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CHAPTER 9 - THE EMPLOYMENT OF CORE CATERING MANPOWER 

0901.   Introduction.   Core Catering Manpower (CCM) is defined as the uniformed catering 
personnel in the 3 Services established to meet the operational requirement1.  When not required 
for operations, military duties or absence, i.e. leave and courses, CCM are available to work with 
the Industry Partner (IP).  CCM are to be employed in positions commensurate with their rank, 
expertise and experience.  At all times the military ethos, command structure and disciplinary 
procedures are to be respected on behalf of the CCM.  CCM will be engaged with the IP in a 
partnering2 arrangement to deliver catering and leisure outputs.  The employment of CCM should 
allow sufficient flexibility to enable site-specific arrangements, whilst protecting the operational 
capability and ensuring parity of employment for CCM, whichever IP is providing the CRL service.  
This Chapter should be read in conjunction with the specific contract. 

The priority of employment for CCM is: 

 a.   Operations. 

 b.   Training and Exercises. 

c.   Provision of the “Core” requirements within the home base. 

d.   Leave and Harmony time. 

e.   Assisting the IP in the delivery of the retail offer. 

0902.   Cohesion and Identity.   The moral component is an important factor in the development 
of operational capability.  CCM must maintain their Service identity and should not be required to 
dilute this to suit the IP’s corporate image.  It is also essential that CCM identify with their unit and 
remain fully integrated in its activities, work, sport and social.  Where CCM of more than one unit 
work together in centralised Messes3 they should be able to identify and work in a team with other 
CCM on the same establishment.   

0903.   Command and Leadership.   CCM employed within a CRL regime shall remain within the 
military Chain of Command (CoC).  The Authority shall retain responsibility for the administration 
and discipline of all CCM under the Authority’s extant regulations.  Any offences in breach of 
Authority disciplinary instructions by CCM personnel allocated to the IP are to be reported to the 
Authority who will be responsible for taking any action considered necessary.  Personal reports for 
CCM will remain the responsibility of the Authority.  If required, the IP’s line manager may be asked 
to provide comments on CCM staff working for them.  Terms of Reference and objectives are to be 
compiled by unit staff in consultation with the IP.  Generic advice for CCM is available from the 
CoC.  It is important that the IP incorporates CCM into key processes such as reporting, quality 
assurance and KPI measurement and provides all necessary training.  Similarly, CCM must 
understand the drivers that underpin a CRL contract and support the IP to achieve the level of 
service agreed with the Authority. 

0904.   The established rank structure is to match the operational requirement of the unit, as well 
as specialisation structural needs. Single Service career structures remain extant and will not 
change under CRL.  CCM are to be employed in positions of responsibility commensurate with 
their military rank in order to develop and maintain command, leadership and management skills 
vital to the delivery of operational capability.  This is to include responsibility within the CoC to plan 
and monitor military employment and training. 

1 The 4 categories of CCM are detailed at 0909. 
2 The Office of Government Commerce says that Partnering is “where two or more organisations develop a 
close and generally long term working relationship which has top level commitment and is based on mutually 
agreed objectives under which all partners have an interest in each others success” 
3 Includes Wardroom/Officers’ Mess, WO & SNCOs/Senior Rates Mess and Junior Ranks/Rates Mess. 
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0905.   Daily task management will be the responsibility of the IP and CCM will be expected to take 
reasonable instructions from IP’s staff.  In the same way, CCM may be expected to give 
instructions to the IP’s staff.  It is accepted that the IP may require a management structure for his 
own staff, which should be integrated as far as possible with the military structure to provide a 
seamless CoC for the catering staff within the unit.  There is to be no conflict between the 
established command and supervisory chains. 

CCM AVAILABILITY 

0906.   Introduction.   The management of CCM availability is key to the success of the CRL 
requirement. The responsibility for the accurate forecasting4 and efficient management of 
availability rests with the Authority.  It should be noted that CCM have a real financial value and all 
availability changes will have a direct commercial and financial impact, which must be managed 
and contracts amended accordingly. 

0907.   Transition Workshop.   The Authority (Top Level Budget) will conduct a CCM Transition 
Workshop during the transition period on site prior to the implementation date.  The aim of the 
workshop is for the Authority, IP and unit personnel to discuss and agree CCM availability by 
category, rosters, confirm first 3 months CCM availability and the roles and responsibilities of the 
CCM within the business.  Attendance at the workshop should be made up of the following 
personalities: 

a.   Supervising Officer (SO).  

b.   Deputy Supervising Officer (DSO)/Intelligent Customer. 

c.   IP – Operations Manager. 

d.   IP – Site Manager. 

e.   Divisional Staff (as required). 

f.    DIO Commercial Officer. 

g.   DIO Infrastructure Manager (IM). 

h.   Senior CCM. 

0908. During the CCM workshop, the IP should provide the Authority with their forecast 12 trading 
periods.  This is taken from the IP’s business case proposal as at the implementation date to 
enable the Authority to declare the minimum and average number of CCM, by category, using the 
Declared Baseline Availability Schedule (DBAS) at Annex A to this chapter.  

0909.   Availability.   The availability of CCM shall be provided by the Authority to the IP on a unit-
by-unit basis.  The IP will be provided with a minimum forecast of CCM availability by category, 
calculated using respective TLB/FLC’s CCM Availability Matrix.  The matrix uses historical 
information based on the last 12 months rosters by Mess.  The 12-month forecast of availability 
considers each individual who will be available to the IP.  The Matrix comprises of mandated days 
e.g. Annual Leave, Bank Holidays, Military Skills Training, Rest Days, Continuation Training, Guard 
Duties and Personal Administration.  It is upon these declared levels of baseline availability that the 
IP shall build his contract price and any associated business case. CCM availability will be 
declared in the 4 categories as follows: 

a.   Manager. 

b.   Supervisor. 

4 Normally assessed on actual strength and known commitments; Army Policy to use ‘manning targets’. 
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c.   Chef. 

d.   Steward (RAF Caterer) 

0910.   During the CCM workshop, agreement will be reached on a minimum and average number 
of CCM, by category, using the DBAS.  The CCM availability will be firm for the first 3 months of 
service delivery and provisional thereafter.  CCM availability may vary during the life of the contract 
and all parties will therefore need to be prepared to revisit the baseline on a regular (3 monthly) 
basis.  At the start of each quarter, the IP and the Authority shall agree the firm availability for the 
subsequent quarter (e.g. agreement at the beginning of Jan for availability in Apr to Jun) and 
identify whether there is a requirement to amend the DBAS in accordance with the Change Control 
Procedure.  On Super CRL (SCRL) sites this process must be undertaken centrally and annually in 
collaboration with the Trade Sponsor and Forecast Manning Distribution List (FMDL). 

0911.   CCM availability is declared on the basis of: 

a.   The daily minimum number of CCM, by category, that will be made available to the 
IP on both a ‘full service day’ (e.g. Mon-Fri) and a ‘restricted service day’ (e.g. 
weekends, block leave).  

b.   The monthly declared number of CCM hours that will be made available to the IP 
during each trading period, by CCM category. 

c.   Given that the Working Time Directive5 applies to personnel employed ‘within 
barracks/station’, in any 7 day period, CCM should normally work 5 days followed by 2 
consecutive rest days for the IP.  CCM are to work no more than 8 hours for the IP 
during any working day and should not work more than 16 weekends per annum for the 
IP.  Any variation to the normal working pattern such as split shifts or a change in work: 
rest ratio must be approved by the Authority. 

FACTORS TO CONSIDER WHEN COMPILING THE AVAILABILITY MATRIX 

0912.   When compiling the CCM Availability Matrix the following factors are to be considered but 
not limited to: 

a.  Annual leave entitlement including public holidays and rest days. 

b.  Pre Operational Training. 

c.  Operational Tours. 

d.  Post Operational Deployment Leave (PODL). 

e.  Official Training Courses. 

f.   Adventure Training (AT). 

g.  Hospital/Dental appointments. 

h.  Other Duties detailed in unit orders or authorised by the HoE. 

i.   Resettlement courses/leave. 

5 JS16/99 Guidance on Working Time Regulations. 
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DAY TO DAY ACTIVITIES

0913.   Audit Trail.   In order to ensure that a full audit trail of all agreements made regarding CCM 
availability, the Authority and the IP shall record on a daily basis the following information: 

a.   The number of personnel provided by the Authority in relation to the declared minimum 
availability in each category (manager, supervisors and producers). 

b.   The total number of man hours provided by the Authority in each category. 

This record shall be in the format of a Resource Balancing Mechanism (RBM) diary, an example of 
which is at Annex B.  The RBM diary will also record any short term adjustments that have been 
agreed between the Authority and the IP.  The RBM diary must be signed by both the Authority 
and the IP on a daily basis to avoid instances of dispute at a later date.  The RBM diary should 
cover the current trading period and must be reconciled at the end of each trading period using the 
declared quantities detailed in the DBAS.  Any positive or negative variation to the availability may 
generate a payment either to the Authority or the IP as appropriate.  The availability and 
management of CCM shall be an agenda item on the monthly Service Management Meeting or 
SCRL Service Delivery Review (SDR) meeting as appropriate.  

0914. The Authority shall be responsible for ensuring that the actual availability reflects the 
forecast in the DBAS. The Authority shall work with the IP to apply the RBM on a daily basis when 
the actual CCM availability falls below the minimum for each category for the appropriate type of 
trading day. The RBM diary shall record all agreed adjustments and will be maintained by the CCM 
IC. The RBM diary is to be maintained with input from both the IP and the DIO SDA, to ensure that 
at the end of each month it can reconcile the actual number of hours that CCM have worked.  

0915.   The impact of a CCM availability change is to be dealt with in 2 stages; any change from 
the declared daily availability and any change from the declared monthly available hours.  In the 
event that the actual number of CCM, available on a daily basis, changes the Authority and IP shall 
work together to apply the RBM. When there is a shortfall in the number of CCM declared monthly 
available hours provided in the trading period, the rates applicable for any additional agency staff 
provided to meet the shortfall shall apply. Where there is an increase in CCM availability, the 
Authority and IP will work together to adjust the contract as required.  

0916.   In the event that the IP is not able to provide the agreed daily level of staff, the DIO SDA 
may (without prejudice to contractual rights and remedies) work together with the IP (if requested) 
to provide additional CCM if available, above the declared availability for that day.  The DIO SDA 
and the IP will agree and record in the RBM diary the basis of the additional hours (e.g. re-profiling 
the hours of availability in the remainder of the trading period, or payment to the Authority for 
additional hours).  

0917.   At each quarterly review point, if the forecast availability of CCM is different to the DBAS, 
then amendments need to be made to the Availability Matrix using the Change Control Procedure.  
These changes are to be incorporated into a new DBAS.  The IP and the Authority shall agree any 
adjustment to the business case to reflect the reduction or addition to the value of CCM and, as 
appropriate, the SPP.  Once such a Change Control Note has been agreed, the amended DBAS 
will become the new trigger point for all future application of the RBM.  The monthly actual 
availability will be calculated retrospectively at the end of each trading period for presentation at 
the monthly Service Management Meeting. A consolidated account of the RBM process is provided 
at Annex C.  

ADDITIONAL EMPLOYMENT/MISCELLANEOUS

0918.   Private Employment.   CCM may accept employment with the IP in their own time and in 
accordance with single Service regulations. This is a private arrangement and should be viewed as 
being no different to Service Personnel undertaking other private employment away from their 
routine workplace.  This will not form part of their core hours.  It should be noted that the liability for 
income tax, national insurance, Personal Protective Equipment (PPE) and insurance lies with the 
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IP.  Under no circumstances is time off in lieu (TOIL) to be granted as a form of payment.  
Personnel working privately for the IP (Weddings/Christenings etc) are to be paid at a rate decided 
between the individual and the IP.   

0919.   Minor Awards/Staff Incentive Schemes.   All minor awards/staff incentive schemes for 
Service Personnel are governed by the DIN regarding MOD Guidance on the Acceptance of 
Donations, Gifts, Hospitalities and other Benefits linked to the Public Desire to recognise the 
Armed Forces.  Service Personnel when working as part of a combined civilian/military team are 
eligible to receive a minor award. Non-cash rewards are in recognition of personal achievement in 
competition with others.  Whilst there is no prescriptive list of the type of gift/reward, it is 
recommended that it should constitute either a small gift, meals out or gift voucher, but it is 
recommended that the value should not exceed £50.  The recommendations within the 
aforementioned DIN are to be adhered to at all times including the entering of the gift within the 
Hospitality Book. 

0920.   Staff Feeding.   Meals for all CRL staff must be paid for.  

0921.   Training Responsibilities.   The Authority will train CCM to the standard required to 
deliver operational capability.  No fundamental changes are envisaged to the training currently 
delivered to CCM.  The upgrading and associated Continuous Professional Development 
(CPD)/National Vocational Qualifications (NVQ) processes require certain skills to be developed at 
the workplace. The Authority and the IP must take these training requirements into account when 
developing menu plans and recipes in order that the levels of training currently available to CCM 
are maintained or improved. CCM are required to conduct menu planning, procurement and quality 
assurance in the operational environment. They are therefore to be included in the IP’s 
management procedures for these aspects in order to maintain these skills.  Where there is scope 
for joint training such as Food Safety refresher training, both CCM and IP staff may receive the 
same training package to deliver training standardisation.   

0922. The IP is to provide appropriate training to CCM in management and supervisory ranks, 
and others as deemed necessary, in the ration accounting system specific to the IP.  The Authority 
shall ensure that CCM will be trained in the military ration provisioning and accounting system. 
CCM should be empowered to use IP’s management systems in order to maintain the principles of 
core management skills.  

0923.   The IP is to provide suitable induction and continuation training in any aspect of work that 
they wish CCM to undertake, which is not covered in the Authority delivered training or in para 
0922 above.  This is to cover, for example, aspects such as marketing, branding and the use of 
any specific items of equipment that are not standard items used by CCM.  

0924 – 0999.   Reserved. 
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Look-up:
(Figures to be taken from Availability Matrix)

Cat Rank No Hours avail Month Av

Man WO Weighting for DBAS
Man Ssgt
Sup Sgt Restricted 1
Sup Cpl Full 3
Chef LCpl
Chef Pte

CCM Backfill Rates - Stated by Partner

Man SSgt Look-up
Sup Sgt Hours in working day: 8
Sup Cpl Backfill Rates £ Manager
Chef LCpl Hourly Supervisor
Chef Pte Chef

Steward
Sup Cpl Cat Acct

Cat Accts Cpl
Total: 0 0

Annual Availability by Category: COLOUR KEY
Man 0.0 formula / calculation
Sup 0.0 Data entry
Chef 0.0
Steward 0.0
Cat Ac 0.0

0.0

Chefs

Stewards

Cat Accts
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Look-up:
(Figures to be taken from Availability Matrix)

Cat Rank No Hours avail Month Av

Man WO Weighting for DBAS
Man Ssgt
Sup Sgt Restricted 1
Sup Cpl Full 3
Chef LCpl
Chef Pte

CCM Backfill Rates - Stated by Partner

Man SSgt Look-up
Sup Sgt Hours in working day: 8
Sup Cpl Backfill Rates £ Manager
Chef LCpl Hourly / Daily Supervisor
Chef Pte Chef

Steward
Sup Cpl Cat Acct

Cat Accts Cpl
Total: 0 0

Annual Availability by Category: COLOUR KEY
Man 0.0 formula / calculation
Sup 0.0 Data entry
Chef 0.0
Steward 0.0
Cat Ac 0.0

0.0

Chefs

Stewards

Cat Accts
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Month 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31 32 33 34 35

M T W T F S S M T W T F S S M T W T F S S M T W T F S S M T W T F S S R F Total

Full or Restricted Service Day? F F F F F R R F F F F F R R F F F F F R R F F F F F R R F F F F F R R 10 25 35

Managers

Minimum Availability 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0
Actual Availability-(manual input) 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0

Daily Difference 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Hours Provided (manual input) 8 7 8 8 8 0 0 7 8 7 8 8 0 0 8 8 8 8 8 0 0 8 8 8 8 8 0 0 7 8 8 8 8 0 0

Supervisors

Minimum Availability 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2
Actual Availability-(manual input) 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2 5 5 5 5 5 2 2

Daily Difference 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Hours Provided (manual input)

Chefs

Minimum Availability 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3
Actual Availability-(manual input) 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3 9 9 9 9 9 3 3

Daily Difference 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Hours Provided (manual input)

Stewards

Minimum Availability 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0
Actual Availability-(manual input) 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 1

Daily Difference 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 1
Hours Provided (manual input)

Cat Accts

Minimum Availability 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0
Actual Availability-(manual input) 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0 1 1 1 1 1 0 0

Daily Difference 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Hours Provided (manual input)

Accepted by Authority (Initial)

Accepted by Contractor (Initial)

Look-up

Hours in working day: 

Backfill Rates £
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196

0

0

0

0

Manager£0.00

£0.00

£0.00

£0.00
£0.00

Chef

Supervisor

Steward
Cat Acct
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ANNEX C – RESOURCE BALANCING MECHANISM PROCESS 

Partner Prepares Business Case and 
Submits Proposal 

Authority Evaluate & Accept Proposal 

3 Monthly CCM Forecast made and 
Baseline Availability Adjusted  

Authority Declares Daily and Monthly CCM 
Availability in ITN 

Service Implemented. Daily Availability 
Managed and RBM Used as Required 

Actual Availability 
Reconciliation at Month 
End and RBM Used as 

Required 

Shortfall in Partners Staff 
Availability Identified 

Shortfall in Daily CCM Availability 
Identified 

No Shortfall in Daily 
CCM Availability 

Is there a Reduction in Demand that
Requires an Amendment to Outputs? 

No 

Amend Contract & Monthly 
Hours & Implement 

Yes 

Can More CCM be Found? 

Can a Short Term Cover 
Arrangement be Agreed with the 

Partner

Can a Short Term Amendment to
Outputs be Agreed with the Partner 

Backfill by
Partner
Agreed

No 

No 

No 

Provide More CCM 

Implement Agreed Short
Term Cover 

Amend Contract & Monthly
Hours & Implement 

Partner Provides Extra Staff 

Yes

Yes 

Yes 

Yes Possible KPI
and Payment

Impact
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ANNEX D HESTIA – CORE CATERING MANPOWER (CCM) 

References: 

A. HESTIA Booklet 1 Glossary and Annex F – Core Catering Manpower 
B. HESTIA Booklet 3 Module P Output 7.   
C. HESTIA Region’s Booklet 4 (Employer Supplied Information) 
D. HESTIA Booklet 5 The Contractor’s Accepted Plan. 

Definitions: 

Core Catering Manpower 
(CCM)

The military catering personnel established to meet certain 
operational requirements of the Employer.

Catered Mess Meals or 
CCM Catering Service

The core and retail meals provided in the messes; excluding private 
functions.

Additional CCM At the discretion of the Employer, additional CCM may be made 
available on a temporary/ad hoc basis for utilisation in the provision 
of the catered mess meals. 

Allocated CCM CCM that have been allocated by the Employer for rostering and 
utilisation by the Contractor in the provision of the catered mess 
meals, as set out in the relevant Monthly CCM Plan

Backfill Personnel Temporary personnel employed by the Contractor to address a 
Predicted Shortfall.

Monthly CCM Plan The Employer provided information on the CCM availability for the 
next month’s rosters

Predicted Shortfall When the number of CCM available to the Contractor may be less 
than the predicted availability of the CCM set out in Booklet 4

Roster The Contractor’s plan of roles and hours of work for the Allocated 
CCM in a month

Employer Under the terms of NEC3 contracts the Employer can mean DIO and 
/ or TLB.

Service Manager Under the terms of NEC3 contracts the Employer is represented by 
the DIO Service Manager (SM), this is the DIO Regional Hd. 
Responsibility is delegated to other DIO personnel as appropriate, 
who are known as Service Manager Representatives (SMR)

1. The Armed Forces Core Catering Manpower (CCM) are the uniformed catering personnel 
established to meet the operational requirement and will be available to work with the Contractor to 
deliver certain catering outputs when not required for operations, other military duties or absent on 
leave and courses.  CCM are employed in positions of responsibility commensurate with their rank 
in order to develop and maintain command, technical, leadership and management skills to 
perform their operational role.  

2. Command.  Under HESTIA Contracts, the CCM remain within the military chain of 
command, therefore career management, administration, discipline and grievance are all 
undertaken by the Employer.  It is the Contractor’s responsibility to report any offences in breach 
of the Employer’s disciplinary procedures to the Head of Establishment (HoE) or their nominated 
representative.  Minor discretions (rather than offences) will be dealt with by the CCM’s day to day 
task Supervisor which may be other CCM or Contractor personnel.  Personal annual reports for 
the CCM will remain the responsibility of the Employer.  If required by the Employer, the Contractor 
shall provide comments on CCM performance to support annual reports. 

3. CCM Roles and Responsibilities.  The single Services have their own discrete set of 
roles and responsibilities within the catering and logistics branches.  The Contractor will be 
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required to recognise these roles and employ the incumbent CCM in accordance with each 
Service’s Terms and condition of Service for the CCM.  These are shown at Appendix A. 

4. Training.  The training and skills maintenance programmes for CCM military and 
operational duties are undertaken by each Service’s chain of command.  In addition to these, the 
Contractor shall provide additional and specific on-the-job training as necessary to enable CCM to 
deliver the catered mess meals output to the required standard and at the times specified as set 
out in HESTIA Annex K - Key Performance Indicators.  The Contractor will undertake the following 
activities to ensure that CCM are fully integrated into the HESTIA Contracts: 

a.  Roster the CCM to provide them with appropriate access to the widest range of different 
experiences and training;  

b.  Provide an environment and opportunities to develop the CCM which shall include 
commercial operating procedures, which may include defining the sales mix, pricing and 
marketing, catering accounting, use of the Contractor’s IT systems, resource and waste 
control and menu preparation; 

c.  Provide familiarisation and health and safety training for any equipment provided by the 
Contractor; and 

d.  Use of existing and emerging technology used to deliver the catered mess meals. 

5. Availability of CCM.  CCM are available to be used in the provision of the catered mess 
meals within HESTIA Contracts.  The CCM’s main role is support to operations and training 
worldwide which means that any time allocated and integrated into HESTIA Contracts will take 
place only after core duties and training are fulfilled.  The priority for the employment of CCM is as 
follows: 

a.  Operations. 

b.  Training and Exercises. 

c.  Provision of the “Core” requirements within the home base. 

d.  Leave and Harmony time. 

e.  Exceptionally, assisting the Contractor in the delivery of the retail offer – see para 9 
below for qualifying criteria. 

6. The Contractor is provided with the predicted number of CCM available for each year of the 
HESTIA Contract.  Predicted availability of CCM for each Contract Year (including their 
employment banding) is set out in each HESTIA Region’s Booklet 4 (Employer Supplied 
Information).  The predicted availability of CCM will be reviewed by the Employer 6 months after 
the HESTIA Region’s In-Service Date (ISD) and every 12 months thereafter.  The Employer will 
also review any change to the role and population of the Establishment which may impact on the 
availability or the requirement for CCM.  The management of the availability of the CCM is the 
responsibility of the HoE or their nominated representative.  The Employer may change the 
predicted availability of the CCM set out in Booklet 1 at any time during the Contract Period in 
accordance with the Change Management Processi which is described in HESTIA Booklet 1 
Request for Contract Action.  The Employer may release CCM for activities of a personal nature 
and/or military duties at the discretion of the HoE or his nominated representative.   

7. Calculation of CCM Availability.  It is the responsibility of each TLB to calculate the rank 
and number of CCM available to be integrated into the HESTIA catered mess meals services.  
Each Service calculates the available number and rank of CCM according to its own military 
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commitments and other Service-specific factors.  The principles for these calculations is at 
Appendix B. 

8. Allocation and Rostering of CCM.  No later than 10 Working Days prior to the start of 
each month, the HoE or his nominated representative shall provide to the Contractor the Monthly 
CCM Plan which sets out the actual availability of CCM for that month.  Within 5 Working Days of 
receipt of the Monthly CCM Plan, the Contractor shall issue to the Employer a detailed roster for 
the relevant month.  The HoE or their nominated representative shall be entitled to comment on 
the Roster and, to the extent reasonably practicable, the Contractor shall amend the Roster in 
accordance with such comments.  The Contractor shall maintain and update the Roster throughout 
the relevant month to reflect and manage CCM absence and any changes to the number of 
Allocated CCM occurring during the relevant month and shall promptly notify the HoE or their 
nominated representative of any such amendments. 

9. The Contractor shall not employ CCM to work in any retail facility, without the prior written 
consent of the Employer.  CCM are to work at locations and for durations that are set out in the 
relevant Monthly CCM Plan.  CCM may not work for more than 5 days in any week, and not for 
more than 8 hours per day.  Each day’s work is inclusive of short breaks and a break of 1 hour 
minimum at times agreed locally.   

10. The Contractor will ensure that rostering allows for CCM to work no more than 16 
weekends in any calendar year and to allocate CCM at least 2 consecutive days in each 
consecutive 7-day period on which they are not required to work in the provision of the CCM 
Catering Service.  The Contractor will endeavour to plan a spread of any weekend duties 
throughout the rostered year so that weekend duty is reasonably distributed throughout the year. 

11. Absences.  As Command duties and responsibilities always take precedence over the 
provision of CCM to the Contractor, short notice removal of CCM may occur.  The Contractor and 
HoE, or their nominated representative, will undertake the following actions to deal with CCM 
absences: 

a.  If absence is due to illness, medical appointments or other appointments which the 
relevant member of CCM is required to attend and lasts for a period of 7 days or less, the 
Contractor shall manage the deficit through their own processes and means to ensure the 
continued provision of the catered mess meals service in accordance with the terms of the 
HESTIA Regional contract.  These types of absences are disregarded for the purposes of 
calculating a Predicted Shortfall or a Shortfall;  

b.  If absence is due to a Predicted Shortfall in CCM, the HoE or their nominated 
representative may re-allocate CCM to rectify the Predicted Shortfall and notify the 
Contractor accordingly.  The HoE or their nominated representative will, wherever possible, 
give notice of a Predicted Shortfall and this may be via submission of the Monthly CCM 
Plan or via the day to day communication channels such as email, weekly planning 
meetings and mess meetings.  Both parties shall discuss the impact (if any) of the shortfall 
on the Contractor’s provision of the catered mess meals at the relevant Establishment 
Service Delivery Meeting.  Once the Contractor has been notified of a Predicted Shortfall 
careful consideration and scrutiny will be given to the Contractor’s ability to continue to 
meet the requirements of the catered mess meal outputs without employing more 
personnel.  The Contractor will in all cases consider use of their existing personnel within 
the HESTIA Establishment, the HESTIA Region and any other locations within a 
reasonable distance of the Establishment.  The Contractor will inform the Service Manager 
that a Predicted Shortfall notice has been given and that backfill of CCM is required.  Once 
the Service Manager has given written consent to the number and grade of backfill 
required, the Contractor may employ Backfill Personnel at the rates set out in Booklet 2 of 
the HESTIA Regional contract.  For Predicted Shortfall, the following activities must take 
place: 
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(1)  Inform the Contractor’s Establishment Catering Manager / Inform the CCM 
manager of a predicted shortfall in order both parties to consider re-allocation to 
rectify the shortfall; 

(2)  Where all alternatives have been considered (see paragraph 5.2 to Annex F of 
the HESTIA Contracts) the Contractor may employ Backfill Personnel with the 
permission of the Employers Service Manager;

(3)  Present invoices that evidence the number of Backfill Personnel employed, the 
details of the rosters and the total period the backfill personnel were employed. 

The diagram below shows each stage of the backfilling process for HESTIA Contracts: 

12. Payment for CCM.  All claims by the Contractor for payment in relation to the employment 
of Backfill Personnel shall be supported by: 

a.  Invoices which evidence the number of Backfill Personnel employed by the Contractor 
and the costs incurred by the Contractor in this respect; and  

b.  The Roster for the period in respect of which the Backfill Personnel were employed. 

13. CCM and Performance Management Regime.  If there is a shortfall in the number of 
CCM personnel that has not been predicted and is not due to absences described at paragraph 
12a above, the Contractor will report the shortfall to the HoE or their nominated representative.  
Where the shortfall has adversely impacted the Contractor’s ability to provide the core catering 
services, the Contractor shall be entitled to request relief from the Performance Management 
Regime, provided that the Contractor has used reasonable endeavours to continue to provide the 
output and shall provide the Employer with evidence of the impact of the Shortfall to support such 
request at the relevant Establishment Service Delivery Meeting. 

14. Additional CCM.  The Employer may, in the Monthly CCM Plan, notify the Contractor that 
Additional CCM are available and the duration of such availability and the Contractor shall use 
reasonable endeavours to include the Additional CCM in the Roster for the relevant month in roles 
commensurate with their rank, appointment, trade and specialisation; and provide details of their 
rostered hours and roles.  The Employer has the right to remove Additional CCM at any time 
during the Contract Period.
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Appendix A - Military Roles and Responsibilities 

ARMY 
Ser Rank Principal Activity Military Qualification/Title  Civilian Qualification(s) Remarks 
1. Private Food production (mainly 

under supervision). 
Chef Class 3 (Chef Class 2 
awarded up to 18 months out of 
training, subject to successful 
completion of training 
objectives) 

• Inducted to NVQ Level 2 in 
training, completed in Unit 

• NVQ Level 2 Customer 
Service 

• Basic Food Hygiene 

2. Lance Corporal Shift supervisor Chef Class 1 • NVQ Level 2 Facilities 
Management 

• NVQ Level 3 Professional 
Cookery 

• NVQ Level 3 Customer 
Service 

3. Corporal 

Sergeant 

Production supervisor; day 
to day kitchen management 
and production 

Production Supervisors Course NVQ Level 3 Facilities 
Management 
Intermediate Food Hygiene 
NVQ A1, IQA 
Level 4 Food Hygiene 
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ROYAL AIR FORCE
LOGISTIC CHEF
Ser Rank Principal Activity Military Qualification/Title Civilian Qualification(s) Remarks
1. Leading 

Aircraftman.  
Food Production (under 
supervision). 

• Defence Chef Basic Course. 
• Deployed Skills Course. 

• Intermediate Apprenticeship in 
Hospitality. 
• NVQ Level 2 in Professional 
Cookery. 
• Level 2 Award in Health & 
Safety in the Workplace. 
• Level 2 Award in Food Safety in 
Catering. 
• Functional Skills Level 1 in 
Maths and English. 

NVQ awarded on 
successful 
completion of 
Trade Ability 
Tests at unit. 

2. Senior 
Aircraftman. 

Food Production. • Catering Advanced Skills Course. • Level 3 Award in Nutrition for 
Healthier Food and Diets. 
• Level 2 Award in Customer 
Service. 

3. Corporal. Production supervisor; day to 
day kitchen management and 
production. 

• Catering Supervisors Course. 
• Deployed Skills Commander's 
Course. 
• Junior Management & 
Leadership Course. 

• Level 3 Supervising Food 
Safety. 
• Institute of leadership & 
Management (ILM) Level 3 Award 
in Leadership & Management. 

4. Sergeant. Chef Manager: responsible for 
all food services. 

• Catering Manger's Course. 
• Senior Manager's Course (if 
required for post). 
• Intermediate Management & 
Leadership Course.  

• Level 4 Managing Food Safety. 
• ILM Level 5 Certificate in 
Leadership & Management. 

5. Flight 
Sergeant. 

Chef Manager: implement and 
manage complex food sytems. 

• Senior Manager's Course (if 
required for post). 
• Advanced Management & 
Leadership Course. 

6. Warrant 
Officer. 

Catering Manager: exercise 
overall responsibility for the 
catering operation. 

• Senior Manager's Course (if 
required for post). 
• Higher Management & 
Leadership Course. 
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ROYAL AIR FORCE
AIR & GROUND STEWARD (AGS)
Ser Rank Principal Activity Military Qualification/Title Civilian Qualification(s) Remarks
1. Leading 

Aircraftman.
Food and beverage Service, 
accommodation management 
and reception duties (under 
supervision) 

• Defence Caterer Basic Course. 
• Deployed Skills Course. 

• Intermediate Apprenticeship in 
Hospitality.  
• Level 2 Award in Health & 
Safety in the Workplace. 
• Level 2 Award in Food Safety in 
Catering. 
• Functional Skills Level 1 in 
Maths and English. 

2. Senior 
Aircraftman. 

Food and beverage Service, 
accommodation management 
and reception duties. 

• Catering Advanced Skills 
Course. 

• Level 3 Award in Nutrition for 
Healthier Food and Diets. 
• Level 2 Award in Customer 
Service. 

3. Corporal. Front of house (FOH) 
production and supervision. 

• Catering Supervisors Course. 
• Deployed Skills Commander's 
Course. 
• Junior Management & 
Leadership Course. 

• Level 3 Supervising Food 
Safety. 
• ILM Level 3 Award in 
Leadership & Management. 

4. Sergeant. FOH Manager: responsible for 
FOH Mess management. 

• Catering Manger's Course. 
• Senior Manager's Course (if 
required for post). 
• Intermediate Management & 
Leadership Course.  

• Level 4 Managing Food Safety. 
• ILM Level 5 Certificate in 
Leadership & Management. 

5. Flight 
Sergeant. 

FOH Manager: implement and 
manage complex FOH 
systems. 

• Senior Manager's Course (if 
required for post). 
Advanced Management & 
Leadership Course. 

6.  Warrant 
Officer. 

Catering Manager: exercise 
overall responsibility for the 
catering operation. 

• Senior Manager's Course (if 
required for post). 
Higher Management & Leadership 
Course. 
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Appendix B - Calculation of CCM Availability

1. Army.  30% of Chef’s time (less any Unit with 4 or less chefs) will be committed to the 
contract, this is the assumed current average across the current SMAC provision. This is now a 
designated input based on the Units C8005, this is on average 30% for most Army Units.   

2. RAF.  CCM calculations are based on an availability matrix comprising of mandated days 
for example, annual leave, bank holiday, IRT, rest days, guard duties and personnel admin.  Each 
employment band/rank is worked out individually along with any Stn specific diversions.  This 
availability Matrix is held with the Cat Ops Cmd WO, and will be updated when required.  However, 
on average 43% of the unit establishment (minus FISPs) are committed 5 out of 7 days to the IP; 
with the lowest availability rank being Sgt Caterers at 35% and AC Caterers being the highest at 
49%, thus, each ranks is worked out individually. Under HESTIA, CCM are declared in whole 
people not in hours.   


