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About Khadamat Facilities Management LLC
Who are we?
Khadamat Facilities Management LLC is a joint venture (JV) company formed to operate the United Arab Emirates University (UAEU) Maqam Campus in Al Ain.
The company combines the investment and development skills of Mubadala Development Company which is 100% owned by the Government of Abu Dhabi and the facilities management *FM) skills of Serco, a leading global task management company.
1. WELCOME 
Khadamat welcomes you to your office facilities at the Crescent Building, Maqam Campus. The Crescent Building is made up of separate designated areas and buildings:
	D1
	Great Hall and supporting rooms are located on basement Level B2 to the North of the complex.


	D2
	Library and supporting rooms are located on basement level B1 to the South of the complex.


	D3
	The offices wing are located on levels 1 to 3 on the west of the main building are as follows:

	Ground Floor

 
	(Room number) Admission and Registration

	
	(Room number) Building Administrator 

	
	(Room number) Business Center 

	1st Floor
	(Room number) UITS 

	 2nd Floor


	(Room number) CFO Office

	
	(Room number) CPD

	
	(Room number) Budget

	
	(Room number) Operation and Controller

	
	(Room number) Controller

	3rd Floor


	(Room number) Provost 

	
	(Room number) SG 

	
	(Room number) V.PROVOST FOR UNDERGRADUATE EDUCATION 


	D4
	The Offices Wing are located on levels 1 to 3 on the east of the main building are as follows:

	Ground Floor
	(Room number) Admission and Registration

	
	(Room number) Building Administrator 

	
	(Room number) Dean Of Students 

	
	(Room number) FMD– Catering 

	
	(Room number) Post Office   

	1st Floor
	(Room number) Vice Provost for Research  Graduate Studies 

	
	(Room number) CRD 

	
	(Room number) Dean Of Students 

	2nd Floor


	(Room number) HR & Housing

	
	(Room number) FMD

	3rd Floor
	(Room number) Chancellor office

	
	(Room number) Vice Chancellor office


The following information is provided to aid you in the occupation of your offices and in understanding the basic operations of the Building.  If you have any specific queries that are not covered within this brochure then please contact the Khadamat Service Desk at Tel: 03-7138000 or Email servicedesk@khadamat.ae 
2. KHADAMAT SERVICE DESK
The Khadamat Service Desk is a Single Point of Contact for all defects, requests and concerns regarding the Facilities Management Services.  The Khadamat Service Desk operates 24 hours a day, seven days a week. All calls received are logged into a system and handled in accordance with the agreed service levels. A unique reference number is generated for every request which can be used to track and follow up on your requests. All calls made to the Khadamat Service Desk are recorded for quality monitoring and training purposes.
Occupants of the Building are encouraged to report all defects or concerns in the Building, in this way Khadamat will be able to maintain the Building to the highest standards possible ensuring that the reputation of the UAEU and Khadamat, is maintained for all visitors.
Operating Hours: 24/7
For inquiries related to any of Khadamat’s services or to log requests or complaints you may contact the Khadamat Service Desk at: 
Tel: 03-7138000 
Email: servicedesk@khadamat.ae 
Website: http://www.khadamat.ae/my_forms.aspx?fid=1
3. FIRE SAFETY

Fire is identified as a significant risk in educational buildings. As a proactive approach, the following Fire Safety Guidelines shall help to eliminate potential ignition sources to start a fire and to take appropriate actions in the event of fire. 

a) Mandatory fire prevention guidelines
The following is prohibited in all buildings:
· Smoking

· Usage of candles, incense, fire crackers, Oudh / Bukhore, lighter and matches

· Usage of Electric and Gas stoves in non-designated area
Guidelines

i. Electrical
· Do not overload any electrical Sockets / leads

· Use only extension leads which are fused and complying with BS  6500 and 5713

· Do not use any damaged Cable, Socket or Plugs.

· Do not use coiled type extensions lead which can overload & over heat and easily start fire.

· Do not cover computer CPU which generates heat.

· Switch off laptop charger after use

· Switch off all unused electrical appliances after use.

ii. Hazardous Substances 
· All hazardous substances such as adhesives and solvents should be handle, store and dispose carefully as per their Safety Data Sheet

· Ensure the safe practices in Shared Labs according to UAEU Laboratory Safety Policy.

iii. House keeping
· Do not allow built up of rubbish and litter.

· Do not keep any obstructions in the passages, stairways and emergency exits.

· Dispose of all cartons, empty boxes etc when no longer in use

Note: Very sensitive smoke detector is installed in the buildings Do not use any deodorized spray (deodorant / hairspray, air fresheners etc) in the vicinity of smoke detector, as these items have the ability activate the smoke detector and start a fire alarm. 

Safe Practice at Kitchen / refreshment area

· Usage of cooking items e.g. Microwave oven, Toaster, Kettles are allowed only at designated areas.

· Do not cover the microwave oven air vents.

· Do not use metal edged bowls, metal plates or cups, tin foil. Use only microwave safe materials
· Never leave a microwave oven unattended when you are cooking.

· Fill the water before you switch on the kettle and switch off after use.

‘’Be familiar with your building Emergency Evacuation Floor Plan and always remember your designated Assembly Point and Escape route’’
b) Guidelines for the Events

Event coordinators should ensure the following Fire Safety Guidelines are applied when organizing events in the UAE University. All the guidelines below are in accordance with local Civil Defence Regulations and the best practices to avoid a fire incident, and mitigate the severity/damage during an unlikely event of fire

Guidelines

· Do not block or impede any fire exits or fire escape routes.

The number and size of fire exits and fire escape route is according to building classification and the occupancy load. Obstructions to these provisions will cause difficulties to escape during emergency.

· Do not block access to, move or otherwise tamper with portable firefighting equipment (extinguishers, fire hose reels etc)

Blocking the access and moving from original location of firefighting equipment will cause delay in accessing these equipment for an immediate response of fire, which can grow large and out of control, and do not misuse it.  

· Do not block access to or  tamper with fixed firefighting systems (sprinklers, alarms, detector heads, Manual Call Points etc)

Smoke, heat and beam detectors are provided to detect a fire in the early stage so do not cover the detection devices, and not to hang anything on the sprinkler heads. 

· Do not use pyrotechnics and open flames

Pyrotechnics, candle, gas lighter, matches, smoking etc can ignite other burnable items and start up a fire.

External Campfire and pyrotechnics works are subject to Civil Defence approval and Event Coordinator should obtain it prior to the task

· Control the use of laser, smoke, fog or haze equipments

Laser shows and other smoke producing activity like fogging or hazing can activate fire alarm. Many other functions are integrated to the fire alarm system so fire alarm activation will result service failure of A/c, doors etc.  

· Do not overload electrical sockets 

Use only safe electrical connections and do not overload any sockets in order to avoid fire incidents.

· Do not cover lights

Do not cover the lights and do not keep any burnable items close to Halogen lights.

· Control the usage of Sterno Gel Fuel 
Event Coordinators should ensure that catering companies are following safe working practice while using sterno gel fuel for food warming.

· Good house keeping

Do not keep flammable objects (hardboard, packing material etc) in the area of event. Dispose them immediately to suitable waste skip.

· Do not park the vehicle in front of Breeching Inlets

The purpose of breeching inlet is to intake water from Civil Defence vehicles during emergency.  Obstructions in its way will hamper water supply to the building. 

· D1 Great Hall – Keep the sliding walls open whenever the occupancy reaches 1000 people or more.

· Details of “Peoples with special needs” should be available with Event Coordinator. 

· Portable Power Generators 

· Do not keep portable generators in the buildings or in the basements. Generators must be safe to use in terms of sound connection, no leakage, less noise etc

c) Actions in the event of fire
If you discover a fire: 

· Shout Fire, Fire, Fire and activate the nearest Manual Fire Alarm.

· Evacuate the building safely, calmly and immediately and muster at the assigned Assembly Point.

· Do not  use elevator  during a fire

· Stay at Assembly Point and pass the information about the fire (location, size, what was burning, was door open/closed, etc.) to the Emergency Responding Team / Fire Warden / Security Staff / Fire Marshall. 

· Do not go back to the building unless you got all clear signals from the Authorized Personnel.

If you hear the first stage fire alarm bell (lasting 30 seconds);
· Prepare to evacuate the building.
If you hear the second stage fire alarm with announcement in Arabic/English to evacuate the building;
· Leave the building safely, calmly and immediately and muster at the designated Assembly Point
· Wait for the further instructions from Fire Warden / Emergency Responding Team / Security staff / Fire Marshall.

If you hear a standby announcement; 

· Wait for the further instructions from Fire Warden / Emergency Responding Team / Security staff / Fire Marshall.

d) Evacuation route and Assembly Point locations
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4. SECURITY SERVICES
Khadamat provides a high profile and visible Security Services that creates a safe and secure environment for the UAE University students, staff, Contractors and visitors 24 hours a day.
e) Access Control 

The access control system is an electronic system which controls doors and users’ access to maintain the security on the campus. There are 2 types of access controlled doors: 

· On line doors: Main entrance doors, passageway doors and some offices doors which can be programmed for general entry by many users. 

· Off line Doors: Doors to specific offices, stores and maintenance rooms which are restricted to very specific users only. 

f) Access Cards 
Access to designated buildings and rooms is controlled by access cards. The access card is programmed to permit entry to users in accordance with permissions agreed with the UAEU. 

If an access card is not functioning, it generally means that the card has not been updated or the card holder does not have authorized access to a designated door. If your card fails to work please show the card at any On Line Door for an update; if the card continues to fail to permit entry please contact the Khadamat Service Desk at Tel: 03-7138000 Email: servicedesk@khadamat.ae.

· To request a new access card please contact UAEU Human Resources by phone at 03- 713-5888 or by e-mail at HR_Dept@uaeu.ac.ae 
· To activate/update your access card go to any Crescent Building online card reader, scan your card and hold it till you see the green light, if card fails to permit entry please contact the Khadamat Service Desk at Tel: 03-7138000 Email: servicedesk@khadamat.ae  

g) Metal Keys 
Metal Keys for rooms are held and issued by Khadamat. Requests for authorization to issue keys can be made by contacting FMD at fmd@uaeu.ac.ae.  
h) Visitors 
In order to ensure a smooth entry into the Crescent Building by visitors, it is recommended that notification be provided to the Khadamat Security Staff at least 24 hours in advance. Please contact the Crescent Building Reception Desk c.support@uaeu.ac.ae. Or Khadamat Service Desk at Tel: 03-7138000 Email: servicedesk@khadamat.ae 

i) Parking 

           Parking in the front of the Crescent Building is not permitted. Underground vehicle  
           parking is reserved for authorized personnel. UAEU Golf carts will pick-up and drop-off 
           passengers between the parking and the building from 7:30 am to 4:30 pm. Visitors to the     
     campus must park in the designated visitor parking located in the North East Car Park of the 
    building (Appendix 2).  

  Crescent Building Customer Service Desk:- 03-713-4170 or by e-mail at 
  c.support@uaeu.ac.ae. 
5. ESTATES SERVICES 
Khadamat Estates Management Services primary responsibility is the upkeep and maintenance of the Campus buildings, the building systems and the equipment within them.
a) Air Conditioning:

Air conditioning throughout the buildings can be adjusted by two methods:
· The temperature can be adjusted by the end user locally by using the wall mounted controllers installed in designated areas within air conditioning zones. 

· To maintain the design temperature for the building (24 degrees Celsius) the On/ Off commands and temperature settings is managed by Khadamat through the Building Management System (BMS). 

To request for Air Conditioning services you may contact:

Khadamat service desk at 
Tel: 03-7138000 
Email: servicedesk@khadamat.ae 

Website: http://www.khadamat.ae/my_forms.aspx?fid=1
b) Lighting:

Lighting for the buildings is controlled by two methods:-

· Rooms and offices are controlled by wall mounted local switches; occupants are advised to switch off the lights as they exit. 

· Communal areas including reception, corridors and stairways are controlled through the Building Management System (BMS).To promote the use of natural daylight and to save energy, the lights are auto scheduled to turn on at 6AM to 9AM and from 5PM to 10PM daily.  

c) Lift Emergency:






        
In case the lift stops operating and you are stuck inside; please follow the instructions posted next to the control panel. Pressing the lift emergency button puts you in immediate verbal communication with the Khadamat security control room that will provide you with further assistance.
6. TIMETABLING
Timetabling Services are operated by the Khadamat Timetabling Department. The services provided are:
· The production of timetables for the academic teaching for the Fall, Spring and Summer semesters

· Ad-hoc room bookings for teaching rooms, lecture theatres and various halls and auditoriums on the Male and Female campus.

· Final Exam room allotments 

Room Bookings
a) Common Meeting Rooms 

The reservation of the meeting rooms within the Crescent Building will be handled by the administrative assistants / coordinators in each department using their normal MS Outlook calendar. UITS Support team has added all meeting rooms within their outlook from where they can easily see the availability of the rooms and make reservations accordingly. 

b) Auditorium and Great Hall Booking 

The Auditorium and Great Hall are booked by the Khadamat Timetabling department.
The Timetabling Department can be contacted at:

Telephone: 03-7138080

Email: timetable@khadamat.ae

Operating Hours: Sunday – Thursday (8:00 am to 5:00 pm)

For more information on room bookings and to download the Room Booking Request Form visit the Khadamat Website. http://www.khadamat.ae/timetabling-12.aspx 
7. IT

The Khadamat IT department consists of well-trained IT specialists who operate and maintain Khadamat’s key server and IT equipment along with the structured cabling within the UAEU Maqam Campus Buildings. 
The service operates from within the Khadamat main office, with smaller location based teams of IT technicians strategically located throughout the larger campus areas. These small teams of trained staff provide a quick response to any IT problems related to Engineering Service network.

Reporting

The systems will all have relevant monitoring capability and Khadamat IT section will produce a range of reports covering all system components.

8. WASTE MANAGEMENT SERVICES
Routine waste collection services will be undertaken from 8:00 AM to 5:00 PM Sunday to Thursday and limited service during Saturdays. Should you have an urgent or emergency request for waste collection services please contact the Khadamat Service Desk at Tel: 03-7138000 Email:  servicedesk@khadamat.ae or Website: http://www.khadamat.ae/my_forms.aspx?fid=1
9. CLEANING

The Khadamat Cleaning department is responsible for day to day management of cleaning activities in compliance with UAEU and Khadamat’ s health and safety policies. Should you have an urgent or emergency request for cleaning services please contact the Khadamat Service Desk at Tel: 03-7138000 Email:  servicedesk@khadamat.ae or Website: http://www.khadamat.ae/my_forms.aspx?fid=1
Core Department functions:
a) Daily routine cleaning  

· The cleaning company cleans inside and one meter on the exterior of the UAEU campus buildings. Routine cleaning is done at night time and reactive cleaning is carried out during University core hours.. 

· Deep cleaning is done twice a year during UAEU down time.

b) Window cleaning
· A specialized team manages the exterior window glass cleaning for the UAEU. High and low level window external cleaning is carried out twice a year and internal is done once a year.

c) Pest control (flying and crawling insects, cats and rodents)
· Pest control service is carried out on a monthly basis in all the buildings. Apart from scheduled work, any adhoc requests are dealt on a case to case basis.

d) Water features cleaning
·  A trained specialized team carries out monthly routine cleaning and quarterly deep cleaning of the water features at D1

e) Working hours:

· The cleaning team operates 24 hours, 6 days a week, except Fridays.
10. EMERGENCIES  
Please ensure that you review all safety information located within the building (“actions in event of a fire” & “emergency evacuation routes” etc).  During emergency situations all staff should listen to the building broadcast system and follow instructions at all times.  Please remember that in emergency situations (fire) the lifts do not function.

11. ACCIDENT REPORTING
Any accident must be reported immediately to the UAEU Building Administrator by phone at 03-713-6303 or by e-mail at A.Alnaimi@uaeu.ac.ae.
12. CRESCENT BUILDING RECEPTION - CUSTOMER SERVICE DESK
A “Customer Service Desk” manned by UAEU staff has been created in the main entrance of the Crescent Building.   This desk will assist employees and visitors with walk-in inquiries and work with units in the Crescent Building to streamline service delivery.  You can contact the Crescent Building Customer Service Desk between 7:30 am to 4:30 pm, either in person at the lobby or by phone at 03-713-4170 or by e-mail at c.support@uaeu.ac.ae. 
All faculty, staff, students, and visitors must report to the Customer Service Desk.
13. UAEU CRESCENT BUILDING – QUICK GUIDE 
	Item
	Recommended Action
	Contact Info

	Khadamat Provided Services

	Common Meeting Room Booking
	Contact the department’s administrative assistant /coordinator
	Contact the department’s administrative assistant /Coordinator

	Auditorium and Great Hall Booking
	Fill out Room Booking Request Form  and send it to the Khadamat Timetabling Department
	http://www.khadamat.ae/timetabling-12.aspx
Khadamat Timetabling Team  03-7138080
Email: timetable@khadamat.ae  

	To report Access Cards failure
	Contact the Khadamat Service Desk 
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/my_forms.aspx?fid=1

	To request for Metal Keys
	Issued by Khadamat and managed by FMD; contact the Khadamat Service Desk
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/my_forms.aspx?fid=1

	Cleaning & Pest Control : Urgent or emergency request
	Contact the Khadamat Service Desk
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/my_forms.aspx?fid=1


	Air Conditioning services
	Contact the Khadamat Service Desk 
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/my_forms.aspx?fid=1

	Lift Emergency Stops
	If you are stuck inside the lift car, pressing the emergency button puts you in immediate verbal communication with the Khadamat security control room
	Khadamat Service Desk  03-7138000


	Fire alarms, monitoring services and fire extinguishers
	Follow the instruction board/ announcement.  
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/services/request.aspx

	Emergency Response
	Listen to the building broadcast system
	Khadamat Service Desk  03-7138000


	Mechanical Systems Electrical, plumbing, water heating, air conditioning, lighting and energy management systems
	Contact Khadamat  Service Desk 
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/services/request.aspx     



	For Recycling (Paper and boxes) requests and inquiries
	Contact the Khadamat Service Desk 
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/services/request.aspx

	Structural Repairs, Doors, windows, walls, floors, ceilings and locks
	Contact the Khadamat Service Desk 
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Website: http://www.khadamat.ae/services/request.aspx

	To provide feedback on any Khadamat provided services
	Contact the Khadamat Service Desk
	Khadamat Service Desk  03-7138000
Email: servicedesk@khadamat.ae
Complaints:  http://www.khadamat.ae/my_forms.aspx?fid=18
Commendations:  http://www.khadamat.ae/my_forms.aspx?fid=19 



	UAEU provided Services:

	To request for an Access Card
	Request through HR  
	Contact HR Dept 

Tel: 03-7135888
Email: HR_Dept@uaeu.ac.ae

	Visitor Management 
	Details of your visitors should be provided to the UAEU building Administrator at least 24 hours in advance
	UAEU building Administrator  

Tel: 03-7136303
Email: A.Alnaimi@uaeu.ac.ae 


UAEU building Administrator  A.Alnaimi@uaeu.ac.ae or  03-7156303

	

	For any IT related issues:

- Network access 

- Wired and wireless access

- Web site, Eservices, Email

- PC support, IT helpdesk,              
- Phones

- Video conference units
	Contact UITS – University Information Technology Services 
	Tel:  03 7136111

Fax:03 7131999

Email: Helpdesk@uaeu.ac.ae 

	For any Audio Visual equipment issues:

- Smart board, Projectors

- Sympodium

- Info point 

- MPA, IPTV

- Audio devices (ACU, hadamat Provided Services:nt /c































































































AIU, speakers)
	Contact UITS
	Tel: 03 7136111  

Email : Helpdesk@uaeu.ac.ae


	For all Audio/Video/Technical matters
	Contact UITS
	Tel: 03 7136111  

Email : Helpdesk@uaeu.ac.ae


	Portage and Furniture shifting assistance
	Contact the Khadamat Service Desk or Contact FMD
	Contact FMD at Email :  fmd@uaeu.ac.ae / Khadamat Service Desk 03-7138000 – 

	Maintenance of Indoor Plants
	Responsibility of each department 
	Contact the UAEU building Administrator  

Tel: 03-7156303

Email: A.Alnaimi@uaeu.ac.ae

	Mounting Pictures on the wall  
	Assessment done by FMD
	Contact FMD at Email :  fmd@uaeu.ac.ae
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