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1 SITE DESCRIPTION
The European Parliament currently occupies four buildings known as the Winston Churchill
(WIC) building, the Salvador de Madariaga (SDM) building, the Louise Weiss (LOW) building
and the Pierre Pflimlin (PFL) building.

In terms of fire regulations, these buildings are grouped into two distinct establishments, the
LOW establishment and the WIC SDM PFL establishment.
In future years, this latter establishment will be supplemented by the Vaclav Havel (HAV)
building, scheduled for renovation.

1.1 WIC SDM PFL establishment

1.1.1 Description of the establishment
The operational grouping occupied by the European Parliament in Strasbourg is
made up of three public-access establishments (WIC, SDM and PFL). These
buildings are all linked, either directly or by covered footbridges.

The buildings are accessible from allée Spach and avenue du Président Robert
Schumann. Access to the fire safety command post is via a delivery yard of the SDM
building. The Fire Safety System (hereinafter FSS) is category A, with fire detection
addressable to all levels and type 1 alarm equipment. The maximum admissible
number of people is 3 850.

The main activity of the operational grouping is of type W, with category 1 activities of
type L, Y, N, S, R and PS (WIC).

The European Parliament rents the Parking de l’Europe from the City of Strasbourg
for use by Members and Parliament officials.

1.1.2 Winston Churchill (WIC) building:
The Winston Churchill building is used as office space. These offices are used by
MEPs and by representatives of the political groups and the European Commission.
The building was formerly known as IPE1.

It has a surface area of roughly 42 000 m².
It was commissioned on 1 January 1981. In the context of the third enlargement, an
extension was commissioned on 1 January 1986.

The building’s superstructure consists of nine floors above ground. The entrance hall,
Members’ restaurant, kitchens, a bar and a lounge are situated on the ground floor.
This level also has a car park with 138 spaces and a number of equipment rooms.

On the mezzanine there is a conference room, the document distribution room and
offices for the switchboard and automatic exchange. The first floor contains offices,
the print room and a conference room. Floors two to six are used for offices. The
seventh floor also has a conference room. The eighth floor has a presidential
apartment and equipment rooms.

The building has only one basement level. It is given over mainly to equipment and
various storage rooms.
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1.1.3 Salvador de Madariaga (SDM) building:
The Salvador de Madariaga building is used as office space. These offices are used
mainly by officials and also by the European Ombudsman. The building was formerly
known as IPE2.

It was commissioned on 1 January 1988. It has a surface area of roughly 21 000 m².

The building’s superstructure consists of eight floors above the ground floor and the
mezzanine. The ground floor has the entrance hall, the day-care centre, the security
service and a fire-safety control centre.

The eight floors contain offices and four circular conference rooms each with a
seating capacity of 100, as well as interpreting booths and technical control rooms.
The building has only one basement level, given over mainly to equipment and
storage rooms.

1.1.4 Pierre Pflimlin (PFL) building:
The PFL building is used as office space.
These offices are used mainly by officials and by staff using the building on a
temporary basis. The building was formerly known as IPE3.
The building originally housed the European Press and Information Centre. It was
built in 1988 and has a surface are of approximately 21,000 m².

The building has six floors above ground. On the ground floor there is an entrance
hall and small meeting rooms.

The mezzanine and the first four floors contain offices and three conference rooms
each with a seating capacity of 120, as well as interpreting booths and technical
control rooms. There are also three open-plan offices. The fifth floor is used
exclusively for equipment rooms.

The building has only one basement level, which is occupied by equipment and
storage rooms.

1.2 Louise Weiss (LOW) establishment:

1.2.1 LOW (Louise Weiss) establishment:
The LOW establishment of the European Parliament in Strasbourg is made up of a
high-rise building, five public-access establishments and a covered car park classified
for protection of the environment.

The establishment is accessible from allée du Printemps and quai Alcide de Gasperi.
Access to the fire safety command post is via the square. The Fire Safety System is
category A, with fire detection addressable to all levels and type 1 alarm equipment.
The maximum admissible number of people is 4 520.

The high-rise tower is used as office space. The height of the low floor of the last
level is situated at 54 metres in relation to the reference level accessible to
emergency vehicles. For this reason the building is classified as high-rise W2.

The public-access part is made up of five buildings (North, SOUTH, CANAL,
CHAMBER and RIVER) with a common roof and which are independent of each
other and of the high-rise building. The main activity of the public-access
establishments is of type L, with category 1 activities of type W, N, X and Y.
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The Car Park is subject to authorisation and is divided over three basement levels
with space for 1 200 vehicles. The CP is isolated from the public-access
establishments and the high-rise building.

1.2.2 Description of the Louise Weiss building
The Louise Weiss building contains the European Parliament’s chamber, 1 000
offices, 40 conference rooms, the press centre, the audiovisual service, lounges,
restaurants, four bars and a car park with space for 1 200 cars.
The total surface area of the building is nearly 200,000 m².
The European Parliament has owned the building since March 2004.

It is comprised of three main parts: the public-access part, which includes the
chamber and four zones (North, South, River, Canal); the high-rise part, which
contains offices; and the Car Park, which also contains the main production
substation (heating and cooling).

The building has nine floors above ground in the public-access part and 16 floors in
the high-rise part. The high-rise part has three levels below ground.

The chamber is in the centre of the building. It contains the Members’ seats, galleries
for journalists, diplomats and visitors, interpreting booths and technical control rooms.
Three adaptable reception rooms are located above the chamber.

In the PAB part between floors one and five there are around 40 meeting rooms and
conference rooms with a seating capacity of between 30 and 350 places, in addition
to the chamber, which has 800 places.

The offices are located in the high-rise tower, from the ground floor up. The offices of
the presidency are on the 15th floor and those of the secretariat-general on the 14th
floor.

The press centre is in the north wing of the public-access part, on levels -01 and 00. It
contains a reception area, radio and television studios, a briefing room, a workroom
on two levels and editing rooms.

The restaurant for officials and visitors is on level -01. The Members’ restaurant is on
level 00.

The car parks and delivery and vehicle access areas are situated on levels -01, -02
and -03. The equipment rooms are mainly located on the infrastructure levels, on the
upper floors of the building or on the roof.
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1.3 Names of rooms
The room numbers are made up of three elements:

- three characters indicating the building (LOW, WIC, SDM, PFL)
- one letter indicating the zone (T, N, S, R, C, H, E, D, M, G)
- two characters indicating the floor (-4, -3, -2, -1, 00, 01, etc.)
- three figures indicating the number of the room
- One additional, optional character (a lower-case letter) as a suffix code (see

below)

For example:      LOW T -3 950 a, WIC G 02 840

For the room number, series are reserved following the rule set out below:

From 001 to 799: electricity rooms, office-type, control rooms, etc.

 meeting rooms always have a number of the type X01, X from 1 to 7.
For example: room 101, room 301

 rooms connected with a meeting room (control room, SI booth, gallery, etc.) use
the same hundred as the room


For example: control room 103 = control room for room 101

gallery 407 = gallery for room 401 (in this case the gallery is probably on the
floor above, i.e. gallery S 02 407 for room S 01 401)

 the security doors providing access to a room have the number of the room with a
suffix code. These suffixes do not appear on site (so the security door and the
room have the same number), except on the bar code labels for the inventory.
For example: transformer room T -3 976a and the security door for the
transformer room: T -3 976b

As an exception, the sanitary installations for the Members’ offices have the same
number as the office, also with an additional suffix code.
For example: Member’s office with security door and sanitary installations:

Number displayed for the three rooms T 05.108
Inventory No of the office T 05.108a

of the security door T 05.108b
of the sanitary installations T 05.108c

 a room which can be divided is listed without a suffix code when it refers to the
whole room, and with a suffix code when it refers to one of the parts of the room


For example: 60-seat divisible room in zone N 01 N 01 101

- ½ 60-seat divisible room in zone N 01 N 01 101a
- ½ 60-seat divisible room in zone N 01 N 01 101b

800 series for service rooms

 from 800 to 819: sanitary installations
maintenance rooms (cleaning)
Exception: sanitary installations of the Members’ offices (see
above)

 from 820 to 829: mail rooms
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 from 830 to 839: photocopier and self-service rooms

 from 840 to 842: IT rooms

 from 843 to 859: staircases:
A given staircase begins on the landing of the lower floor and runs to the last step
of the floor above. Example: staircase T 01 850 starts on the landing of floor 01
and ends on the step before the landing of floor 02.
Staircases follow a continuous numbering system. Therefore the staircase which
follows T 01 850 on the second floor is T 02 850, which begins on the landing of
floor 02 and ends on the last step before the third floor, and so on.
For the main staircase (double helix), the suffixes a and b are used to distinguish
one flight from the other.

 from 860 to 879: storage rooms

 from 880 to 899: circulation areas, corridors, passages, walkways and security
doors / lift landings. The limit of rooms in long corridors is generally determined
by the fire doors.

900 series for equipment rooms

 from 900 to 919: air-conditioning rooms, smoke-extraction rooms

 from 920 to 929: high-voltage rooms

 from 930 to 939: low-voltage rooms

 from 940 to 949: air treatment rooms, plumbing, EP

 from 950 to 959: equipment rooms for lifts, goods hoists, conveyors

 from 960 to 979: various equipment rooms

 980: pump shafts

 991: heat pumps
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2 HUMAN RESOURCES
2.1 Staff qualifications

The on-site organisational arrangements for human resources are made up of an
Administrative Part and an Operational Part.

All the posts described below must be occupied by full-time on-site staff assigned
exclusively to handle the tasks covered by this contract.

2.1.1 Administrative part
It comprises the person responsible for the administration, management and contractual
and administrative monitoring of the site and all the logistical tasks and planning.

2.1.1.1 Site Manager
The Site Manager ensures the efficient management of the site and the contractual
obligations of the contract. He is the Contractor’s representative within the framework
of the contract and acts on its behalf within the framework of its relations with the
Parliament’s representative.
He is contactable at all times.

Profile required
- Minimum of high school diploma or equivalent plus at least five years’

experience in similar duties or diploma of first-cycle education or equivalent
plus at least 10 years’ professional experience in a managerial position.

- Knowledge of the MS Windows office environment plus AutoCAD
- Knowledge of French at level C2 and English at level A2
- In-depth knowledge of the regulations applicable to the duties coming under

this contract

2.1.2 Operational part
The operational part covers all the staff responsible for carrying out operations related
to running the site.

The duties devolved to the operational part are defined hereinafter by category.  This
list is not exhaustive and in any case the duties coming under the contractor’s
obligations correspond as a minimum to those included in the order of 22 December
2008 amending the order of 2 May 2005 on the duties, employment and qualifications
of permanent staff of the fire safety services of public-access establishments and
high-rise buildings.

The coefficients given hereinafter for the various categories are those of the National
Collective Labour Agreement for guard and safety services providers in force in
France:
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2.1.2.1 General provisions

The following requirements are applicable to all the staff of the Operational Part:

- be at least 18 years old;
- hold authorisation from the regional authority;
- hold a level 2 team first-aid certificate (PSE2), which includes authorisation to use

a semi-automatic defibrillator (SAD) and automatic defibrillator (AD) and oxygen
therapy;

- have received training in receiving and handling telephone calls;
- have followed a training module in stress management;
- have knowledge of two official languages of the European Union including French

to level C2 and another language to level A2 recognised by the Council of Europe
(knowledge of German is an advantage);

- have sufficient IT knowledge to enable them to receive instructions and to draw
up and send clear, concise and accurate reports electronically, as well as to
consult the databases used by the security team.

2.1.2.2 On-site managers
The on-site manager’s duties correspond to those of fire safety service managers –
SSIAP 3 (see chapter 3 of the aforesaid order), which consist in organising and
managing the contractor’s fire safety service and being the technical advisor to the
head of the establishment or his representative, and which involve in particular:

- Managing the contractor’s fire safety service;
- Advising the head of the establishment or his representative on fire safety;
- Participating in the safety and accessibility committees;
- Monitoring the obligations to check and maintain the technical fire safety

installations;
- Updating the safety register under the authority of the Parliament’s

representative;
- Preparing, validating and dispatching reports on on-site fire safety and the

activities of the operational part;
- Conducting operations to evacuate, receive and render public assistance;
- Monitoring training measures and keeping his teams at the appropriate level;
- Preparing safety advisories concerning the specific arrangements, work or

events organised in the establishments;
- Etc.

The contractor will provide the on-site managers with mobile phones so that the
Parliament’s representative can contact them during and outside normal working
hours.

Minimum profile required

- supervisor, coefficient 170, SSIAP 3; professional card and PQC (Professional
Qualification Certificate);

- have a minimum of two years’ experience as SSIAP2 team leader;
- hold a first-cycle diploma of secondary education;
- hold a certificate proving at least four years’ experience in a position of

responsibility within the fire safety sector;
- hold an advanced fire safety and first-aid qualification (SSIAP 3) or equivalent;
- hold a qualification in or certificate of completion of a training course allowing

use of AutoCAD plan management software.
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2.1.2.3 Team leaders
The team leader’s duties correspond to those of fire safety team leaders – SSIAP 2
(see chapter 2 of the aforesaid order), which consist in ensuring the safety of people
and property in the event of fire with the team for which he is responsible, and which
involve in particular:

- health and safety at work as it applies to fire safety;
- basic maintenance and checking of technical safety installations;
- management of the fire safety team;
- reporting to higher authorities;
- knowledge and application of fire safety instructions;
- management of lift incidents;
- reading and handling of indicator panels;
- additional security patrols;
- managing the fire safety control centre in a crisis;
- maintaining and checking the skills of fire safety officers;
- training and advising other categories of staff;
- conducting operations to evacuate and call for public assistance in the absence

of on-site managers;
- passing on instructions when positions are changed.

Profile required
- supervisor, coefficient 150, SSIAP 2; professional card and PQC;
- hold a first-cycle diploma of secondary education;
- hold a certificate attesting at least two years’ experience in the position of team

leader in the fire safety sector;
- hold an intermediate fire safety and first-aid qualification (SSIAP 2) or

equivalent.

2.1.2.4 Fire safety officers
The fire safety officer’s duties correspond to those of fire safety officers – SSIAP 1
(see chapter 1 of the aforesaid order), which consist in ensuring the safety of people
and property in the event of fire, and which involve in particular:

- basic maintenance and checking of fire safety installations and equipment;
- carrying out safety instructions;
- reading and handling of indicator panels;
- security patrols and work surveillance;
- drawing up detailed reports on any incidents or anomalies relating to fire safety;
- surveillance at the fire safety control centre;
- calling and receiving the public emergency services;
- providing assistance and helping victims;
- deploying emergency and safety equipment;
- public information and awareness-raising.
- Initial intervention in the event of an incident and making persons and premises

safe;
- issuance of the fire, dust and platform permits under the authority of the Team

Leader.

Profile required
- operating agent, coefficient 140, SSIAP 1; professional card and PQC;
- hold a certificate attesting at least one year’s experience in the position of fire

safety officer;
- hold a basic fire safety and first-aid qualification (SSIAP 1) or equivalent.
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2.2 On-site organisation

2.2.1 Administrative part

The composition set out hereinafter, based on one full-time on-site position, corresponds
to the minimum workforce required and the contractor is free to propose a larger
workforce for the administrative part if this seems necessary to the contractor.

2.2.1.1 Description of the organisation
The administrative part is made up as follows:

Site Manager 1
This is the minimum organisational structure which the Contractor must set up and
maintain, at all times, under this contract.
This member of staff must be assigned exclusively to the site on a full-time basis.

During the Site Manager’s leave, a person seconded by the on-site contractor fulfils
his duties.

2.2.1.2 Working hours
The site manager will be present in the European Parliament’s buildings on all
working days from 08.30 to 17.45, except on Fridays not preceding the Strasbourg
part-session when the team must be present from 08.30 to 13.30. During part-
sessions, the working hours will be 08.30 to 18.30, Monday to Thursday inclusive.

2.2.2 Operational part

2.2.2.1 Description of the organisation
The operational part is based on the regulated hierarchical duties and is articulated
as follows:

The operational part is placed under the authority of the on-site Manager. It is split
into two entities, each allocated to one of the establishments occupied by the
Institution in Strasbourg. These two entities are divided into 3 teams (plus 1 team for
part-session daytime backup - ci point below). Each team is placed under the
authority of a team Leader.
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2.2.2.2 Workforces to be maintained
The figures given herein under are given by way of indication; they will be adapted in
accordance with the requirements of the regulations and the Institution’s activity.
In any case the hours to be served are those defined by the order forms issued by the
European Parliament.

PART-SESSION – Daytime workforce (Monday to Thursday, 07.00 to 19.00)
On-site Manager 1
Team leader 3
Fire safety officer 14
Part-session daytime backup:*
1 team leader and 5 fire safety officers (07.00/19.00)

PART-SESSION – Night-time workforce (Monday to Wed, 19.00 to 07.00)
On-site Manager 1
Team leader 3
Fire safety officer 12

NON-PART-SESSION – Daytime workforce (Monday to Friday, 07.00 to 19.00)
Team leader 3
Fire safety officer 12
Chamber backup 2 fire safety officers (09.00 to 18.00) *

NON-PART-SESSION – Night-time workforce (Monday to Friday, 19.00 to 07.00)
Team leader 2
Fire safety officer 8

WEEKENDS and HOLIDAYS
Team leader 2
Fire safety officer 8

EUROSCOLA BACKUP
This event takes place some 20 times a year and an addition to the non-part-session
workforce is needed for two days.
1 team leader and 3 fire safety officers (09.00/19.00)

* The day part-session backup and chamber backup workforces are imposed by the
French administrative authority within the framework of compensatory measures for
an indefinite period.

Note that exceptional events are organised several times a year such as Open Doors;
during these days; the maximum workforce is to be provided with any additional
backups.

2.3 Reserve resources
So as to be able to guarantee the services defined by the specifications and the hours
ordered, the contractor is obliged to have outside the site an operational reserve enabling
it to replace at a moment’s notice and without delay any officer unable to fulfil his duties.

The contractor alone is responsible for managing these reserve resources and may on no
account take advantage of the non-availability of staff in order not to comply with the
volume of services ordered.
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3 TECHNICAL RESOURCES
3.1 Equipment of the operational part

3.1.1 Individual items of equipment
The European Parliament requires from the contractor that the staff of the operational
part (fire safety officers, team leaders and on-site managers) be provided with uniforms
and equipment complying with French laws governing fire safety activities.
The contractor will ensure that the uniforms and equipment are worn appropriately,
maintained and replaced as needed so that staff are well turned out at all times.

3.1.1.1 Working clothes of fire safety officers
Officers will be provided with a sufficient quantity of working clothes. These clothes
are made up as follows:
 Red polo shirt with white markings on a black background (fire safety);
 Red sweatshirt with white markings on a black background (fire safety);
 F1-type trousers without red stripe with a retro-reflective band at the bottom

of the trousers;
 Fire boots with laces or cords;
 Parka with retro-reflective bands around the chest and on the sleeves and

around and at the bottom of the jacket.

3.1.1.2 Working clothes of the team leaders
The clothes of the team leaders will be strictly identical to those of the fire safety
officers with the exception of the colour of the polo shirt or the sweatshirt (e.g. grey),
which will differ from that of the fire safety officers so as to differentiate them
immediately in the event of intervention.

3.1.1.3 Working clothes of on-site managers
The clothes of the on-site managers will be strictly identical to those of the team
leaders and the fire safety officers with the exception of the colour of the polo shirt or
the sweatshirt (e.g. black), which will differ from that of the fire safety officers and the
team leaders so as to differentiate them immediately in the event of intervention.
It will be, however, accepted that the on-site managers wear a uniform (trousers and
shirt) specific to their function, provided this uniform has received the backing of the
Parliament’s representative.
If this uniform is worn, all the on-site managers present are obliged to wear it.

3.1.1.4 Individual items of equipment
Each officer must be provided as a minimum with the following individual items of

equipment:
- Firefighters’ belt
- Gloves/flashlight holder
- Strap for keys
- Fire gloves
- Flameproof flashlight
- A multipurpose hydrant wrench

3.1.1.5 Identification and insignia
In addition to the insignia expressly imposed by the laws or regulations in force, the
uniforms of fire safety staff will bear the European Parliament’s specific identification
badge and a distinctive sign allowing the various functions set out in these
specifications to be recognised.
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3.1.2 Collective equipment

3.1.2.1 Radio-communication system
The radio-communication system will be made available to the contractor by the
European Parliament, which will be responsible for its administration and
maintenance.
This equipment comes within the category of Property entrusted to the contractor with
the related obligations.

3.1.2.2 Infrastructure systems
All the systems attached to the buildings come within this category such as:

- Emergency exit control systems
- Fire safety systems
- Lift intercom systems
- Safety wall intercom system
- Dispatching telephones
- Electronic key cabinets
- Etc.

3.1.2.3 Sundry equipment made available
The equipment listed in the annex will be made available to the contractor, which will
be responsible for its management and monitoring by the European Parliament,
which will be responsible for its maintenance.
This equipment comes within the category of Property entrusted to the contractor with
the related obligations.

3.2 Equipment of the administrative part
The Contractor will at its own expense implement and operate all the management tools
required by it within the framework of its duties. These management tools will be
computerised wherever possible.
This equipment will comprise among others the following material and supplies:

- a photocopier with a scanner function, which the contractor will maintain and repair at
its own expense. It will also supply the toner, paper reams and all other consumables
needed for its correct operation;

- sundry office supplies (paper, notebooks, pens, folders, binders, etc.).

3.3 Common equipment

3.3.1.1 ELDTS – Event logging and data transfer system
In order to ensure optimal logging of events (log book), information transfer,
computerised forwarding of instructions intended for officers and editing and
forwarding of reports intended for the Fire Prevention Unit, the contractor will put in
place, at its own expense, suitable IT equipment.

The European Parliament will make available to the contractor the network
connections needed for interconnection of the IT equipment comprising this system.

This equipment must allow the documents referred to above to be forwarded with
the level of confidentiality required in security matters. It must also allow data to be
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archived reliably and without any possibility of modification and the dates and times
when documents were drawn up/submitted to be recorded automatically.

The contractor will be responsible for the maintenance of this system at its own
throughout the term of the contract. In the event of a fault, a solution must be
provided to bring the system back into operation within two hours. The system must
be repaired within eight hours during part-sessions and within 24 hours during non-
part-sessions.

3.3.1.2 Common patrol monitoring system
The patrol monitoring system will be made available to the contractor by the
European Parliament, which will be responsible for its administration and
maintenance.
This equipment comes within the category of Property entrusted to the contractor with
the related obligations.

3.3.1.3 Timekeeping system
A timekeeping system complying with the regulations applicable in France must be
put in place by the Contractor at its own expense. Use of this system will be imposed
on all the staff of the Operational Part.

This system will provide the attendance records and other documents related to the
management and monitoring of staff attendance and the records and documents
needed to invoice services. These documents must be transmitted to the Fire
Prevention Unit in paper form or in a computerised form at its earliest convenience
and be drawn up in accordance with the division by categories of positions and
included in the order forms.

Data recorded by this system may obviously not be modified. The contractor will at
the time of commissioning its system submit an ad hoc certificate issued by a certified
organisation attesting the absolute reliability of the system and all the data that it
contains.
In the event of renewal of the contract and on its anniversary date, the contractor will
submit to the Fire Prevention Unit the results of the annual verification to be carried
out by the certification and control body.

The Fire Prevention Unit will have access to this programme in order to be able to
monitor in real time the recordings of service providers.

All maintenance, repair and certification costs for the timekeeping system installed by
the contractor will be borne by the contractor. In the event of a fault, a workaround
solution must be provided to bring the system back into operation within two hours.
The system must be repaired within 24 hours.

During performance of the framework contract, the European Parliament reserves the
right to impose its own system for monitoring services.

3.3.1.4 CAD station and plotter
A CAD station with AutoCAD® and an A0 plotter will be made available to the
contractor by the Parliament, which will be responsible for their maintenance and
administration, including the necessary consumables. This equipment may have to be
shared with other services of the Institution.

3.3.1.5 Office IT resources
The contractor will put in place at its own expense the specific IT resources needed
for the proper performance of all the tasks other than those described hereinabove.

The Parliament will make available to the contractor the connections needed for the
proper functioning of this equipment. The contractor’s attention is drawn, however, to
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the rules applicable within the Institution and the limitations, if any, or unauthorised
protocols inherent in the Institution’s IT policy.

4 DOCUMENTS
4.1 Permanent documents

4.1.1 Permanent guides
All services under this contract are governed by the specific methods and procedures
incorporated in the guides.

These documents will be produced in electronic form.

4.1.1.1 Administrative guide
This guide comprises:

- The Applied Methodology
- The Administrative Procedures and Instructions
- The Instructions provided by Parliament’s representative

Along with all the documentation needed by the administrative staff for the proper
performance of the services.

This document must be supplied by the Contractor at the end of the Start-up and
Operating Period.

4.1.1.2 Operational guide
This guide comprises:

- The Applied Methodology
- The Operating Procedures and Instructions
- The Instructions provided by Parliament’s representative

Along with all the documentation needed by the operational staff for the proper
performance of the services.

This document must be supplied by the Contractor at the end of the Start-up and
Operating Period.

4.1.1.3 Training guide
This guide comprises:

- The Applied Methodology
- The staff training procedures

Along with all the documents issued in the context of staff training or enabling
actions in this field to be monitored.

This document must be supplied by the Contractor at the end of the Start-up and
Operating Period.

4.1.1.4 Compliance monitoring guide
This guide comprises:

- The Applied Methodology
- The Compliance Monitoring procedures
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It will also contain all the documents issued in the context of compliance
monitoring or enabling actions in this field to be monitored.

This document must be supplied by the Contractor at the end of the Start-up and
Operating Period.

4.1.1.5 Technology monitoring guide
This guide comprises:

- The Applied Methodology
- The Technology Monitoring procedures

It will also contain all the documents issued in the context of technology
monitoring or enabling actions in this field to be monitored.

This document must be supplied by the Contractor at the end of the Start-up and
Operating Period.

4.1.2 Other permanent documents

4.1.2.1 List of items entrusted to the Contractor (Pe)
The Contractor will keep a permanently updated inventory of items entrusted to it
by the Parliament.

This statement sets out their state and locality for each of the items entrusted.  The
Parliament will regularly inspect this document.

4.1.2.2 Initial inventory of the premises
The inventory is the reference document concerning the state of equipment and
systems. It is defined in the Special Administrative Provisions and Specifications.
The content of this document, drawn up in the presence of both parties at the start
of the contract, will not change.

4.2 Periodic documents

4.2.1 Annual Prevention Plan (A)

The Contractor will draw up the Annual Prevention Plan in collaboration with the
Parliament’s representative and submit it to the Parliament for validation.
Such prevention plan will comply with the applicable regulations, in particular the
provisions of articles R4512-6 to 12 of the Labour Code and the order of 19 March 1993.

It will indicate specific and detailed planned measures for incorporating security both in
defining the work practices and in the different phases of performing the work with regard
to the main risks faced by staff.

Throughout the term of the contract, the Contractor will ensure, in coordination with the
Parliament’s representative, that the Annual Prevention Plan is perfectly suited to the
conditions of performance of the service.
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The Annual Prevention Plan will be updated as often as necessary. It will be redrafted
every year and submitted to the Parliament’s representative by the first day of the annual
period to which it relates.

4.2.2 Annual activity report (A)
This report will contain consolidated information from the Monthly Activity Reports and
provide statistical and qualitative analyses of the services and events of the past year and
a quantitative annual valuation of the services.

The report will be submitted by the Contractor in the month following the annual period
concerned.

4.2.3 Monthly Activity Report (M)
The Monthly Activity Report is divided into three sections.

The first section will contain the indicators for monitoring the services.

The second section provides details relating to these indicators and the elements
required to support them.

The third section covers for the period in question all the information related to the
Contractor’s duties and activities, including at least:

- The list of the Contractor’s staff
- A monthly presence summary
- The summary of interventions
- Pertinent facts
- Incident monitoring
- The summary of training measures
- The information produced as a result of the compliance and technology

monitoring, where applicable

This Monthly Activity Report is provided by the Contractor during the first week of the
month following the month to which it relates.

4.2.4 Weekly Activity Report (W)
The Weekly Activity Report provides information on activities in the preceding week and
the necessary support elements.

- The list of duties performed
- A summary of interventions
- A summary of incidents and pertinent facts
- The weekly presence statement for the preceding week
- Etc.

This Weekly Activity Report will be provided by the Contractor within two working days of
the week to which it relates.

4.2.5 Monthly activity and presence forecast (M)
The monthly activity forecast provides on-site staff presence forecasts for the month
ahead.

It contains for the month ahead:

- Staff presence forecasts
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- The list of activities planned
- A list and programme of training measures planned for the Contractor’s staff

It will also contain any exceptional event and, where appropriate, a justification for staff
absences.

This monthly forecast will be provided by the Contractor on the first working day of the
week preceding the month to which it relates. It will be submitted up to date and
resubmitted during the period concerned in the event of any notable modification to the
forecasts.

4.2.6 Monthly presence summary (M)
The monthly presence summary will cover all the information from the weekly presence
reports for the month in question.

It establishes a detailed comparison between the hours actually worked and those
ordered for the month to which it relates.

It also contains, where applicable, a justification for staff absences.

This summary is provided on a monthly basis by the Contractor during the first week of
the month following the month to which it relates. It may be incorporated into the Monthly
Activity Report.

4.2.7 Weekly presence report (W)
The weekly presence report provides, for the preceding week, details of the times the
Contractor’s staff were present and the hours actually worked.

It also contains, where applicable, a justification for staff absences.

It is enriched with staff timekeeping readings.

This report is supplied on a weekly basis by the Contractor in the first two days following
the week to which it relates. It may be incorporated into the Weekly Activity Report.

4.3 Ad hoc documents

4.3.1 Intervention report (ah)
This document is issued systematically by the Contractor following any intervention by its
staff as part of prevention or fire intervention.

It contains all the information related to the information conducted, and as a minimum:

- The origin, causes and circumstances of the detection
- The intervening parties and the methods of intervention
- The findings
- The measures taken
- The individuals notified of the incident
- A detailed time line of the intervention

4.3.2 Assistance report (ah)
This document is issued systematically by the Contractor following any intervention by its
staff as part of assisting a person or first aid.



Page 22 of 26

It contains all the information related to the information conducted, and as a minimum:

- The origin of the call or the information
- The origin, causes and circumstances of the incident or accident
- The intervening parties and the methods of intervention
- The findings
- The measures taken
- The individuals notified of the incident
- A detailed time line of the intervention

4.3.3 Control or anomaly forms of the Fire Safety Systems
(hereinafter FSSs)

These forms are issued systematically by the Contractor following any safety procedure
for the FSSs to be returned to monitoring state.
Their format and the methods of their use are defined in the Operating Terms of the FSSs
annexed to this form.

4.4 Operational documents
The operational documentation for whose management the Contractor is responsible covers
the documents needed for the emergency services in the event of intervention and the
location of the mobile emergency resources, along with the documents needed within the
framework of operation of the establishments or required by the regulations.

4.4.1 Intervention plans – Defence plan
The Contractor prepares and updates the intervention plans and collaborates in preparing
the defence plan of each establishment by providing the necessary plans.

Where these plans are drawn up on the basis of architectural plans, they will use the
external architectural references (Xref AutoCAD) made available to the Contractor by the
European Parliament.

These documents are drawn up in AutoCAD® format, in accordance with the graphical
chart and the instructions laid down in the Plan Library Manual.

The Contractor is responsible for monitoring and continuously updating these plans on
the basis of its findings or information provided to it. The Contractor does not update the
external references made available. The Contractor is obliged to create the necessary
plans if they do not exist.

4.4.2 Emergency resources location plans
The Contractor prepares and updates the emergency resources location plans for whose
monitoring it is responsible.

Where these plans are drawn up on the basis of architectural plans, they will use the
external architectural references (plans in AutoCAD® format) made available to the
Contractor by the European Parliament.

These documents are drawn up in AutoCAD® format, in accordance with the graphical
chart and the instructions laid down in the Plan Library Manual.

The Contractor is responsible for monitoring and continuously updating these plans on
the basis of its findings or information provided to it. The Contractor does not update the
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external references made available. The Contractor is obliged to create the necessary
plans if they do not exist.

4.4.3 Safety Register
The Safety Register is that defined by the French regulations, supplemented by all the
historical fire prevention elements.
Keeping this register is shared between the European Parliament and the Contractor,
which is obliged to produce in the form defined by the Parliament any document related to
its duties, which must be stated therein.

5 PENALTIES
5.1 General remarks
This form sets out the penalties applicable under this contract. It may be amended in
accordance with the Special Administrative Provisions and Specifications.

When a period is taken into account in calculating a penalty, each period started (hour, day,
month, etc.) is regarded as an entire period for calculating the penalty to be applied.

Application of penalties does not release the Contractor from its contractual or legal
obligations.

5.2 Penalties by default
For any breaches of the provisions of this contract for which a penalty is not defined in the
following paragraphs, the following penalties apply:

5.2.1 Any breach of an obligation:
For any breach of any obligation for which no specific penalty is specified, a penalty of
100 (one hundred) euros will be applied.

If the breach concerns time limits, this penalty will be multiplied by the number of working
days of delay, or hours of delay if the time limit is expressed in hours.

5.2.2 Breach distorting control or verification of services
For any breach preventing or distorting control or verification of services or having an
influence on the indicators used within the framework of this contract, a penalty of 1 000
(one thousand) euros will be applied per breach.

If the breach concerns time limits, this penalty will be multiplied by the number of working
days of delay.

5.3 Human resources

5.3.1 Non-compliance of the organisation to be implemented
The absence without replacement of Site Manager is sanctioned by a penalty equal to
200 (two hundred) euros per working day of absence and per person missing.
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5.3.2 Non-performance of services

The penalties will amount to 100% of the value of the services ordered, by the European
Parliament, which are not executed or are performed incorrectly by the contractor.

If the total amount of services performed by the contractor is less than 97.5% of the
amount of those ordered by the European Parliament, these penalties will be applied
automatically. In case the amount of services performed by the contractor is above
97.5% of those ordered by the European Parliament, the European Parliament reserves
the right to apply these penalties on the value of the services ordered and not executed
or performed incorrectly.

5.3.3 Non-awareness of the allocation of staff present on the site
The Site Manager must be in a position to provide at any time the allocation of his staff on
the site (geographical position and activity); a penalty of 100 (one hundred) euros will be
applied per person present on the site and whose allocation is not fully known.

5.3.4 Non-compliance with qualifications
Non-compliance with the minimum qualifications defined for staff is sanctioned by a
penalty of 500 (five hundred) euros per month and per breach recorded.

5.3.5 Conduct of staff
In the event of unacceptable conduct on the part of its staff (drunkenness, aggressive
behaviour, discourtesy, rudeness, etc.), a penalty of 200 (two hundred) euros will be
applied per breach recorded.

5.3.6 Dress code
If dirty, slovenly or inadequate clothing is worn, a penalty of 200 (two hundred) euros will
be applied per breach recorded.

5.3.7 Failure to attend scheduled meetings
Failure of the Contractor’s staff to attend scheduled meetings will lead to a penalty of 100
(one hundred) euros per person absent.

5.3.8 Non-compliance with instructions and/or procedures
In the event of non-compliance by its staff with the instructions or procedures in force, a
penalty of 100 (one hundred) euros will be applied per breach recorded.

5.4 Technical resources

5.4.1 Response time
If the Contractor exceeds the time limits set for restoring or returning to service the
systems that it is obliged to put in place, a penalty of 200 (two hundred) euros is applied
per calendar day of delay for each operation for which this time limit has not been
respected.

5.4.2 Incomplete or erroneous state of goods entrusted
If the state of the goods entrusted to the Contractor is incorrect, a penalty of 100 (one
hundred) euros will be applied for each error recorded.
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5.4.3 General state of equipment
If equipment is abnormally dirty or in bad condition, a penalty of 100 (one hundred) euros
will be applied for each finding.

This penalty may be applied more than once to the same item of equipment insofar as the
contractor has not taken the necessary measures to restore it to its normal condition
within a reasonable time after being advised of the anomaly.

5.5 Contract documents

5.5.1 Failure to submit or present documents
A penalty of 200 (two hundred) euros per document listed in the file STS – Documents file
not submitted within the times allowed will be applied.

Such penalty is applied in an identical manner for all informative documents requested
from the Contractor by the Parliament’s Representative.

Each penalty will be increased by 50 (fifty) euros per day of delay as from the second
day.

5.5.2 Failure to keep documents up to date
For each out-of-date permanent document listed in the STS – Documents file, a penalty
of 500 (five hundred) euros per document will be applied.

Such penalty is applied in an identical manner for all operational or technical documents
related to the Contractor’s duties.

5.5.3 Non-compliance with logging of events and interventions
In the event of non-compliance with a maximum period of two hours to input logs in the
event logging and data transfer system (ELDTS) tool, a penalty of 100 (one hundred)
euros net of tax will be applied per operation and per working day of delay.
This period is calculated between the time when the event occurs and that when it is
logged in the event logging and data transfer system (ELDTS) tool.

5.5.4 Delay in drafting instructions
If the Contractor fails within a maximum period of 24 hours to draft operating instructions
intended for its staff following an instruction issued by the Parliament’s representative, a
penalty of 200 (two hundred) euros will be applied per operation and per day of delay.

5.5.5 Non-surrender of documents at end of contract
In the event of non-surrender on the last day of the contract of the documents listed under
the contract, software and databases included in the operating systems put in place, a
penalty of 10 000 euros net of tax will be applied.

This penalty is in addition to all current penalties without limit.

On recording the breach, the European Parliament will notify the contractor by email and
ordinary letter of its intention to apply a penalty. This letter will indicate the reason for the
penalty and the amount thereof.
The contractor will have eight working days from the date after the date of dispatch of the
letter to provide its explanations in writing. If such explanation is satisfactory, the
European Parliament will confirm in writing that the penalty will not be applied. Otherwise
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the European Parliament will organise an explanation meeting. It is only at the end of this
meeting that the European Parliament will cancel or confirm in writing application of the
penalty announced, with effect from the day following the date of notification to the
contractor.

6 ANNEXES
The following annexes are attached to this document of which they are deemed to form an
integral part:

Annex 1: Modus operandi of the Fire Safety Systems – Strasbourg site


