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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.
WELCOME 

Khadamat Facilities Management on behalf of UAEU is welcoming you to your classrooms and office facilities at the Male Maqam Campus. The Male Campus is made up of separate designated areas and buildings:
	Building
	Name

	C1-C6
	Academic Building

	B1
	Female Sports

	B2
	Female Village

	B3
	Female Dining

	B4
	Female Mosque

	E1
	Academic Building - CIT

	E2 - E7
	Shared Laboratories


The following information is provided to aid you in the usage and occupation of your classrooms and 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

Tel: 03-7138000 or Email  servicedesk@khadamat.ae.
Service Desk
The Khadamat Service Desk is designed to make life easier for all staff and faculty of the UAEU when they wish to contact Khadamat Facilities Management. By this, we mean the users only ever have to remember one phone number:

Telephone: (03) 713 8000

The Khadamat Service Desk is manned 24 hours a day, seven days a week and managed by using software specifically designed software system which forms the basis of the data entry and management information systems. All calls received by the Service Desk will be logged onto the system and dealt with in accordance with the agreed service levels. Each new request generates a unique reference number which is used to track and follow up on requests.

For inquiries related to Khadamat’s   services to log requests or complaints you may contact the Service Desk at 03-7138000 or at servicedesk@khadamat.ae.
Fire Safety
B, C & E Series Fire Prevention
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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Security

Khadamat provide high profile and visible security service that creates a safe and secure environment for the UAEU students, staff and visitors 24 hours a day, 7 days per week. The primary objective of the security service is “To prevent unauthorized access to the UAEU Campus”.
Security services are managed from a Central Security Control Room at the Khadamat Facilities Management (FM) Building, (P2).

Along with our Security sub-contractor, the Khadamat security department also provide the following services;

· Security incidence response team

· Mobile and Foot Patrols

· Surveillance and monitoring Access Control

· Incident reporting

· Lock-up procedures

· Alarm response

· Lost Property

Lost and found:

· Any UAEU student or staff member can make queries regarding lost or found items by contacting the Khadamat Service Desk on 03-713 8000.

Access Cards:

· Access to designated buildings within the campus is controlled by access cards. Access and egress of persons within the building is monitored by an access control system manned by Khadamat FM from the central security control room. If an access card is not functioning, it means that the card has not been updated or the card holder does not have authorized access for a designated door. Access can be attempted again once the access card has been updated on any online door.

Lift Emergency: 

· If any is stuck inside the lift, please follow the instructions posted inside the lift or kindly press the emergency button which is placed inside the lift, then you can communicate with Khadamat security control room for further assistance.

New Campus Entry & Access Control

Residential students at A- Series: Entry / Exit at P5 Transit Lounge.

Day students (Academic, Shared Labs and Village): Entry/exit at P7 Transit Lounge.

UAEU Faculty/Staff Members: Entry/Exit through the turnstile at the North perimeter of the campus, West of Crescent Building.

P5 Transit Lounge:

· You can access the P5 Transit Lounge from Al Jamia Street.

· P5 Transit Lounge is the entry/exit point only for the residential students, parents of the residential students and staff working in the A-Series buildings.

P7 Transit lounge:

· P7 Transit Lounge is the entry/exit for the day students only.

· Sliding Door No. 1 at P7 is for housing students only.

· Sliding Door No. 2 at P7 is for Al Ain students only.

· Sliding Door No. 3 at P7 is for car drop off students only.
Entry to the Buildings:

· The Main entrances of the village, academic and shared labs buildings will remain open from 

7:00 am to 7:00 pm on working days.

· Outside these timings, permission is required to enter the building. For permission, please contact Khadamat Service Desk on 03-713 8000.

Entry to Offices / Classrooms / Labs that use metal keys:
· If you require metal keys for your offices or classrooms, please apply through FMD. Contact:03-7136882 / 03-7136878
Entry to Offices / Classrooms / Labs that open with access cards:

· If you need access cards, please fill up the prescribed form and apply through FMD. Contact:03-7136882 / 03-7136878

The access cards and electronic locks work with Access Control System.
a) Access Control System 
· Access to designated buildings within the campus is controlled by access cards. Access and egress for persons to the buildings is monitored by an access control system which is managed and monitored by Khadamat FM from the Central Security Control Room. If an access card is not functioning, it means that the holder does not have authorized access for a designated door or that the card has not been updated (see illustration below). Access can be attempted again once the access card has been updated on any online door. 

· Access to the Village Buildings, including the Sports Facilities will be as dictated by the University policy. 

i. Access Control System Functions 

· Access Control System is an electronic medium operated and monitored from the Security Control Room. 

· The main components of the Access Control System are: 

· Online locks 

· Offline locks 

· Access Cards 

An Online Door Reader:
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ii. Online Locks 

· These are the electronic locks directly controlled from the Security Control Room. 

· Online locks are located at Transit Lounges, main entrances of the buildings and certain doors within buildings. 

· Online locks can be used for entry/exit and for updating access cards if required. 

iii. Entry & Exit through Online Doors 

· Swipe your access card at the reader and observe a green light and a beep sound. 

· If your key card has been programmed for the door, the magnetic lock will release and you can enter. 

· If you observe blue light, your key card is updating, please wait until the light turns green or red. 

· If you observe red light, your access card has not been programmed for the door. Please apply for permission through FMD. 

iv. Using an Access Card on an Online Door 
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Example of an Offline Door Reader:
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v. An Offline Door Reader: 

· Offline locks are present mainly at internal office doors and stores. 

· Swipe your access card at the reader and observe the green light and a beep sound when the lock opens. 

· If the light on the reader turns red, either you are not authorized to enter or your access card needs to be updated. 

· To update your access card, swipe it at any ONLINE door until the blue light turns green or red. Retry opening your offline door after updating. 

· If your access card does not work even after being updated, please contact the Khadamat Service Desk at 03- 713 8000 or servicedesk@khadamat.ae. 
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The Offline Door lock is set to “Office” mode.
b) To Unlock an offline door:
a. Raise the outer handle of the door upwards whilst at the same time showing the card to the reader. An Audible beep will be heard on the reader.

b. Immediately press the outer handle down whilst still showing the card. A sound like a short siren will be heard to indicate the door is unlocked.

 Please note that the door will now remain unlocked even if it is closed (No need of an access card  
 to open) until such time as the door is locked (See below)
c) To lock an offline door:

a) Press the outer handle of the door down while showing the card to the reader until an audible beep is heard.

b) Then close the door securely.

d) Exiting The Buildings 
· To exit the buildings outside of core hours, use the “Press to Exit” buttons which can be found adjacent to the doors: 


e) University Parking (Map to be inserted) 
f) Parking and Traffic control :

· The entire Campus is pedestrianized with limited access to delivery and services vehicles
· A dedicated parking space for UAEU faculty and staff is to the north of the campus beside the Crescent Building.
· Students and visitors may park at the main car park to the west of the campus, behind the Security gate house.
Contact us:
· If you have further queries, please visit www.khadamat.ae (FAQs on Security Services page).
· Call Service Desk at 03-7138000 or servicedesk@khadamat.ae.
Estates
Khadamat Estates Management department’s primary responsibility is the upkeep and maintenance of the UAEU Maqam Campus buildings, building systems and the equipment within them.

The building and building systems are maintained to a high standard based on a provision of planned preventative maintenance (PPM) and reactive maintenance activities.

Khadamat Estates Management department provide a 24 hours emergency call out service available by contacting Khadamat Service Desk on (0)3 7138000

Health and Safety is paramount to the Estates Management department for our own staff, subcontractors and site visitors as well as all UAEU students, faculty and visitors. Khadamat will work alongside the UAEU to ensure that the campus building provide a safe and secure environment at all times.

Khadamat operate a Health and Safety System which is designed to be fully compliant with all Statutory and Regulatory Requirements in the UAE. Khadamat operate a Permit to Work System which monitors and controls all work on site, this ensures compliance with UAEU operational requirements, Health, Safety and Environment procedures and Industry Best Practice. 

Air conditioning

Air conditioning at the B Series (Sports, Food court & Village) and C Series (Academic) buildings is controlled through room temperature controllers installed locally inside the buildings and also through BMS (Building Management system).

Air Conditioning at E Series (Shared Laboratory) buildings is controlled only through the BMS and thus there is no local temperature controller installed in rooms, labs or walkways. The design temperature for laboratory building is 24°C.
To request for Air conditioning services you may contact the Khadamat Service desk at 03-7138000 or servicedesk@khadamat.ae.

Light Control Panel (B & C Series Only)
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Light for the B Series building (Village) is controlled through the Light Control Panel for common areas and through the local switches for rooms and offices. Light Control Panels have simple Push-in switches to turn the lights on or off.
Motion Detector (E series only)
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Light in the Shared laboratory Buildings (E Series) is controlled by both Motion Detectors and wall mounted light switches. In a selection of laboratories both the systems are installed providing both the permanent and temporary lighting solutions. Entry into the room will activate the lights by motion detector for a short period of time and should the lights be required permanently this can be done by using the wall mounted switches. It is requested that all lights switches be switched back off on vacating the room.
User Instructions- Air Condition Room Temperature Control Unit.
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User Instructions- Light Dimming Control For Four Lighting Zones
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User Instructions- Light Dimming Control For Multi Zone
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User Instructions- Light Dimming Control for Single Zone
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User Instructions- Classroom light Dimming Control (Two Zones)
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User Instructions- Single Zone light Dimmer control
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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 

a) Timetabling
The timetabling process is built around a computerised scheduling system. The software not only creates the actual timetables, but also checks the validity of all the timetables across the system including Faculty and Student timetables.

Timetabling is done in one semester at a time following the notice from the UAEU Provost announcing the schedule for Academic Advising and Class Scheduling.

Faculties that have administrative or other UAEU assigned duties which require a reduction in their availability are required to provide a Faculty Availability Form approved and signed by the respective college authorised personnel. These forms can be requested from the Timetabling office.

The Timetabling Department is only allowed to make changes approved by the designated college representatives prior to registration.  The University Registration office has to approve all requests that are received after registration of students commences.

b) Room Booking
The Khadamat Timetabling Department also provides room booking services to the University for both academic and non-academic spaces.

University staff can call and check for the availability of rooms except for the academic spaces.

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 
Information Technology
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.
Waste Management 
The Khadamat Waste Management department are responsible for the day to day collection of waste for final disposal. The team manage the following:

· Collection of domestic waste from waste holding rooms on campus

· Collection of recyclables (Paper, aluminium cans, PET bottles and old/damaged mobile phones)

· Cleaning and disinfection of the waste holding rooms.

· Facilitate collection and final disposal of consolidated domestic waste into skips.

· Facilitate collection of hazardous wastes through UAEU’s appointed contractor. Designated hazardous Waste Storage Room is in Building E6 (Chemical Laboratory Building) Room No. 0005A. Other laboratories with hazardous waste for disposal shall bring the items to this room. Unneeded chemicals and unwanted materials contaminated with hazardous chemicals such as broken glass wares/chemical bottles and other residuals generated during laboratory activities, must be handled and managed as hazardous waste. 

· Management of chemical spills

Please Note:

· Food court operators shall be responsible for the collection and transfer of their food wastes into the skip area.

Service Hours

Khadamat Waste team respond to any requests from Sunday to Thursday, 08:00 AM to 05:00PM with limited services during Saturdays. 

Should you have an urgent or emergency request for waste collection services please contact the Khadamat Service Desk at Tel: 03-7138000 or Email: servicedesk@khadamat.ae 
Safety guidelines

· No Smoking inside the waste room and designated waste storage area.

· Avoid improper disposal of hazardous chemical waste into the regular trash bin and drain

· Never overfill hazardous waste containers. Keep all waste collection containers closed except when adding or removing materials.

Cleaning, Window Cleaning & Pest Control
The Khadamat Cleaning department is responsible for day to day management of cleaning activities in compliance with UAEU and Khadamat health and safety policies.

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 at Academics and Administration buildings. 

· At Residential buildings, cleaning of general areas are done during the core hours and in weekend, cleaning of bedrooms and en suite washrooms are carried out.

· 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 cleaning is carried out twice a year.

c) Pest control (flying and crawling insects, wild cats and rodents)

Pest control service is carried out on a monthly basis in all the buildings. Apart from scheduled work, any ad hoc requests are dealt on a case to case basis.

Working hours
The cleaning team operates from 06:00 am to 06:00 pm in residential buildings and from 06:00 am to 09:00 pm in the rest of the buildings.

Contact Us

Khadamat Service Desk Number & Email:

(03) 713 8000 – servicedesk@khadamat.ae
Khadamat Website

(Where you can also find the answers to Frequently Asked Questions):
www.khadamat.ae
Swipe your access card: If the light is green, you can enter.





Swipe your access card: If the light is red, either you are not authorized or your access card needs an update. To update your access car, Swipe it at any ONLINE reader & retry opening your offline door again.
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