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10YPP Checklist for Consultants

This checklist is for provisioned 10YPP Consultants who have been fully trained and have access to WebFM, Helios and the 10YPP Planner. The form acts as a guide through the 10YPP Process and aligns to the specifications and Ministry operational practice.

All training manuals, forms and checklists referenced here are available online at 
10 Year Property Plan resources for consultants – Education in New Zealand

10YPP process steps 

	No.
	Description
	Check
	Comments/Actions

	
	Preparation
	
	

	1
	Have you requested access to WebFM, Helios portal and the 10YPP tool?
	
	

	2
	Have you reviewed the 10YPP Specification document?
	
	

	3
	Have you reviewed background information provided by school and Property Advisor​? 
	
	

	4
	Have you engaged specialist report contractors? If Additional specialist reports are required, the process outlined on website should be followed.  
	
	

	5
	Have you engaged with the school to ensure their School Evaluation of the Physical Environment (SEPE) has been completed? 
	
	

	
	Desktop Condition Assessment
	
	

	6
	Have you gathered existing data and knowledge about the condition of the school?  
	
	

	7
	Have you completed the Desktop Condition Assessment questionnaire?
	
	

	
	Physical Condition Assessment
	
	

	8
	Have you validated the information gathered from the Desktop Condition Assessment?
	
	

	9
	Have you confirmed that the buildings in MPlan match the buildings onsite and in Helios?​
	
	

	10
	Have you confirmed that the site plans are correct and match the asset information in Ministry systems?
	
	

	11
	Have you captured the works required in the next 10-year period​?
	
	

	12
	Have any asset update forms been actioned?
	
	

	
	Auditing and Updating MPlan
	
	

	13
	Have you completed the Condition Assessment checklist?
	
	

	14
	Have you validated and updated the MPlan data to complete the condition assessment (including adding the works from the specialist reports)?
	
	

	15
	Have you produced the three excel pivot tables for strategic impacts, maintenance standards and condition survey?
	
	

	
	Consider Ministry Policies  
	
	

	16
	Has the ministry policy and budget information been overlayed across the proposed works? This includes Ministry project priorities and budget and spending rules.
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	Planning Meeting

	No.
	Description
	Check
	Comments/Actions

	17
	Have you arranged the planning meeting using the Agenda template?
	
	

	18
	Do you have a copy of the site plan? Confirm if the site plan is correct. 
If the school’s site plan needs to be updated, the process should be followed as per website instructions. 

	
	

	19
	Are there any outstanding weathertightness or earthquake strengthening issues at the school? 
Have you received advice from your Property Advisor? 
Did you update the Condition Assessment (CA) Strategic Impacts as a result?
	
	

	20
	Were all the items on the planning meeting agenda covered?
	
	

	21
	Have the minutes of the planning meeting been sent to the school and Property Advisor for approval?
	
	



Drafting the 10YPP

	No.
	Description
Check
	Comments/Actions

	
	Executive Summary
	

	22
	Does the Executive Summary cover: 
· the school’s property vision and strategy for the next ten years as described in the school’s Education Brief 
· the wider issues affecting the school 
· relevant factors and key property challenges, including roll movement and meeting core Design Quality Learning Spaces (DQLS) 
· the works that will address those issues over the next 10 years. 
	

	
	Project Summary (Funding Allocation and Milestones)
	

	23
	Is the funding allocation correct and above the minimum threshold of $5,000?
	

	24
	If a building has shared ownership, has this been correctly reflected in the cost allocation?
	

	25
	In the Project Summary:​
· Has all of the budget been allocated to projects?
· Have additional budgets been allocated to appropriate projects?
· Have all other funding sources have been included?​

	

	
	Projects
	

	26
	Do the project titles follow Ministry naming convention? For example:
· B, C: roof replacement
· Site: septic tank replacement
	

	27
	Have the correct priorities (P2-4) been selected for each project? 
	

	28
	Have the project types been selected?
	

	29
	Have the project allocations been completed i.e. Fees release, construction, retention?
Fees release only required if project exceeds $100k
	

	30
	Have the site or blocks been selected and an associated cost entered against them?
	

	31
	Has a Condition Assessment record and value been entered for each project as appropriate?                                                                         Check that it aligns with WebFM data
	

	32
	Do the scope of works adequately describe the works to be undertaken and match the problem identified in the Condition Assessment?
	

	33
	Have the DQLS assessments been completed for each project?
	

	34
	Do the SEPE references in the planner align with the data in the SEPE assessment tool?  
	

	35
	Has a sketch of the existing and proposed alteration been provided for any footprint extension or building alteration?
	

	36
	Is there good operational delivery (spread of projects, amalgamation of similar works, doable in the years indicated)?
	

	
	Block Summary
	

	37
	Are all blocks correctly identified and attached to the project?
	

	38
	Has a Condition Assessment value been entered against each block for 10 years?
	

	39
	Have Board or community owned assets been correctly identified (if any)?
	

	
	Rationalisation
	

	40
	Has a rationalisation plan been provided, if required?

See the School Property Website to which schools are required to have a rationalisation plan.
	

	
	Future and Excluded Projects
	

	41
	Have projects been entered for years 6-10?
At a minimum this should include all condition assessment items and can include an indication of planned modernisation with a high-level description only (not full scope of work)
	

	42
	Has commentary and rationale been provided for all excluded 5YA projects/works?
	

	
	Roll
	

	43
	Has projected roll and teaching space data been entered?
	

	
	Cyclical Maintenance
	

	44
	Has a cyclical maintenance calculator been completed and signed?

The cyclical maintenance calculator can be found the School Property Website.
	



Peer Review and Submission

	No.
	Description
	Check
	Comments/Actions

	45
	Has your internal peer reviewer reviewed the plan, Condition Assessment and associated documents?
	
	

	46
	Has the Property Advisor viewed the draft plan?
	
	

	47
	Has the Board endorsed the plan? Have they provided a Board meeting minute or written endorsement of the plan?
	
	

	48
	Have you submitted the plan and emailed the associated documents (as individual documents not a single PDF) to your Property Advisor?
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