accept work or price on mini comps if resources 
are not available to achieve WLC requirements. This 
is a penalty for accepting the work based on your 
resources and capability to do the work to WLC 
requirements, which you later rescind.  

General 
Specification Section 
20 and 30 

Domestic 
and Non 
Domestic – 1 
per work 
package or 
project 

Failure to notify The Council of high risk ACMs as 
per specification  

Surveying 
specifications 
Section 9 
Analytical  
specification  
Section 4.3 

1-25 
Variable at 
the Council’s 
Discretion  

Failure to submit survey plans to The Council for 
authorisation 

Surveying 
specifications 
Section 2.3 and 3. 

Non 
domestic – 2 
Domestic - 1 
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Late survey reporting:  
• Domestic – 10 days ( standard)/ 5 days ( 

voids) 
• Non Domestic – define KPI- 10 days 

(standard). 
• Project specific timescales 

Late air analytical reporting: Domestic and Non 
Domestic 

• 24 hours. 

Surveying 
specifications 
Section 18 and 15.  
Analytical 
Specification Section 
8 

1 per report 

Late survey and analytical reporting: Non Domestic 
and Domestic – every day after due date. 

Surveying 
specifications 
Section 18 and 15. 
Analytical 
Specification Section 
8 

0.5 

Non-compliant reports and certificates (maximum of 
1 return permitted) and any recurring issues of 
reports. 

Surveying 
specifications 
Section 6 and 5 
(domestic).  
Analytical 
specification Section 
7 and 8 

1 per 
report/per 
return 

Failure to comply with arrangements for accessing 
all council properties or with response requirements 

General 
Specification Section 
13,14 and 15 

1-20 
Variable at 
Council’s 
discretion 

Failure to attend framework meetings General 
Specification Section 
30 

5 

Failure to comply with works order, scope of survey 
and mandatory inspection or with mandatory survey 
and reporting requirements. 
This includes core scopes of work for domestic 
properties and complying with the domestic void 
property appointment and joint visit process.  
This includes issue of asbestos site work inspection 
pro-forma. 

Surveying 
specifications 
Section 3 and 4 
(Domestic) and 
Section 5 (Non 
Domestic). 
Surveying 
specifications 
Section 6  
 

2 

Failure to follow re-instatement requirements Surveying 
specifications 
Section 7 
 

1-20 
Variable at 
Council’s 
discretion 

Reaching any trigger point over multiple quarters in 
a rolling 12 month period  

Not applicable 50 

 
Trigger 4- (200 points) 
 
If within any quarter during the period of the Framework Agreement, 200 quarterly Penalty 
Points (or a cumulative total of 200 Total Penalty Points) or more have been imposed upon the 
Supplier, the Supplier shall be deemed to be in fundamental breach of the framework 
agreement which is not capable of being remedied by any of the measures taken and the 
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Council shall be entitled to terminate the suppliers participation in the Framework or any 
Services in terms of the provision of clause 10. 
SPECIFIED EVENT REFERENCE POINTS per 

instance  
The penalty points for each Specified Event below apply to all services to which the Terms 
and Conditions or Specifications referred to in the relevant reference column of this table 
apply 
Failure to maintain mandatory accreditations, 
certifications and insurances. 

General Specification 
section 5 

200 

Failure to exercise duty of care.  General Specification 
section 4 

1-200  
Variable at 
Council’s 
discretion 
 

Failure to comply with supplier obligations including 
inappropriate behavior 

General Specification  
section 9 

Safety issues observed by The Council or other 
parties and / or Severity of audit observations 

General Specification 
section 3 

Failure to comply with mandatory health and safety 
requirements 

General Specification 
section 3 

Failure to comply with minimum qualifications and 
experience 

General Specification 
section 8 

Failure to comply with specification for sub-
contractors, agency staff and impartial provision of 
service/work.  

General Specification 
Section 32 

Failure to comply with scope of analytical work, 
mandatory inspections and mandatory analytical 
and reporting requirements 

Analytical 
Specification Section 
7 and 8 

Failure to identify ACM’s taking into account scope 
and limitation to survey method.  

Surveying 
specifications section 
20 
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This document sets out the minimum standard require d for the collection, reporting 
and format of data collated during domestic asbesto s surveys.  This specification 
must be followed in order for asbestos surveying re ports to be accepted as fit for 
purpose, and to qualify the requirements set out un der WLC CC9178 – Asbestos 

surveying, removal, remediation and analytical serv ices framework.  
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1. Introduction 
 
There are approximately 13,000 domestic premises in the The Council area. Housing, 
Customer and Building Services (HCBS) carry out all management of tenancies, availability 
of housing and the provision of repairs and maintenance the Councils housing stock.   

The Councils Asbestos compliance team provide support to Housing Customer and Building 
Services by procuring asbestos management and targeted asbestos refurbishment surveys 
in advance of planned repairs and maintenance work in all housing stock. 

Since January 2015 approximately 11,000 asbestos survey instructions have been 
undertaken within the The Council domestic premises in support of capital and repair 
programmes. 

Previous levels of work are approximate and are for information only, they should not be 
relied upon as an indication of future levels of work.  

2. General requirements 
 

2.1. Asbestos Surveys 
 

WLC (West Lothian Council)  will require asbestos surveys to be undertaken in a variety of 
domestic premises. These include: 

• Flats ( various types including low rise) 
• Bungalows 
• Mid terraced house 
• Semi-detached house 
• Maisonette house 

 

All surveys are to be conducted in accordance with and information collected should be 
accurate and comply with: 

• HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

• The specifications of the WLC CC9178 framework and  
• The terms & conditions of the WLC CC9178 framework. 

 

2.2. Client Planning  

The Council will instruct the appointed Supplier to undertake the appropriate level of 
survey following consideration and assessment of the scope of work for each package of 
work and other variable factors.  

This assessment by WLC will consider: 
• The level of alteration, improvement, or demolition included in the scope of work, 
• What previously held asbestos survey data there is on a property,  
• Whether that data is relevant, accurate and meets the requirements of any scope 

of work.  
• The proposed programme of work which will form the basis of the instruction.  

 

WLC reserve the right to request an on site scoping meeting for all levels of survey work 
however this will not apply to all survey instructions. It is expected the appropriate supplier 
will attend the scoping meeting to fully scope the requirements of the survey where 



 

 

 

requested. Therefore all costings in the schedule of rates should reflect the requirement 
for any pre-start planning. 

Where applicable, the The Council project programme shall be provided to the appointed 
Supplier.  

 

All suppliers will provide a programme for all work / services detailed within the 
specification and each work package instruction. These should be kept up to date by the 
supplier and made available for discussion at framework performance / progress 
meetings.  

 

Where there is either no previous data on the relevant area of a property or the data is not 
comprehensive enough to allow construction works to proceed, then WLC will instruct the 
appointed Supplier following the above assessment. 

Where there is already sufficient data on the presence and previous condition of known 
ACM’s (asbestos containing materials) , then WLC may instruct the appointed Supplier to 
re-assess known ACMs in the relevant area of a property.  

 
2.3. Survey Plans and Project Management 

 

All asbestos surveys conducted on behalf of The Council must have a survey plan as 
defined by HSG264 para 81 that is authorized by a member of the Asbestos Compliance 
Team. It is envisaged that for large projects of similar works e.g. housing capital programs a 
project wide survey plan would be issued. 

 

All suppliers are expected to undertake comprehensive planning in advance of any survey 
work and in conjunction with The Council’s asbestos compliance team. This ensures 
detailed knowledge is gathered and that all factors which may affect the survey are taken 
under consideration.  

 

2.4. Supplier Resource Planning 

 
All suppliers are expected to apply reasonable planning of work/ services to the The Council 
contract. This should include dedicated resources for all work and geographically clustering 
all work wherever possible.  
Generally it is up to the individual surveying contractors to determine if they require 2 
surveyors to attend a domestic survey, typically being for H&S reasons. However WLC 
reserve the right to instruct a 2nd person to attend also in cases where it is appropriate i.e. 
visit in pairs, vulnerable persons.  
 

2.5. Access 

Access requirements for domestic properties are detailed in the general specification for the 
framework.  

 

3. Scope of surveys and Mandatory inspections 

3.1. General requirements 



 

 

 

The instruction may include: 
• Management survey to single or multiple rooms,  
• Refurbishment survey to single or multiple rooms, 
• Refurbishment survey to targeted areas within room(s),  
• Re-inspection survey of all or specified ACM records in a property, 
• Directed sampling exercise, 
• Demolition survey to single structures or full domestic property 
• Any combinations of the above 

Surveys within domestic premises shall include internal rooms, external surfaces, features, 
ground, within all buildings within the boundary of the property that fall within the scope of 
the work instruction.  

Internal areas/rooms may be defined as: 

• All internal rooms ( list is not exhaustive however includes living 
room/bedrooms/hall/vestibule/kitchen/bathroom etc) 

• Cupboards 

• Roof voids 

• Inclusive of outbuildings (internal survey of sheds, garages, coal bunkers, shelters). 

 

External areas of block to be surveyed up to 6 metres, strongly presumed items are 
permitted only above height of 6 metres. 

WLC have defined the externals of typical domestic properties (including 4 in a block with no 
common access) as one area or location and it is expected this rule will be applied by 
contractors surveying externals of domestic premises. The strategy to be taken where this 
applies  

 External areas are defined as: 

• Elevations 

• Roof (including the overall block roof e.g.4 in a block and ground floor flat surveyed) 

• Soffits 

• Undercloaking 

• Fascia 

• Chimney 

• External Plumbing features 

• Windows 

• Doors 

• Gardens and grounds 

• Externals of outbuildings including sheds, garages, shelters. 

 

 

It is recognised there may be cases where the externals extend over a block with common 
access and 1 flatted property has been instructed to be surveyed. Where this is the case, the 
externals should include as a minimum the immediate external surfaces of the flat itself.. The 
strategy to be applied in this case should include as minimum: 



 

 

 

• Elevations,  

• External plumbing features,  

• Windows,  

• Doors and  

• Gardens and grounds (where flat is at ground level).   

The survey report shall contain clear information in the executive summary of ACMs found, 
presumed items and areas / items not accessed. 

Refurbishment surveys should be described as such, and not as refurbishment / demolition 
surveys. 

All suppliers shall ensure that directed sampling exercises shall be per address and include 
an inspection, assessment, sampling analysis and formal reporting of materials as 
instructed. Directed sampling reports shall be per address and include the full material 
assessments, full priority assessments, quantity of ACM, photos of ACM, certificate of 
analysis and drawing indicating actual sample locations.  

All survey reports shall clearly state the scope of works, the areas assessed.  This should 
not be generic or vague.  This information should be found at the front of the report with the 
executive summary. 

All suppliers shall ensure that surveys reports (including findings within executive summary) 
shall run in room order i.e. 00/001, 00/002, 00/003 etc for ease of use for the end user. 

All suppliers shall note that caveats are not useful to the council for asbestos management 
purposes and therefore should only be used in exceptional circumstances with prior 
agreement from a member of the Asbestos Compliance Team via a deviation to scope. 

All suppliers shall make the necessary access arrangements to access all areas in the scope 
of the survey or sampling exercise. This may include but not limited to high level soffits, roof 
and ceiling voids. Surveyors carrying out this work will be expected to have received the 
necessary training as appropriate. It is not acceptable to presume the presence of asbestos 
without appropriate access and sampling. 

All lot 1 suppliers shall be held solely responsible for the accuracy of survey data and 
results ensuring compliance with this specification. As such, should The Council incur 
additional costs due to inaccurate or incomplete surveys, sampling or analysis information, 
then all such costs shall be recoverable from the supplier under this framework contract. 
Such costs are recoverable at any reasonable time during the framework and includes after 
any termination of the project.  

All suppliers are expected to cover the expense of any revisits to sites to resolve issues 
where discrepancies are identified to be the fault of the supplier. No additional payments 
will be made by The Council where this applies.  
 
 
 
 
 
 
 

3.2. Core Scopes of works 
 
Please refer to Appendix 4 for draft copies of all core scopes of work which will be instructed 
for domestic premises.  



 

 

 

 
This includes descriptions of the streams of work which those scopes cover and what 
mandatory inspections and sampling is required in each.  
 
All suppliers shall comply by completing the core scope as instructed.  
 
All suppliers shall ensure that a copy of the core scope is included at the rear of the report as 
an appendix and that the core scope is directly referred to within the body of the report under 
the relevant section.  
 

4. Void Domestic Surveys 

Since January 2015 approximately 2000 houses within the The Council have been surveyed 
for asbestos through the void housing process. These can be broken down into categories of 
void including mainstream voids, temporary tenancies, new build generated voids, buy back 
properties, mutual exchanges and private landlord properties.  

• Mainstream voids – Void premises generated by termination of leases. These are 
unoccupied at the point of survey.  

• Temporary tenancies – Void premises generated from dedicated stock of properties 
for short term leases. These are unoccupied at the point of survey.  

• Mutual Exchanges – Void premises generated from transfer of leases between 
existing WLC domestic tenants, where there is a mutual agreement to swap those 
leases. These are tenanted at the time of survey.   

• New Build generated voids – Void premises generated by transfer of leases from 
existing WLC domestic premises to new built WLC domestic premises. These would 
be tenanted at the time of survey as the lease transfer and planned repairs are not 
carried out until after the house is vacated. 

• Buy back voids – Void premises generated by purchase of domestic premises. These 
are unoccupied  at the point of survey.   

• Private landlord voids – These are properties which are rented by the council from 
Private landlords. The void premises is generated by taking on responsibility for 
internal maintenance and repair for a private domestic premises. These are 
unoccupied at the point of survey.  

Since January 2015, these categories have been subject to either: 

• Asbestos management survey 
• Asbestos management survey with targeted refurbishment survey.  

 

All those noted above were constructed pre 2000.  

The types of houses found in the The Council area varies from traditional terraced housing, 
to non-traditional house types, to low rise blocks of flats. 

All void domestic premises will be subject to the core scope for void housing as noted in 
Appendix 4.  

 



 

 

 

4.1. Void Asbestos Survey Process  

All pre notified void housing is subject to a pre-termination check, is cleared of contents prior 
to asbestos survey and is secured by key safe. This is completed by the local area Housing 
Officer.  

All suppliers shall participate in conducting void house asbestos surveys in the following 
ways. Joint visits and asbestos surveys in void housing shall be requested by The Council 
as part of this contract in all wards.  

 
The Housing officer shall complete an Asbestos Work Request proforma (AWR01) and send 
to the asbestos compliance team to request a joint scoping visit with the asbestos surveyor, 
housing officer and building services void team colleagues or provide a key safe code for the 
surveying supplier to access the house. The receipt of the AWR01 is the mechanism for the 
asbestos team to set up the joint visit meeting.  

Where this request is received prior to 14.00 in any given work day (Monday to Friday), the 
joint visit may be scheduled as early as the next working day. However where the request is 
after 14.00 on any given work day (Monday to Friday), the earliest day and time the joint visit 
may be scheduled would be the 2nd working day following the request.  

Worked examples: 

• AWR01 received Friday 5/5/2017 at 13.45 = joint visit may be as early as Monday 
8/5/2017 (time designated by Housing Officer).  

• AWR01 received 15/5/2017 Monday 15/5/2017 at 10.00 = joint visit may be as early 
as Tuesday 16/5/2017 (time designated by Housing Officer).  

All suppliers shall comply with the void property appointment strategy.  

During the joint visit each house is subject to a vacant house report (VHR) inspection at 
which time any repairs to be conducted prior to re-let are agreed between the Housing 
officer and Building Services. These are recorded by the Housing Officer on the VHR pro-
forma. The asbestos surveyor is present during these inspections/ discussions to ensure that 
any areas where the proposed work is intrusive to the fabric of the building are either already 
covered by the existing asbestos data or that the correct level of survey is conducted to 
allow the proposed work to proceed.  

All suppliers shall make an assessment of the proposed works and available asbestos data 
in conjunction with the Housing officer and Building Services representatives, and proceed 
with the appropriate level of survey to allow this work to proceed.  

The VHR is then signed by Housing Officer, Building Services representative and the 
asbestos surveyor as a true reflection of the scope discussed and agreed.  

All suppliers shall sign the VHR on completion of the inspection.  

Either a hard copy or an electronic copy of the VHR will be provided to the surveyor whilst on 
site. The surveyor may have to take a photograph of the VHR depending on the 
circumstances and availability of housing officer.  



 

 

 

All suppliers shall comply with the joint visits strategy as part of this contract.  

Joint visits are an opportunity for the asbestos surveyor to be present when the scope is 
being defined and be clear on the extent of this scope. They can provide advice on level of 
inspection required and any potential damage that should be considered by The Council.  

It is foreseeable that there will be multiple joint visits across multiple houses required at any 
one time. Where foreseeable, all suppliers should plan and resource accordingly to cover 
joint visits in multiple housing wards, therefore it is expected that all suppliers shall make 
reasonable attempts to geographically cluster works wherever possible.  

It is foreseeable that surveys in void housing may also be requested without joint visits at 
any stage in the contract if Housing’s void inspection process changes. Where this is the 
case the VHR will be provided to the surveying contractor or an instruction on which scope 
to follow will be given. The same process of reviewing the VHR and surveying to reflect the 
VHR should be followed by the surveyor.  

Whether a joint visit take place or not, the asbestos team, building services and housing 
services then follow the process through to completion i.e. asbestos survey complete, 
repairs complete, house re-let.  

 
5. Asbestos Site Work Inspection Pro-forma (Day 1) 
 
Please refer to Appendix 1 for this document. The purpose of this form is to document any 
asbestos inspections which could not be reasonably accessed ahead of the proposed work. 
Therefore this inspection activity would be done in conjunction with certain work types. The 
form details interim information to inform if suspect materials have been identified and allows 
the  Council representative on site to assess whether the proposed work can proceed 
without disturbing asbestos. It does not replace the final formal report; therefore all suppliers 
are expected to issue the interim pro-forma and a formal report within the reporting 
timescales. The pro-forma  should be issued on the same day as the inspection and emailed 
to asbestos@westlothian.gov.uk 
 
Where the above applies and is instructed, all suppliers shall use the Asbestos Site Work 
Inspection (Day 1) Pro-forma for the following type of works: 

• Windows – All work instructions. 
• Chimneys – All work instructions. 
• Smoke Alarm Installation – All work instructions. 
• Emergency work. 
• Other specific projects  

 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

6. Asbestos Surveys and Reports 
 

All suppliers shall ensure that surveys are to be conducted in accordance with and 
information collected should be accurate and comply with: 

• HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

• The specifications of the WLC CC9178 framework and  
• The terms & conditions of the WLC CC9178 framework. 

 
All asbestos survey reports shall contain clear information in the executive summary of 
ACMs found, presumed items and areas / items not accessed. 
 

6.1. Location References 
 
The Council operate a location referencing strategy to uniquely identify any given location 
within a property. All suppliers shall use this location reference strategy in domestic asbestos 
surveys and reports. This location reference is key is holding property management 
information Location references are assigned in ascending numerical order for each floor 
level of a property. Location references start on each level of the property. 
 
Location Reference Descriptor 
 
Example location ref erence  Description  
-01/0001, -01/002….etc Below ground level 
00/001, 00/002….etc Ground floor 
01/001, 01/002….etc First floor 
W1, W2, W3, W4 Wall numbers to be used where samples 

taken against a specific wall number. I.e. 
heaters or windows. 
Always start at the main entrance to the 
location and allocate this as wall number 
1 (W1). For each change of direction the 
wall number increases. Work in a clockwise 
manner to identify the wall numbering to 
the left sequentially at all times. For rooms 
where more than one door exists, wall 1 is 
deemed to be the wall with the door 
accessed from the lowest numbered 
location reference. 

RV/001, RV/002…etc Roof voids 
R1, R2 Roof(s) of the property 
G External grounds of property e.g. where 

debris has been identified to the 
ground where it cannot be referenced 
against an elevation. Note – no 
numeric is required, however detailed 
description against sample required to 
aid identification 
 

Elevations Houses  
E1, E2 and then clockwise around building.  
 

Externals - E1 and then clockwise around 
building. Any outcrop less than 0.5m is not 
to 



 

 

 

Example location ref erence  Description  
E1 will be the elevation which faces the 
street.  Not necessarily the elevation where 
the entrance door is 
 
Any outcrop less than 0.5m is not to 
regarded as a separate elevation and 
should be included within the previous 
elevation 
 

regarded as a separate elevation and 
should be included within the previous 
elevation 
 

Elevations Flats  
Where the property is entered via a 
common stair the external Elevations will be 
numbered in line with those associated to 
the common stair 

Previous information on the common stair 
is available and can be provided on 
request. If this information is required the 
surveyor should contact the asbestos 
compliance team prior to allocating 
elevation location numbers to the property.  

Floor levels ( low rise flatted / maisonette 
properties) 

It is recognised that there are scenarios 
where a flatted or maisonette type property 
is not accessed from the ground level. The 
below is the strategy which should be used 
by all surveyors where this scenario arises.  

-01/0001, -01/002….etc Below entry level 
00/001, 00/002….etc Entry level 
01/001, 01/002 and 02/001,02/002 and 
03/001,03/002….etc 

First / second/ third floor up from entry level 

RV/001, RV/002 Roof voids should continue to be 
references in the same way in flatted/ 
maisonette properties as non flatted/ 
maisonette properties.  

 
 
Ceiling voids, wall voids, floor voids, boxing void s etc are not assigned unique 
location references but are to be included within t he location reference where access 
was gained for surveying purposes. 
 
Previous reports may be available and where this is  the case and location references 
are already allocated, these references must contin ue to be used for any new surveys.  
 
  



 

 

 

6.2. Layout Drawing 
 

All suppliers shall draw an accurate representation of the domestic property. This should be 
inclusive of all outbuildings within the boundary of the property i.e. sheds, shelters, garages 
etc. Location references on asbestos survey drawings must be clear, legible and not 
obscured by other text or icons. 

Sample Domestic Property Plan 
 

 

 

Rooms that contains an ACM or strongly presumed ACM are to be shade filled with on 
CAD drawing in report. 

 

Rooms that has not been accessed are to be shade filled with on CAD drawing in report. 

 

Rooms / areas that are out with the scope of survey inspection are to be shade filled with 

on the CAD drawing. This would apply on targeted refurbishment surveys and 
similar where only a specific area of the property is within the scope of the inspection 

 

 

 
 



 

 

 

6.3. Asbestos Site Work Inspection Pro-forma Drawin g 

 

All suppliers will be expected to also complete a site drawing on the Asbestos Site Work 
Inspection Pro-forma where this is used. This drawing should include the areas within the 
scope of the work as a minimum.  
 

6.4. Sampling & Recording of Asbestos Materials  

All sampling of bulk materials for asbestos are to be done so in accordance with HSG264: 
Asbestos – The Survey Guide (latest version) and HSG 248 Asbestos: The Analysts Guide 
(latest version) 

Mandatory Sample Information 

Where samples are taken, the following information is required: 
 

• Address of property 
• Location Reference 
• Location Description 
• Detailed Material Description with substrate material 
• Extent 
• Product Type Score 
• Condition Score 
• Surface Treatment Score 
• Asbestos Type Score 
• Material Assessment Score 
• Normal Occupant Activity Score 
• Likelihood of Disturbance Score 
• Human Exposure Potential Score 
• Maintenance Activity Score 
• Priority Assessment Score 
• Total Risk Score 
• Photo of material sampled 
• Recommendation: 

 



 

 

 

6.5. Associate sampling and mandatory sampling 

Associated sampling of non homogeneous materials IS  NOT permitted in domestic 
property. E.g. textured coating, floor tiles and bi tumen adhesive.  

Associated samples of homogeneous materials shall not be referenced across the property, 
i.e. between rooms on different floors of the house or from the internal to the externals.  Nor 
should samples be associated to an extent that the sampling strategy is no longer 
representative by under-sampling or in conflict with guidance set out in HSG 264: Asbestos 
– The survey guide 

All incidences of textured coating in domestic properties are required to be sampled in every 
location.  

All incidences of ceramic tile adhesive in domestic properties are required to be sampled in 
every location.  

 

6.6. Sampling of polystyrene adhesive 

 

It is mandatory that all asbestos surveys include an inspection for polystyrene adhesive and 
sample it where found. The council has encountered polystyrene materials which have been 
adhered with an asbestos containing plaster or textured coating like adhesive in domestic 
premises.  This material has been found sporadically however, it is now mandatory that all 
interim surveying/ sampling activities shall include inspections and sampling for polystyrene 
adhesive.  

The council wants to avoid presumptions and inconclusive sampling results. Please use 
existing information on previous sampling of this material where available. There is no 
requirement to re-sample if it has already been sampled to the extent set out in this 
specification. If polystyrene materials similar to that described are present, but it cannot be 
determined visually if the adhesive exists, then a cautious and comprehensive sampling 
strategy should be taken. This may mean taking composite samples in the same room. Or it 
may mean taking multiple samples in the same room. Do not mix composite samples 
between surface types.  

Full material and priority risk assessment should be carried out on samples taken.  

 

If materials are encountered/ inspected that definitively do not have this adhesive then these 
should be sufficiently recorded by means of an inspected area with sufficient notes to 
support the inspection carried out. It is expected these inspected areas will be included in 
any such formal report of the survey/ sampling and included in reporting of non asbestos 
materials.  

This strategy is not exclusive to ceiling tiles. All potential adhered polystyrene materials 
should be inspected and sampled in this manner.  

 

6.7. Water Absorption 

WLC may request water absorption sampling and testing where appropriate. This shall be 
done in line with HSG 264 Asbestos – The survey guide. Water absorption results shall not 
be associated. This may apply to samples of soffits, fascia panels, roofing panels or 
undercloaking. 

6.8. Non accessed items/ areas 



 

 

 

WLC define these as items / areas or voids ( within the scope for that survey) which 
cannot be accessed, inspected and would not be assigned a material and priority score. 
These shall be recorded for each location as part of the survey and formally reported.  

For example: 

No access above fixed plasterboard ceiling .  

No access within timber riser on wall 2/3 . 

No access with live electrics on wall 3. 

No access below laminate flooring . 

This list is not exhaustive. 

 

No access to whole locations within the scope of work is not permitted without good 
reason. It is recognised that tenants may prevent access or other circumstances may 
prevent access. Where this is the case the Asbestos Compliance Team must be 
contacted to arrange access ( with support from Housing Customer and Building 
Services) or to provide confirmation that access is not required at this stage –a deviation 
to scope via email. Otherwise it will be expected that areas not accessed will be revisited 
before the issue of the survey report at no additional cost to The Council.. 

Authorised non accessed  items/ areas are to be recorded in the executive summary. 

It is expected that non accessed rooms are not assigned a material and priority score.  

It is expected that non accessed items are not assigned a material and priority score,  

 

 

6.9. Strongly Presumed and presumed materials  

Strongly presumed materials are defined as materials that are visibly identifiable as 
suspect ACMs via visual inspection by an experienced and well trained surveyor but is not 
accessed or sampled to confirm this. Examples include when: 

• Similar construction materials previously sampled and found to contain asbestos 
by lab analysis. 

• Asbestos was commonly used in the manufacturing process of a similar material. 

• Visible fibres in a suspected ACM but no sample taken 

These materials/ items are to be treated as an asbestos containing material and therefore 
all information recorded should reflect this specification as if a sample had been taken.  

Materials which are presumed to contain asbestos shall apply when there is insufficient 
evidence (no analysis) to confirm whether it contains asbestos or where the area cannot be 
inspected. It is expected that surveyors shall use their experience, training and HSE( Health 
and Safety Executive)  guidance to apply presumptions to materials or to rule a material out 
from this default situation. Obvious non asbestos materials should not be presumed to 
contain asbestos. Presumptions should be highlighted in the text of the report and made 
clear in the executive summary. 



 

 

 

 

6.10. Additional Information 

The substrate of each sample should be included within the sample description e.g. 
textured coating on plasterboard. 

Extent of materials is to be quantified in m2, lm or no. only. The use of “unknown” extents 
or “throughout” are not permitted 
If asbestos materials are removed by means of sampling, this shall be clearly stated in the 
report. 

Sample descriptions should be complete to the extent that they can be easily identified 
without the use of the photographs. For example "Insulating board panel to wall 5" rather 
than " wall board" or "Pipe insulation to small bore pipe-work at wall 6" rather than 
"Insulation to pipework" 

 
6.11. Removed ACMs 

Should the supplier find during an inspection that an ACM noted in the information provided 
by WLC has been removed a record shall be included in the report to that effect with a 
recommendation of “ACM Removed”. The photograph for this record shall illustrate the 
absence of the ACM. This should only be done in cases where it is beyond reasonable doubt 
that the ACM has been removed. If the ACM cannot be found but may have been enclosed 
with a non asbestos material the supplier should assume the ACM remains and should 
comment and take photographs to illustrate that the ACM could not be found but is 
presumed to remain. An ACM suspected to remain should be scored according to its 
assumed position (e.g. the surface and damage scores assuming that the ACM is enclosed 
if applicable). 

 

6.12. Layered materials  

Each layer of the material is to be recorded / sampled separately to determine the makeup of 
the layered material.  

A flooring example may include the following: 

 
• Carpet 
• Red vinyl  
• Adhesive 
• Black floor tiles 
• Adhesive  
• Concrete 

 
A roofing example may include the following: 

• Bitumen felt (top layer) 
• Bitumen felt (middle layer) 
• Foam insulation 
• Bitumen felt or vapour layer (under insulation) 
• Concrete 



 

 

 

 

It is mandatory that all domestic asbestos surveys include an inspection of all layers of the 
roof void insulation.  

A roof void insulation example may include: 

• MMMF insulation ( top layer) 

• Paper insulation ( paper layer) 

• Timber joists (fitting) 

• Plasterboard ( bottom layer) 

 

Inspections below MMMF or similar insulation to the floor of roof voids must be undertaken, 
ensuring that a good representation of the roof void has been inspected and the surveyor is 
satisfied that the area does not contain a hidden ACM.  Surveyors should bringing sufficient 
access equipment to survey the roof void. 

 
 

6.13. Labelling of ACM’s 

Labelling of known ACM’s will only be done by suppliers upon instruction by WLC asbestos 
compliance team.  

Suppliers shall not use sample point labelling on any asbestos surveying/ sampling activities 
for WLC unless specifically instructed by The Council  asbestos compliance team.  

 

 

6.14. Non-Asbestos Materials 

All suppliers shall make adequate notes and report the location and type of non asbestos 
materials inspected during a survey. Non asbestos information is informative and should be 
included in any report issued to WLC.  Obvious non asbestos materials should not be 
presumed to contain asbestos. It is expected that surveyors shall use their experience, 
training and HSE guidance to apply presumptions to materials or to rule a material out from 
this default situation. 

Non-asbestos building materials must be recorded for each location as in the following 
example: 
Location: 00/002 
Room Use: Living Room 
Ceiling: Plasterboard 
Ceiling Void: Timber, Plasterboard, electrical cabling 
Walls: Wall 1, 3 & 4 – Brick and Plaster, Wall 2 - Plasterboard 

 
Wall Voids Wall 2 Void – MMMF insulation, timber studs, brick 

 
Floor: Vinyl floor covering, screed, timber 
Floor Void: Concrete, brick, timber, metal pipework, electrical cabling 
Other Fixings: Metal pipework to metal radiator, timber sills & skirting, timber door, Upvc 

Window, timber infill panel above door, radiator SXN784 manuf. 2001 



 

 

 

 
Boxing Void Boxing wall 1 - Timber / MMMF pipe insulation, metal pipe work 

Boxing on ceiling at wall 3 - steel beam, 
 

Bath Void Timber floor, brick and plaster walls, metal and plastic pipework, ceramic 
bath 

 
 
 

6.15. Recording, referencing and assessing known AC Ms 

Previous information for domestic properties will be issued along with the survey instruction, 
where available. Either the pdf reports, Open Housing register or both will be issued to the 
contractor along with the survey instruction.   

It is possible that previously known ACM’s will be present in a targeted work area of the 
domestic premises. Where this is the case, these ACM’s shall be required to be re-
assessed.  

Material and priority assessment on the previously known ACM shall be carried out by the 
surveyor.  

Previously sampled, associated or strongly presumed ACM’s in shall be referenced using 
the previous report number and sample number and will be recorded in the formal report 
(pdf) and the Open Housing data loader. i.e. the sample reference shall be the Report 
reference– sample reference.  

 

If previously associated or strongly presumed samples are subsequently sampled during the 
new survey, then the supplier can allocate a new sample reference and will be recorded in 
the formal report (pdf) and the Open Housing data loader. 

An example of both a new sample and assessment of a known ACM’s is shown below.  
 
Reference to previous ACMs  



 

 

 

 
 

6.16. Domestic Asbestos Documentation naming Conven tion 
 
All asbestos documentation for domestic premises shall follow a set naming convention. 
There are 7 document types which require to be uniquely named for data transfer purposes.  

  

a. Asbestos Survey reports 
b. Asbestos Certificates of cleanliness or EM10’s 
c. Asbestos Air testing reports 
d. Asbestos Waste consignment notes 
e. Asbestos Bulk sample certificates 
f. Asbestos Day 1 survey sheets  
g. Asbestos survey data loader but wasn’t sure if these would be classed as a 

document that would need to be saved/ archived.  
 
The naming convention will be as follows: 
 
 UPRN- House number Street name–Town- Report number–Date–unique document type 
description.  
 
Examples as follows: 
a. 54960010-10 FALLAS PLACE-FAULDHOUSE-S-XXXXX-20180312-SURVEY.PDF 
b. 54960010-10 FALLAS PLACE-FAULDHOUSE-20170524-EM10.PDF 
c. 54960010-10 FALLAS PLACE-FAULDHOUSE-P-XXXXX-20180504-AIRTEST.PDF 
d. 54960010-10 FALLAS PLACE-FAULDHOUSE-S-XXXXX-20180312-WASTE 

NOTE.PDF 
e. 54960010-10 FALLAS PLACE-FAULDHOUSE-20170524-BULKCERT.PDF 
f. 54960010-10 FALLAS PLACE-FAULDHOUSE-P-XXXX-20180504-ASWIP.PDF – Day 1 

survey sheet 
g. 54960010-10 FALLAS PLACE-FAULDHOUSE-S-80421-20180312-DATALOADER.PDF 

 
 
7. Reinstatements  

Where the scope of works for the survey dictates that an element of a refurbishment is 
required, discreet intrusive works are required to fulfil the scope and this should be done in 
consultation with The Council.  This is particularly relevant given the domestic nature of the 
properties and their continued occupation by WLC tenants.  



 

 

 

However access should be gained in such a way as to fulfil the scope of works. For 
example: 

• Access a ceiling void from alternative point, by inspecting from upper level floor void,  

• Access using clear access or service panels,  

• Use of hand tools to remove fixture and fittings to gain access where no access 
panels 

• Use of hand tools to create inspection points to void where no access panels.  

 

The supplier shall re-instate all intrusion/inspection points to a temporary, secure and safe 
level as a minimum. Reinstatement materials should be appropriate for the surface being re-
instated. This may include: 

• Refitting and fixing the removed insert to the intrusion 

• Fixing a sized hardboard /plywood/plastic (suitable lightweight rigid patch) cover to 
the intrusion 

• Silicon or sealants as appropriate 

• Adhesives/screws/nails 

• List is not exhaustive 

• Alternatives should be discussed with WLC’s asbestos compliance team prior to use.  

 

WLC may specify a particular material to be used for re-instatement. If so, this will be on a 
case by case basis and instructed in the work package.  

Cloth tape or similar is not appropriate as this fixing weakens over time and is not 
aesthetically appropriate in a domestic setting.  

If reported damage is significant enough to be considered obvious, careless or excessive 
compared to the scope, the cost of repairs to damaged surfaces shall be covered by the 
supplier.  

 

If it becomes apparent during the course of a survey that intrusive inspection is necessary 
and this was not previously detailed or agreed, then the supplier must review this and 
contact The Council prior to progressing to agree the level of intrusive inspection and re-
instatement required to fulfil the scope of work. All suppliers are expected to cover the 
expense of any revisits to sites to resolve issues where discrepancies are identified to be 
the fault of the supplier. No additional payments will be made by The Council where this 
applies.   

 

8. Additional hazards  

 

8.1. Survey generated 

If an unforeseen hazard is created by the surveyor through accessing and inspection of a 
void which they are unable to fix i.e. damaged pipework, damaged sockets, broken floor 
boards, holes in ceiling if working in loft etc.  such incidents must be reported to the asbestos 
compliance team.   



 

 

 

If the damage is significant enough to be considered excessive compared to the scope, the 
cost of repairs to damaged surfaces shall be covered by the supplier. 

If the damage results in an incident or accident, WLC may seek the supplier to investigate 
further and claim the cost of any further action.  

 

8.2. Not survey generated  

 
If the supplier discovers any significant hazard on any site that they were not notified of prior 
to attending site the supplier shall notify the instructing officer immediately. 
 
 

9. High Risk ACM Notification/ Recommendation Proce dure  

Suppliers shall follow the process in Appendix 8 and assign appropriate recommendations 
for vulnerable suspected ACM’s discovered/ sampled.  

 
The contact details of each WLC asbestos compliance officer and co-ordinator is noted in 
Appendix 8. The supplier is to immediately phone the WLC instructing asbestos officer to 
report the discovery/ sampling of materials which is vulnerable to further damage by normal 
occupation / use of the location. This applies out of normal working hours too.  

This is to ensure that appropriate restrictions are put in place and interruption to service 
delivery is minimized. 
 
Details of the discovery/ sample are to be reported as per Appendix 8.  

All suppliers shall ensure that signage as noted in Appendix 11 is put in place where agreed 
with The Council. 

Photographs of the sample and also of surrounding area should be emailed to the instructing 
or contact officer on completion of phonecall.  

A discussion whether background air tests are necessary shall be held and an instruction 
given on the basis of the details provided.  

Signage shall only be put in place by the supplier where instructed to do so by a member of 
the asbestos compliance team.  

 

  



 

 

 

10. WLC Domestic Asbestos database -Open Housing 

WLC are currently developing a data base for our domestic property asbestos data. This is 
called  Open Housing. This is at an early stage and will replace our current database. As 
such, all records of sampled materials ( positive or negative for asbestos), all associated ( 
where this includes historic data of incumbent supplier), all strongly presumed materials shall 
be required to be loaded into Open Housing via a tailored and bespoke data loader.  

Please refer to Appendix 12 for the data loader template. This is subject to change and all 
suppliers will be advised when and if this happens.  

Please also refer to the data table of definitions in Appendix 13 which details out the name, 
use and format of each field in the data loader. This is subject to change and all suppliers will 
be advised when and if this happens. 

On completion of the asbestos module, successful testing and as of an agreed go live date, 
all suppliers  on lot 1 will be required to develop, maintain and test a successful Open 
Housing data loader before domestic work can be instructed.  

On completion of the asbestos module, successful testing and as of an agreed go live date, 
all suppliers on lot 1 will be required to supply a completed data loader of the collected data 
for each domestic asbestos survey.  

Please note that a formal pdf report will still be required to be supplied along with the data 
loader named in the convention noted in Section 6 of this specification.  

Please note that non accessed areas and non asbestos data should continue to be recorded 
in line with this specification and recorded in the formal survey report. However it will not be 
necessary for these items to be reported in the data loader.   



 

 

 

11. Material Assessments 

All material assessments are to be scored in accordance with the scoring algorithms of 
HSG (Health and Safety Guidance Document) 264 (latest edition). No alternate scoring 
mechanisms will be accepted. Survey reports will be rejected and returned to the supplier 
as non-compliant if alternate algorithms used 

 
Material Assessment Score 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

 
12. Priority Assessments 

HSG227 (latest edition).  All priority assessments are to be scored in accordance with the 
scoring algorithms of edition). No alternate scoring mechanisms will be accepted. Survey 
reports will be rejected and returned to the supplier as non-compliant in this scenario. 
Priority assessments are required for all surveys 

 

 
 
 
 
 
 
 
 
 



 

 

 

 
13. Recommendations 

All recommendations for ACMs in domestic premises are to be based on the total risk score 
not just the material assessment and also relevant to the type survey undertaken / scope of 
works. There are many management options available to the Duty Holder and all of the 
Open Housing recommendation options noted below should be considered before making 
the recommendation. These options are subject to change by The Council and suppliers 
will be advised when and if this happens.  

Please refer to Appendix 8 for the recommendation process.  

Open Housing recommendation codes: 

 

 

Default recommendations of removing ACMs should not be made. Due consideration 
should be made to the particular scope of the works. For example recommending that 
identified floor tiles be removed for a refurbishment survey where there is no work 
happening to the floor is not appropriate. An alternate recommendation to remove if likely to 
be disturbed by the works - otherwise manage or similar would be a more appropriate 
recommendation. 

 
 
14. Photographs 

It is expected that the Supplier will take 2 photographs. A photo of the sample from 
reasonable position so that it is visible and gives context, should be taken. Also a photo to 
relate the material to its location within the room should be taken, so that at a glance, 
the item can be easily located.  Close up photos of samples are not useful. 

 

It is expected that photographs will be in focus, correctly exposed and in the correct 
orientation.  All sampled materials, strongly presumed, and re-inspected (known) 
materials and no access areas will be photographed with the above information 
detailed. 

 



 

 

 

The asbestos survey report must have a photograph of the front of the property on its title 
page. 

 

For locations which are suspected to have high risk asbestos materials/ contamination ( and 
reported through the recommendation process as high risk), several photos should be taken 
(this is to show items within room / area and show approximate scale of the issue or 
contamination in room / area). These additional photos shall be emailed separately to the 
survey report if the facility to include these within the report is not possible.  

 

To ensure privacy, it is expected that no photos showing building occupants or The Council 
employees will be taken. 

Upon request the supplier shall provide copies of any photographs or videos taken within or 
of any The Council premises or during any works undertaken on behalf of The Council.  

 
15. Soil sampling 
 

Soil sampling, including minimum frequency of surface and depth samples will be 
determined and subject to additional instruction guidance upon works package issue.  

Surveying and sampling for asbestos in soil and made ground shall follow any future 
versions of Health and Safety Executive legislation and guidance issued on this topic.  

 
16. Recovery of Costs and Additional Payment 

 
16.1. Lot 1 – Surveying ( domestic and Non Domestic ) 

 
Each lot 1 supplier shall be held solely responsible for the accuracy of survey data and 
results ensuring compliance with this specification. As such, should The Council incur 
additional costs due to inaccurate or incomplete surveys, sampling or analysis information, 
then all such costs shall be recoverable from the supplier under this framework. Such costs 
are recoverable:  

• within 12 months of completion of the services or  
• up until the end of any major construction/demolition project where any asbestos 
works is being conducted  for that project is undertaken a significant period of time in 
advance of the construction project and is defined in the Service Order 

• this includes after any termination of the call off contract  
 
Each supplier is expected to cover the expense of any revisits to sites to resolve issues 
where discrepancies are identified to be the fault of the supplier. No additional payments 
will be made by The Council in this case. 

Inaccurate / incomplete survey or services are defined as – Where any instructed lot 1 
work is not completed in line with any of the following: 

 



 

 

 

1. HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

2. The specifications and 

3. The Framework terms and conditions. 

4. The work order 
 
Inaccurate / incomplete survey or services are determined by one of or a combination of 
the following : 

1. Analytical suppliers ( lot 2) who identify incomplete work/ inaccurate data whilst 
conducting and reporting on visual inspection, air testing or consultancy services on behalf 
of The Council following lot 3 work, 

2. Surveying suppliers ( lot 1) who identify incomplete services/ inaccurate data whilst 
conducting and reporting on audits and monitoring or their own works in line with their 
quality management / assurance systems or, 

3. Removal  suppliers (lot 3) who identify incomplete services/ inaccurate data whilst 
conducting and reporting on removal works on behalf of The Council or, 

4. Council officers  ( defined in The Council’s Asbestos Policy and Risk Management 
Plan) who identify incomplete services/ inaccurate data whist conducting audits and 
monitoring of the lot 1 supplier and the instructed works in line with The Councils Asbestos 
Policy and Risk Management plan (WLC Asbestos Policy and Risk Management Plan)  
and the framework specifications.  

 

Inaccurate / incomplete survey or services shall be resolved by : 

Completion in line with the following: 

1. HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

2. The specifications of the WLC CC9178 framework and  

3. The terms & conditions of the WLC CC9178 framework 

4. The instructed service order( will be issued a point of instruction) 

The Council shall be responsible for undertaking further representative checks to any 
submitted certification or document is in line with the following items: 

1. HSG 264 – Asbestos: The Survey Guide and any updates / revisions 
thereafter,  

2. The specifications of the WLC CC9178 framework and  

3. The terms & conditions of the WLC CC9178 framework. ( part of this document?). 



 

 

 

4. The instructed service order( will be issued a point of instruction) 

 

The Council shall be responsible for investigating incomplete works or inaccurate data 
reported to them by other framework suppliers or other parties and deciding if the event does 
not comply with the above.  

Circumstances which lead to recovery of sums are further defined in this specification and 
examples are given. The list of examples given is not exhaustive.  

Additional payments for Lot 1 (domestic) suppliers time is applicable where the supplier is 
prevented from undertaking their instructed surveying services on the site as a result of an 
event out of the supplier’s control and where the supplier has no alternative work. Therefore 
application for additional payment should only be made where this criteria is met and is 
agreed with The Council. 

All suppliers who wish to make application for additional payment should only do so where 
the criteria in this specification is met and it is agreed in advance with The Council.   

All suppliers shall ensure that the reasons for application for additional payment are 
communicated to The Council by phone and in writing as soon as the supplier becomes 
aware of those reasons and also prior to submitting the invoice. Failure to do so may result 
in rejection of the claim, rejection of the invoice or delay invoice progression. 

On notification of the event/circumstances which may result in additional payment, The 
Council shall endeavour to provide alternative work for that supplier in preference to 
application for additional payment.  
 
Examples of grounds for additional payments for lot 1 (domestic) include (but is not limited 
to): 
 

• Cancellation of a survey appointment with <4 hour’s notice where no other work is 
available (by WLC or by tenant).  

• Condition of property - Cleanliness 
• H&S issues resulting in survey being unable to progress – E.g. Evidence of 

Substance abuse 
• Aggressive/uncontrolled pets 

 
 
17. Communication Strategy 

 
17.1. General requirements 

 
All suppliers shall co-operate at all times with The Council’s asbestos compliance team, other 
consultants, all The Council staff and building users.  
 
All suppliers shall be clear on their own responsibilities and lines of communication for each 
project. Specific communication strategies may be requested for specific projects by The 
Council.  
 
All suppliers shall only take instructions or amendments to scopes of work from The Council’s 
asbestos compliance team.  



 

 

 

 
Any verbal instructions made by The Council’s asbestos compliance team shall be followed 
up with email correspondence.  
 

17.2. Communication Strategy and Escalation Procedu res 

All suppliers shall liaise with The Council’s Asbestos Compliance team via the instructing 
officer in the first instance. In the event that the The Council instructing officer or other 
asbestos compliance officers cannot be reached via phone call, contact must be made with 
The Council Asbestos Co-ordinator. 

All suppliers may be expected to liaise with other suppliers or The Council officers during the 
course of the contract.   

All suppliers shall ensure that they notify The Council of their confirmed site attendance 
times by email. Failure to do so may affect the ability to apply for additional payment.  

The Council asbestos compliance team contact details are available in Appendix 7 (High risk 
ACM/Situation/ Recommendation Procedure). 
 

17.3. Communication for Works Outwith Normal Workin g Hours 

All suppliers shall report any issues arising during activities out with normal working hours to 
the The Council instructing officer via phone call and as per escalation procedures noted.  

17.4. Communication of specified events 

All suppliers shall ensure that the following events are reported by phone to The Council 
immediately and followed up by email: 

 
1. Altering the scope of the work which includes any work not already recorded in the 

survey plan. This should only proceed following agreement with The Council 
asbestos compliance team.  

2. Discovery of additional hazards. 
3. Discovery of high risk ACMs. 
4. Any delay of attendance for surveying services.  
5. Significant delays by others to scheduled activities with no notice.  
6. Incomplete survey due to time constraints (including proposed additional time to 

complete). 
7. Non accessed areas. 
8. Failure to access the building, particularly out of hours.  
9. Accidents or near misses. 
10. Instances of violent or aggressive behaviour towards staff. 
11. Failure to complete the scope and reasons for this.  
12. Report any immediate actions which The Council may have to take to fulfill their 

legal responsibilities to manage asbestos in their premises.  
13. Any event that will result in the supplier applying for additional payment.  
14. Any combination of the above.  

 
 

 
 



 

 

 

17.5. Communication with Tenants 
 
The Council has a tenant communication strategy which all suppliers should comply with 
where required. The purpose of this is to deliver clear key messages about asbestos without 
causing unwarranted alarm whilst ensuring that care is always taken during work and the 
safety of tenants is always considered.  
 
All supplier letters shall be authorised by The Council. 
 
All suppliers shall comply with use of The Council template letters where requested.  
 
All suppliers shall ensure that tenant queries are dealt with in a calm and professional 
manner.  
 
All tenant queries should be directed either back to their Area Housing Office or to the 
contact within Building Services.  
 
If a surveyor is faced with an unprecedented event/ scenario on site which involves tenant 
communication the supplier should contact the asbestos compliance team immediately.  
 
 

18. Reporting Timescales 
 

All void domestic survey reports shall be issued to The Council within 5 working days  after 
the completion of the survey on site.  

All Asbestos Site Work Inspection ( Day 1) Pro-forma’s should be issued to 
asbestos@westlothian.gov.uk on the same day  the inspections are completed. This form 
does not replace the final formal report; therefore all suppliers are expected to issue the 
interim pro-forma and a formal report within the reporting timescales. 

All directed bulk sampling results shall be issued to The Council within 5 working days  after 
the completion of the sampling.  

All other domestic survey reports shall be issued to The Council within 10 working days  
after completion of the survey on site unless agreed prior to the survey taking place. 

Electronic (PDF) reports and any data loaders (.csv) shall be emailed to 
asbestos@westlothian.gov.uk or void.asbestos@westlothian.gov.uk (where a void domestic 
property). 

Survey reports shall not be sent to individual asbestos compliance officers, any other The 
Council officers or external suppliers unless specifically requested by the asbestos 
compliance team. 

Please note that this mailbox cannot receive any emails over 5MB. If the attachment size is 
over this limit the email shall need to be sent via a secure method.  

The Council use Egress mail for secure email. This is a free service and can send 
attachments up to 2GB. Registration is required: https://www.egress.com/ 
 
 
 



 

 

 

19. Waste  
 
All suppliers shall ensure that all survey generated asbestos waste is removed from the 
premises. 
 
20. Missed ACM’s 
 

Missed asbestos is a suspect material that should have been identified on a survey taking 
into account the scope of works and any limitations to the survey method. In the case of a 
refurbishment or demolition survey this is any ACM that is not within a structural void that to 
access would require consent from a structural engineer.  

All Suppliers are expected to undertake comprehensive planning for all services or work 
ahead of the work. This is essential to ensure detailed knowledge is gathered, all factors 
which may affect the work is taken under consideration, the full scope of work is achieved 
and avoids unnecessary restrictions and non-accessed areas/ items.   

Missed asbestos as a result of lack of or poor planning or knowledge of the site, scope or 
project will not be accepted as reasonable.  

  
21.  Penalties 
 

In addition to the termination provisions in clause 10 of the Framework Agreement and which 
part of the Call Off contract?, the Council operates a penalty point system in response of failure 
by the Contractor to complete Works in terms of this Agreement. The penalty point system is 
operated without prejudice to the Council’s rights in terms of this Agreement. Penalty Points 
will be imposed, on the Contractor, in the event of default or failure by the Contractor or in 
respect of specified events on individual call offs or Projects.    The specified events attracting 
Penalty Points, and the number of Penalty Points which will be imposed, in respect of each 
specified event, are set out in the tables below.   

Allocation of penalty points should not be viewed by the Contractor as punitive. The Works 
required as part of this Agreement are time and quality driven. Therefore the Council requires 
a system which allows time and quality to be measured and action taken where it is required. 
Penalty events, the trigger points and management meetings are designed to enable the 
Contractor to be able to make immediate to long term corrective and preventative measures 
to avoid the root causes which led to the events in originally. Immediate to long term measures 
may include ( but are not limited to) amendments to procedures, changing systems, additional 
training, quality assurance activities, assessment of resource levels and clearing existing 
Council work backlog.  

Each Total Penalty Points trigger level is a defined level which the Contractor may reach as a 
result of incurred penalty points which are as a result of either default or failure by the 
Contractor in respect of specified events set out in the tables below. Each trigger level has 
been set as a proportion of the Total Penalty Points taking into consideration each event which 
may arise and the penalty points allocated to each event. Reaching each trigger level results 
in action being taken which is further defined in each trigger level.  

Penalty Points will be imposed at the sole discretion of the Council. Penalty Points will endure 
for the remainder of the quarter in which they are incurred.  At the beginning of the next quarter, 
the quarterly Penalty Points for the previous quarter will be set to zero. The quarterly Penalty 



 

 

 

Points value will not carry over between quarters. However if any trigger point is reached in 
2,3 or 4 quarters over a rolling 12 month period, then additional penalty points as specified in 
the table below will be added to the Total Penalty Points for the quarter in which they are 
incurred and the Council is entitled to arrange a contact review and performance meeting .    

 

 

A quarter is defined as the following: 

April-June Quarter 1 

July- September Quarter 2 

October- December Quarter 3 

January- March Quarter 4 

21.1. Penalty Trigger Levels 

Trigger 1- (50 points) 

If within any quarter during the period of this Agreement, 50 quarterly Penalty Points (or a 
cumulative total of 50 Total Penalty Points) or more have been imposed upon the Supplier, 
the Supplier shall be notified of the level of penalty points, the events each penalty has been 
assigned for and that trigger 1 has been reached. The Supplier shall be deemed to be 
approaching the Total Penalty Points level and the Council shall be entitled to trigger a 
management meeting to discuss the recovery plan. The recovery plan is defined as any 
immediate - long term measures that the supplier has to make to the provision of the 
services to avoid the root causes that led to each event happening again and therefore 
avoiding allocation of penalty points in the future. The management meeting shall also 
discuss the following:  

• The quarterly Penalty Point level,  
• The events  leading to that level,  
• The root cause of the events occurring, 
• Any trends of the penalty events within that quarter and in comparison to previous 

quarters, 
• Immediate to long term corrective and preventative measures to avoid the root causes 

that led to those events, 
• Timescales for those measures. 
• If consistent failure may result in a warning of termination not only from an individual 

project but from the Framework agreement,  
• Serious failure of performance may result in immediate notice of termination from both 

an individual project and this Agreement, 
 

Temporary measures may also be considered and shall be imposed by the Council one 
calendar month at a time and reviewed at the end of each calendar month until the root 
cause of the events is eliminated.    

Temporary measures may include: 



 

 

 

• temporary cap on offer of Works Orders,  
• temporary ranking alteration (move one position down the ranking structure) or 
• temporary suspension from mini competitions. 

 
Trigger 2 and 3 – (100 points) and  (150 points)  

If within any quarter during the period of the Framework, 100 quarterly Penalty Points 
(trigger 2) or 150 quarterly Penalty Points (trigger 3) (or a cumulative total of 100 or 150 
Total Penalty Points) or more have been imposed upon the Framework, the Supplier shall be 
notified of the level of penalty points, the events each penalty has been assigned for and 
that trigger 2 or 3 has been reached. The Council shall be entitled to trigger a management 
meeting to discuss the recovery plan as defined above. The recovery plan is defined as any 
immediate - long term measures that the supplier has to make to the provision of the 
services to avoid the root causes that led to each event happening again and therefore 
avoiding allocation of penalty points in the future. The management meeting shall discuss 
the following: 

• The quarterly Penalty Point level,  
• The events  leading to that level,  
• The root cause of the events occurring, 
• Any trends of the penalty events within that quarter and in comparison to previous 

quarters, 
• Immediate to long term corrective and preventative measures to avoid the root causes 

that led to those events, 
• Timescales for those measures. 
• If consistent failure may result in a warning of termination not only from an individual 

project but from this agreement,  
• If serious failure of performance may result in immediate notice of termination from both 

an individual project and this Framework Agreement, 
 

Temporary measures may also be considered and shall be imposed by the Council one 
calendar month at a time and reviewed at the end of each calendar month until the root 
cause of the events is eliminated.    

Temporary measures include: 

• temporary cap on offer of Work Orders,  
• temporary ranking alteration (move one position down the ranking structure) or 
• temporary suspension from mini competitions. 

 



 

 

 

SPECIFIED EVENT REFERENCE POINTS per 
instance  

Failure to notify The Council of any enforcement 
action. 

General 
Specification 
Section 3 

10 

Failure to maintain confidentiality / misuse of 
framework information/ compliance with social 
media conditions etc. 

General 
Specification 
Section 9 and 34 

1-50  
Variable at 
the Council’s 
Discretion 

Failure to submit compliant invoices/correct non 
compliant invoices /regular outstanding payment 
reports 

General 
Specification 
Section 28 

2/1/3 
respectively 

Failure to follow communication strategy with WLC 
designated contact  

Surveying 
specification Section 
17 and 18 
Analytical 
specification 
Section 4 

1-25  
Variable at 
the Council’s 
Discretion 

Failure to plan and resource work. General 
Specification 
Section 20 

5 

Failure to close out complaints in specified 
timescale 

General 
Specification 
Section 6 

5 

Failure to allow reasonable requests from council 
officers to access to site(s) for the purposes of 
audit  

General 
Specification 
Section 16 

50-100 
Variable at 
the Council’s 
Discretion 

Failure to complete work in line with specification 
following previous acceptance of the Work order.  
*It should be noted that this is not  a penalty for not 
accepting work. All suppliers must ensure they do 
not accept work or price on mini comps if 
resources are not available to achieve WLC 
requirements. This is a penalty for accepting the 
work based on your resources and capability to do 
the work to WLC requirements, which you later 
rescind.  

General 
Specification 
Section 20 and 30 

Domestic 
and Non 
Domestic – 1 
per work 
package or 
project 

Failure to notify The Council of high risk ACMs as 
per specification  

Surveying 
specifications 
Section 9 
Analytical  
specification  
Section 4.3 

1-25 
Variable at 
the Council’s 
Discretion  

Failure to submit survey plans to The Council for 
authorisation 

Surveying 
specifications 
Section 2.3 and 3. 

Non 
domestic – 2 
Domestic - 1 



 

 

 

Late survey reporting:  
• Domestic – 10 days ( standard)/ 5 days ( 

voids) 
• Non Domestic – define KPI- 10 days 

(standard). 
• Project specific timescales 

Late air analytical reporting: Domestic and Non 
Domestic 

• 24 hours. 

Surveying 
specifications 
Section 18 and 15.  
Analytical 
Specification 
Section 8 

1 per report 

Late survey and analytical reporting: Non Domestic 
and Domestic – every day after due date. 

Surveying 
specifications 
Section 18 and 15. 
Analytical 
Specification 
Section 8 

0.5 

Non-compliant reports and certificates (maximum 
of 1 return permitted) and any recurring issues of 
reports. 

Surveying 
specifications 
Section 6 and 5 
(domestic).  
Analytical 
specification Section 
7 and 8 

1 per 
report/per 
return 

Failure to comply with arrangements for accessing 
all council properties or with response 
requirements 

General 
Specification 
Section 13,14 and 
15 

1-20 
Variable at 
Council’s 
discretion 

Failure to attend framework meetings General 
Specification 
Section 30 

5 

Failure to comply with the work order, scope of 
survey and mandatory inspection or with 
mandatory survey and reporting requirements. 
This includes core scopes of work for domestic 
properties and complying with the domestic void 
property appointment and joint visit process.  
This includes issue of asbestos site work 
inspection pro-forma. 

Surveying 
specifications 
Section 3 and 4 
(Domestic) and 
Section 5 (Non 
Domestic). 
Surveying 
specifications 
Section 6  
 

2 

Failure to follow re-instatement requirements Surveying 
specifications 
Section 7 
 

1-20 
Variable at 
Council’s 
discretion 

Reaching any trigger point over multiple quarters in 
a rolling 12 month period  

Not applicable 50 

 
Trigger 4- (200 points) 

If within any quarter during the period of the Framework, 200 quarterly Penalty Points (or a 
cumulative total of 200 Total Penalty Points) or more have been imposed upon the Supplier, 
the Supplier shall be deemed to be in fundamental breach of the framework agreement 
which is not capable of being remedied by any of the measures taken and the Council shall 



 

 

 

be entitled to terminate the Suppliers participation in the Framework or any Services in terms 
of the provision of clause 10.  

SPECIFIED EVENT REFERENCE POINTS per 
instance  

The penalty points for each Specified Event below apply to all services to which the Terms 
and Conditions or Specifications referred to in the relevant reference column of this table 
apply 
Failure to maintain mandatory accreditations, 
certifications and insurances. 

General Specification 
section 5 

200 

Failure to exercise duty of care.  General Specification 
section 4 

1-200  
Variable at 
Council’s 
discretion 
 

Failure to comply with supplier obligations including 
inappropriate behavior 

General Specification  
section 9 

Safety issues observed by The Council or other 
parties and / or Severity of audit observations 

General Specification 
section 3 

Failure to comply with mandatory health and safety 
requirements 

General Specification 
section 3 

Failure to comply with minimum qualifications and 
experience 

General Specification 
section 8 

Failure to comply with specification for sub-
contractors, agency staff and impartial provision of 
service/work.  

General Specification 
Section 32 

Failure to comply with scope of analytical work, 
mandatory inspections and mandatory analytical 
and reporting requirements 

Analytical 
Specification Section 
7 and 8 

Failure to identify ACM’s taking into account scope 
and limitation to survey method.  

Surveying 
specifications section 
20 
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