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THE NORTH OF SCOTLAND FACILITIES & CAPITAL PLANNING GROUP 

RECOMMENDATIONS AND OUTPUTS FROM THE SHORT LIFE WORKING GROUP RESPONSE TO ISSUES HIGHLIGHTED IN THE“COLE REPORTS”



November 2021

At its regional Board meeting in December 2020, the North of Scotland Facilities & Capital Planning Group fully endorsed the 47 recommendations contained within the short life working group response to issues highlighted in the “Cole reports”.

The agreed next steps is for the North of Scotland Facilities & Capital Planning Group to consider how these recommendations can be  extended across north Boards, to form a standard baseline of quality outcomes that will contribute towards improving the way that health buildings are designed and constructed. 

The appendix below lists the recommendations into 4 separate category tables, these being 2 aimed at individual Boards to take forward (split between those that can be taken forward now and those that have outstanding dependencies) and similarly 2 for the North of Scotland Facilities & Capital Planning Group (again with and without dependencies). 

In addressing the recommendations, the Project Lead Project Quality Checklist was created (referrer to appendix 1). The checklist can be used on all projects in helping to address project quality, assisting in standardising the process and requested information required to address the recommendations. Each checklist items contains a RAG status column that can be used to track progress and current status. Pro-forma templates and documents have been embedded within the recommendations and quality checklist as hyperlinks. These templates can be used on all projects and can be amended to reflect the specific requirements for the project.


TABLE 1 - Recommendations to be taken forward by individual Boards/at singular project level that are not impacted by any dependency
TABLE 2 - Recommendations to be taken forward by individual Boards/at singular project level that are impacted by a dependency
TABLE 3 - Recommendations to be taken forward by the NoSF&CPG that are not impacted by any dependency
TABLE 4 - Recommendations to be taken forward by the NoSF&CPG that are impacted by a dependency




	TABLE 1 - Recommendations to be taken forward by individual Boards/at singular project level that are not impacted by any dependency
	Cole 
ref

	4
	The Project Lead to review CV’s of external consultants for their suitability, based on experience relevant to the commission, and confirm outcome to the Project Board.

	1.1

	7
	On receipt of final design proposals, the Project Lead to arrange a formal presentation of the design to the Project Board. This should provide the Project Board with a final opportunity to confirm any required changes.

	1.2

	8
	Prior to approval of the contractors final design proposals, the Project Lead to seek a formal assurance from the contractor that the design complies with the Board’s specified requirements, subject to any accepted derogations by the Board. This assurance should be reported to the Project Board.

	1.2

	9
	During construction, termed “construction monitoring”, the Project Lead to coordinate the Board’s technical resources to ensure regular physical inspections are taking place. The Project Board should be provided with the following confirmations on a monthly basis:
•	any changes/variations
•	assessment of the build quality
•	sample of photographic records taken in the preceding period
•	assessment on conformity with the Boards completion criteria requirements, culminating with a final report prior to completion.

	1.2

	10
	The Project Lead to brief members of the project team, who have a direct interface with contractors and designers to ensure they understand the limitations on checking and reviewing design information. This responsibility should also extend to consultants appointed by the Board. 

	1.3

	11
	The Project Lead to ensure there is a contractual mechanism for the Boards own/external appointed COW to have unfettered access to visit site. This can be achieved by preparing a delegation of duty from the appropriate lead (who does have these same contractual access rights).

	1.4

	12
	The Project Lead to procure a client hosted photo record portal, to compliment the work of TS’s and COW’s so that the Board has a historical record of the build as it progresses – the outcome of the tender should be confirmed to the Project, and the costs included within the business case.

	1.4

	14
	The Project Lead to ensure the contractor identifies a dedicated quality manager, who demonstrates the necessary capacity, and clear responsibility for co-ordinating all aspects of design and construction – this person should have no other role involvement in the project.

	1.5

	15
	The Project Lead to ensure there is a process for the named quality manager to confirm (by issue of a report at each progress/update meeting) that all aspects of the design and construction are being coordinated.

	1.5

	16
	The Project Lead to carry out benchmark quality compliance reviews during the design and construction stages, to review the contractor’s actual performance against the quality management plan – the outcome to be reported periodically to the Project Board. 

	1.5

	17
	The Project Lead to ensure that a protocol is formally established between the Board and the contractor to record the extent of communication permitted between the Board’s project team and any designers engaged directly by the contractor.  

	3.1

	18
	The Project Lead to ensure that the communication protocol also covers a requirement for all meetings to be recorded, and that the contractor will only act on instructions formally issued by letter/agreed actions recorded at meetings 

	3.1

	19
	In terms of drafting invitations to tender, the Project Lead to include a requirement for contractors to confirm:
· The full scope of the design team’s services, including details of the amount of hours included for each respective member of the design team during design and during construction
· The elements that are proposed to be contractor designed versus elements designed by the design team members
· That the design team will attend all technical/design meetings with the Board. 
· That each design team member will (by issue of a report at each construction progress/update meeting) validate that they have visited the site and are satisfied that what the contractor has installed meets their design intent/design drawings

	3.2

	20
	The Project Lead to make it explicitly clear in future tenders, that they (contractors/advisors) will be mandated to use the Board’s host document management system: and that purchase of licenses for contractor’s use should be identified as part of their preliminaries project cost.

	4.1

	21
	The Project Lead to ensure that the Board’s construction requirements includes a requirement for contractors to provide accurate construction and operational documentation. We suggest this requirement includes as a minimum;
•	A clause to mandate the contractor to record and advise the Board  of all subsequent changes to construction drawings
•	Specify performance methodologies to measure the quality of the final “as-built” drawings
•	The completion criteria to include a reference that all “as-built” documentation is to be certified by the contractor, and the relevant designer/manufacturer

	4.2

	22
	The Project Lead to report any failure by a contractor to provide “as fitted drawings” in compliance with the above requirements to the administering Framework body i.e. HFS / NHS SCOTLAND ASSURE & SFT and to the NoSF&CPG

	4.2

	42
	The accountable Project Board to agree the TOR, governance arrangements, programme and project aims & objectives, as promoted by the SRO.

	1.1

	43
	The accountable Project Board to confirm the SRO’s recommendation for the Project Lead. 

	1.1

	46
	The Senior Responsible Officer to prepare Terms of Reference (ToR), confirm the governance arrangements and the constituent members of the Project Board, giving due consideration to the value, complexity, and matters relevant to the projects objectives.

	1.1

	TABLE 2 - Recommendations to be taken forward by individual Boards/at singular project level that are impacted by a dependency before the recommendation can be enacted?
	Cole 
ref

	1
	The Project Lead to undertake a risk based required project resource assessment to ensure the project is sufficiently resourced (be that by means of internal or external resource) during all stages of the project; confirm outcome to the Project Board.
	1.1

	
	
	

	2
	The Project Lead to include within the business case a requisite allowance for all resource requirements identified in the required project resource assessment.
	1.1

	
	
	

	3
	The Project Lead to assess the capacity and competence of the project team, relative to the required roles at all stages of the project; the assessment being made by reference to the required project resource assessment & the competency matrix. The assessment must be confirmed by the Project Board.
	1.1

	
	
	

	5
	The Project Lead to commission an independent diligence review of the Board’s briefing documents, termed the “document review”, and confirm the outcome to the Project Board. The document review should validate:
•	Conformity with the most up-to-date guidance and regulations
•	The expected quality of design & construction requirements 
•	Completion criteria requirements have been sufficiently specified to provide a benchmark of performance acceptability 
•	A risk based assessment of acceptable of derogations
•	Read across constancy between all documents
	1.2

	
	
	

	6
	The Project Lead to lead a peer review workshop of the contractors design proposals, termed the “design review”. The workshop should include a wide representation of technical and health infection expertise, and representation from another Health Board/HFS / NHS SCOTLAND ASSURE to reinforce governance.
	1.2

	
	
	

	13
	The Project Lead to review the contractor’s quality management plan to ensure that it addresses the quality objectives outlined in the NoSF&PG developed performance methodology – a contractor should not be appointed without validation that the quality plan meets the performance methodology, and the outcome of the validation should be confirmed to the Project Board.
	1.5

	
	
	

	23
	The Project Lead to ensure, as part of the Board’s document review (refer to 1.2), that the specification provides specific requirement to communicate design intent for all design disciplines.
	4.5

	
	
	

	24
	The Project Lead to ensure, as part of the design review (refer to 1.2), that the contractor has evidenced their design intent, behind all key elements of design has been communicated.

	4.5

	
	
	

	44
	The accountable Project Board to approve the Project Lead’s required project resource assessment - a project that can’t meet any aspect of the minimum baseline assessment should not proceed without mitigations in place.
	
	1.1

	
	
	

	45
	The accountable Project Board to sign off its acceptance of the contractor’s design proposals, subject to agreed schedule of outstanding/incomplete design development that has no material bearing on the approval, to allow the project to proceed to business case. A design that is not signed off by the Project Board should not proceed to final business case.
	1.2

	
	
	

	47
	The Senior Responsible Officer to assess the capacity and competence of the Project Lead, to carry out the role relative to all stages of the project; the assessment should be made by reference to experience, and the competency matrix. 
	1.1

	
	
	























	TABLE 3 - Recommendations to be taken forward by the NoSF&CPG that are not impacted by any dependency
	Cole 
ref

	25
	The NoSF&CPG to develop a competency matrix detailing the training/accreditation/qualifications/experience required to carry out key project roles, such as:
•	Project Director
•	Project Manager
•	Service Planning Lead
•	M&E Technical Supervisor 
•	Building fabric Technical Supervisor
•	M&E Clerk of Works
•	Building fabric Clerk of Works
•	Health infection lead
•	Commissioning lead 
•	Clinical lead

In the first instance consideration should be given to the education pathways for Capital Planning, Property Services and Asset Management disciplines that has recently been developed through Health Facilities Scotland (HFS / NHS SCOTLAND ASSURE) – for more information refer to link
http://ef.nes.digital/property-services-and-asset-management.html   
Competency matrix and Resourcing matrix has initially be developed for project level. This should be reviewed and updated within the context of a regional approach.

	1.1

	
	
	

	26
	The NoSF&CPG to develop a regional project resources matrix and agree opportunities to share suitably experienced professional and technical staff to support projects (in the region). Consideration should be given to the key project development stages of: 
•	Inception/briefing documents
•	Design development and review designs
•	Construction and quality compliance
•	Soft landings/commissioning
Competency matrix and Resourcing matrix has initially be developed for project level. This should be reviewed and updated within the context of a regional approach.

	1.1

	
	
	

	
28
	The NoSF&CPG to request the respective HFS / NHS SCOTLAND ASSURE & SFT confirm what diligence they have carried out on the likelihood or implications of non-compliance the standard contact terms and conditions contained within their frameworks. 
NHSScotland Frameworks Scotland 3 includes contract compliance requirements which are sanctionable under the KPI’s.
	
1.2

	
	
	

	29
	If HFS / NHS SCOTLAND ASSURE/SFT are unable to provide satisfactory evidence of undertaking diligence in respect of the risks of non-compliance of (their) standard contract terms, then NoSF&CPG should take an informed risk based approach, for example by considering if KSR’s provide sufficient provisions for checking compliance of the delivered product, and hence determine the risk is low. 
NHSScotland Frameworks Scotland 3 includes contract compliance requirements which are sanctionable under the KPI’s.
	1.2

	
	
	

	31
	The NoSF&CPG to develop a regional performance methodology for standardising and establishing clear quality objectives in both design and construction phases – this methodology should be clearly set out in briefing documents
	1.5

	
	
	

	33
	The NoSF&CPG to make formal contact with HFS / NHS SCOTLAND ASSURE & SFT to inquire as to how they (HFS / NHS SCOTLAND ASSURE &SFT) intend to incorporate more direct communication into their existing procurements.
Further information required around specific aspects of communication requirements.
	3.1

	
	
	

	34
	The NoSF&CPG to make formal contact with HFS / NHS SCOTLAND ASSURE & SFT to inquire how they (HFS / NHS SCOTLAND ASSURE & SFT) intend to incorporate a mandatory provision built into their contracts to ensure that any professional design team member who has made the contractor aware of issues that could impact on the subsequent safety of the building or functionality of the building, and that contractor has failed to take the appropriate action (as advised by the team member), can inform the Board of the advice provided to the contractor.
NHSScotland Frameworks Scotland 3 now includes provisions for direct engagement and report from the design team to the NHSScotland Board on a monthly basis. This also includes site inspection and reports.

	3.3

	
	
	

	39
	The NoSF&CPG to ensure that key issues relating to defective design or construction affecting proposed or existing buildings, that have been captured as part of localised lessons learned processes are reported to (with appropriate confidentiality safeguards) an appropriate national level, such as the RSF group. 

	8.1

	
	
	

	40
	The NoSF&CPG to arrange an inaugural north region workshop and invite key staff (who have recently been involved in projects/investigations and the like) to share their experiences/lessons learned. The workshop should also include representation from HFS / NHS SCOTLAND ASSURE (those principally in architectural & engineering roles) to ensure any relevant information is formally documented and shared nationally.

	10

	
	
	

	41
	On becoming aware of a reported building failure, the NoSF&CPG to ensure that all north Boards are taking a consistent, proportionate and risk based approach to review the appropriate parts of their estate. In particular, this should extend to the NoSF&CPG collating responses to Scottish Government, HFS / NHS SCOTLAND ASSURE etc. on behalf of north region Boards 
	10

	
	
	

	
	
	





	TABLE 4 - Recommendations to be taken forward by the NoSF&CPG that are impacted by a dependency before the recommendation can be enacted?
	Cole 
ref

	27
	The NoSF&CPG to identify region wide training and/or seconded development opportunities to assist in-house staff in developing towards the minimum competencies identified in the competency matrix (recommendation  25)

	1.1

	
	
	

	30
	The NoSF&CPG to develop a mandatory design review checklist – the checklist must be signed off by each of the key department/specialist leads who have contributed towards the Board’s design review, so that the Project Board is further assured on the level and coverage of scrutiny/diligence that has been applied by the Board at this crucial stage. 

	1.2

	
	
	

	32
	The NoSF&CPG to develop a regional template scope of service for the appointment of an independent reviewer, through the HFS / NHS SCOTLAND ASSURE Framework which specifically considers a standard approach for the following:
•	The reporting lines (appreciating there is no contractual role for an independent reviewer in current procurements)
•	The amount of inspections to be carried out 
•	Option for a Board to use their own COW’s, for instance the consultant specifically validating compliance with specification, and the COW reporting on build quality.
•	The process for attending tests, reviewing and/or signing off test certificates, completion criteria and the like
•	Provision for an enhanced review of known high risk/specialist installations such as water, ventilation, fire compartment 
•	The level of Professional Indemnity (PI) insurance required
•	Option to include a collateral warranty to ensure a greater level of coverage in respect of latent claims   
	2.1

	
	
	

	35
	The NoSF&CPG to ensure that all North Boards are linked into HFS / NHS SCOTLAND ASSURE’s national initiative to procure a Common Data Environment solution for use in relation to all major construction projects being developed across NHS Scotland.
Complete
	4.1

	36
	If HFS / NHS SCOTLAND ASSURE do not procure a common data system, then the NoSF&CPG to investigate options around North Boards procuring common (the same supplier) electronic document management/project repository systems
Complete

	

4.1

	
	
	

	37
	The NoSF&CPG to identify opportunities to share document management resources, for instance by identifying a lead for the whole of the region to develop standard filing protocols. 

	4.1

	
	
	

	38
	The NoSF&CPG to discuss options with HFS / NHS SCOTLAND ASSURE/SFT to temporarily suspended contractors from tender invitations, as a result of failing to comply with providing “as fitted drawings”, until such time as they rectify the default. 
NHSScotland Frameworks Scotland 3 now includes provision to sanction PSCPs resulting in the suspension from next mini-competition call off due to poor performance via KPI’s
	4.2

	
	
	

	
	
	


Appendix 1 – Project Lead Project Quality Checklist

Project Lead – Project Quality Checklist
The following checklist should be utilised by the designated responsible person / project lead to ensure suitable Quality Management arrangements have been considered and implemented for the project. The checklist should be used to for record keeping and demonstrating that the recommended actions have been considered and fulfilled. Where the designated action is unable to be implemented, the responsible person must ensure appropriate mitigation measures are introduced.

Notes:
Pro-forma templates have been embedded within the checklist for use where required.
Project Stages are based upon the SCIM Business Stages.


	Ref No.
	Responsible Person
	Project Stage
	Action
	Guidance Notes
	Response Ref No.
	Cole Ref.
	RAG Status

	1
	Project Lead
	Initial Agreement
	Complete project resource assessment ensuring suitable allowance for all project resource requirements identified.
	· The project resource assessment costs should be included within the business case for initial project costs.
· Project Lead should utilise the capability vs capacity matrix to determine the project requirements and expected resourcing levels.
· On completion of the assessment, this must be confirmed to the Project Board.
· Project resource assessment should be included within the business case submission.
· Refer to Resource Requirements Template


	1, 2, 26
	1.1
	

	2
	Project Lead
	Initial Agreement
	Complete Skills and Competency matrix for the project team.
	· Project Lead should utilise the competency matrix to determine and assess the key skills, qualifications and requirements to fulfil the project team roles.
· On completion of the assessment, this must be confirmed to the Project Board.
· Refer to Skills and Competency Template
· Refer to NHSScotland Education Pathways for Capital Planning, Property Services and Asset Management (CAPITAL PLANNING (scot.nhs.uk))


	1, 2, 3, 25, 27
	1.1
	

	3
	Project Lead
	Tender 
	Review CV’s of external consultants and confirm outcome to the Project Board.
	· Review external consultants for their suitability based on experience relevant to the commission.
· This should be completed during tender stage before appointment(s) completed.
· Complete pro-forma template for each external consultant.
· Refer to External Consultants Key Personnel and CV’s Template


	4
	1.1
	

	4
	Project Lead
	Tender
	Invitation to Tender Contractor requirements.
	· With the tendering documents and requirements for the appointing the Contract, the following should be included:
1. The full scope of the design team’s services, including details of the amount of hours included for each respective member of the design team during design and construction.
2. The elements that are proposed to be Contractor designed versus elements designed by the design team.
3. Stated requirements for the Board’s engagement with the design team and confirmation statement from the Contractor this will be achieved on the project.
4. Design team attendance requirement at technical / design meetings and confirmation statement from the Contractor this will be achieved on the project.
5. Requirement for the design team to issue by way of report at each construction progress / update meting validation that they have visited the site and are satisfied that what the Contractor has installed meets their design intent / design drawings / specification.
6. Requirement for the design team to produce a final written statement that the final build meets the original design intent.
· Refer to Key Personnel Project Allowance Template


	19
	3.2
	

	5
	Project Lead
	Tender
	Contractors / Advisors to be mandated to use the Board’s host document management system.
	· Project Lead to make explicitly clear within the invitation to tender documentation that the Contractor and all advisors / consultants will be mandated to use the Board’s host document management system. 
· The system should be stated within the documentation and any specific requirements they should be made aware of including compliance with data transfer etc.
· The purchase of licenses for the Contractor’s use should be identified as part of their preliminaries project costs where required.
· Refer to Standard BIM Wording Requirements Template


	20
	4.1
	

	6
	Project Lead
	Tender / Pre-Construction
	Ensure the Board’s construction requirements are mandated within the contract scope / works information.
	· The Board’s construction requirements should be added as an agenda item within the quality management meeting agenda. Upon agreement this should be inserted within the construct scope / works information.
· Ensure the following items are included within the contract as construction requirements:
1. Requirement for Contractor to provide accurate construction and operation documentation.
2. A clause to mandate the Contractor to record and advise the Board of all subsequent changes to construction drawings.
3. Specify performance methodologies to measure the quality of the final ‘as-built’ drawings.
4. The completion criteria to include a reference that all ‘as-built’ documentation is to be certified by the Contractor and the relevant designer / manufacturer. 
· Refer to Project Meeting Action Tracker Template and Project Prestart Meeting Agenda Template


[bookmark: Project_Prestart_Meeting_Agenda][bookmark: _MON_1696321277]
	21
	4.2
	

	7
	Project Lead
	Tender / Pre-Construction
	Ensure contractual mechanism for project Clerk of Works to access site for inspections.
	· Ensure that both internal and external appointed Supervisors and Clerk of Works have unfettered access to visit and inspection the site throughout the project.
· Ensure that the individual(s) who are carrying out this role have the same contractual access as per the named duty holders within the contract.
· Ensure that site access arrangements for the construction stage are agreed from the project outset at the pre-start meeting. This should include agreeing access requirements and reporting procedures and processes to be undertaken.
· Ensure that the access requirements are agreed and stipulated within the contract scope / works information document.
· Refer to Project Meeting Action Tracker Template and Project Prestart Meeting Agenda Template
· Refer to Supervisor Site Observation and Inspection Report Template



[bookmark: Project_Prestart_Meeting_Agenda_1][bookmark: _MON_1696321338][bookmark: Site_Supervisor_Observation_Report][bookmark: _MON_1696321363]
	9, 11
	1.2
1.4
	

	8
	Project Lead
	Tender / Pre-Construction
	[bookmark: Ref_8]Procure Client hosted photo record portal i.e. multivista, BIM360 or similar.
	· A suitable system should be identified from the project outset.
· The system should have the capabilities to compliment the work of the Technical Supervisor / Clerk of Works for recording historical as-built progress.
· The outcome of the tender process and the chosen system should be communicated to the Project Board, with all associated costs included within the business case project cost estimates.
	12
	1.4
	

	9
	Project Lead
	Tender / Pre-Construction
	Ensure the Contractor identifies a dedicated project Quality Manager.
	· The Contractor should provide evidence that the possess the necessary capacity and capability, with clear responsibility for co-ordinating all aspects of design and construction. This person should have no other role involvement on the project.
Where applicable named person should be provided a tender stage. However, as a minimum this person should be named at identified at the project pre-start meeting.
· Refer to Project Meeting Action Tracker Template and Project Prestart Meeting Agenda Template


[bookmark: Project_Prestart_Meeting_Agenda_2][bookmark: _MON_1696321420]
	14, 15
	1.5
	

	10
	Project Lead
	Tender / Pre-Construction
	Introduce and manage a project communication protocol between Board and design team
	· A communication protocol should be formally established for the project from the project outset between the Client and the Contractor to record the extent if communication permitted between the Board’s project team and any designers and supply chain members directly engaged by the Contractor.
· Depending on the procurement rout, the Board should stipulate the levels of engagement with the contractor’s design team that will be expected for the project.
· A statement of intention should be agreed from the outset at the project pre-start meeting, stipulating access to the design team by the Board’s project team and how they can communicate directly with them.
· Refer to Project Meeting Action Tracker Template and Project Prestart Meeting Agenda Template


[bookmark: Project_Prestart_Meeting_Agenda_3][bookmark: _MON_1696321510]
	17, 18
	3.1
	

	11
	Project Lead
	Tender / Pre-Construction
	Introduce and manage the overall general project communication protocol 
	· This should cover the requirement for all meetings to be recorded and the Contractor will only act on instructions formally issued by letter / agreed actions recorded at meetings.
· Communication arrangements should be discussed and agreed at the project pre-start meeting.
· Project Lead to ensure evidence is recorded of all key decisions made on the project are recorded in writing.
· Refer to Project Meeting Action Tracker Template and Project Prestart Meeting Agenda Template


[bookmark: _MON_1696321530]
	17, 18
	3.1
	

	12
	Project Lead
	All Stages
	[bookmark: Ref_12]Commission independent diligence review of the Board’s briefing documents, termed the ‘Document Review’.
	· The Document Review, should fulfil the following requirements:
1. Conformity with the most up-to-date guidance and regulations.
2. The expected quality of design and construction requirements.
3. Completion criteria requirements have been sufficiently specified to provide a benchmark of performance acceptability.
4. A risk based assessment of acceptance of derogations.
5. Read across constancy between all documents.
6. The specification provides specific requirement to communicate design intent for all design disciplines. 
7. The Contractor has evidenced their design intent behind all key elements of their design has been communicated.
· The outcome of the review should be confirmed to the Project Board.
· The Document Review will be separate and independent from the NHS Scotland Assure project review requirements.
	5, 16, 21, 23, 24
	1.2
1.5
4.2
4.5
	

	13
	Project Lead
	All Stages
	Undertake the NHS Scotland Assure project design reviews.
	· The design reviews should be undertaken in accordance with the NHS Scotland Assure Key Stage Assurance Reviews (KSAR) Workbook requirements and the NHS Scotland construction procurement journey and assurance process..
· This should be added as a standing agenda item within the project quality management meeting agenda.
· Stipulate within the tender documentation the requirement for the Contractor to participate in these review where required.
· Stipulate with the tender documentation the requirement for the Contractor to include within their programme project milestones for project design reviews.
· Prior to requesting the NHS Scotland Assure project design review, the project should review the KSAR workbook for the appropriate project stage prior to the full review (https://www.nss.nhs.scot/nhs-scotland-assure/assurance/key-stage-assurance-reviews-ksar/). 
· Refer to Project Quality Management Meeting Agenda Template and Project Meeting Action Tracker Template


[bookmark: Project_Meeting_Action_Tracker_4][bookmark: _MON_1696321610]
	6
	1.2
	

	14
	Project Lead
	All Stages
	Undertake risk based project resource assessment.
	· Project risks assessment should be undertaken to ensure the project is sufficiently resourced, this includes both internal and external resources.
· This should be an ongoing process which is carried out at all stages of the project.
· Confirm the outcome to the Project Board.
· Refer to Resource Requirements Template


	26
	1.1
	

	15
	Project Lead
	All Stages
	[bookmark: Ref_15]Brief members of the project team who have a direct interface with Contractors and Designers of their responsibilities and limitations on Design reviews. 
	· Brief all team members that have direct interface with the Contractor and the Design Team to ensure they understand the limitations and responsibilities they have with checking and reviewing design information.
· This includes how all decisions made can impact on the design outputs and any associated unintended implications as a result of the CDM Regulations.
· This responsibility should also be extended to all consultants appointed by the Board.
	6, 10
	1.2
1.3
	

	16
	Project Lead
	All Stages
	[bookmark: Ref_16]Ensure there is a process introduced for the named Quality Manager to confirm all aspects of the design and construction are being co-ordinated.
	· Confirmation of all aspects of the design and construction are being co-ordinated should be way of a report issued by the Quality Manager at each progress / update meeting.
· Project Lead to introduce a project quality management meeting into the project meetings structure. This should be held as a minimum on a monthly basis.
· Refer to Project Quality Management Meeting Agenda Template and Project Meeting Action Tracker Template


[bookmark: Project_Meeting_Action_Tracker_5]
	14, 15
	1.5
	

	17
	Project Lead
	All Stages
	[bookmark: Ref_17]Review Contractor’s Quality Management Plan.
	· Review the Contractor’s Quality Management plan to ensure it addresses the quality objectives outlined in the NoSF&PG developed performance methodology.
·  Contractor should not be appointed without validation that the quality plan meets the performance methodology and the outcome of the validation should be confirmed to the Project Board.
· The Quality management plan should be submitted by the Contractor at Tender stage, a QMP example can be accepted as part of the tender submission before a project specific plan is developed.
	13
	1.5
	

	18
	Project Lead
	All Stages
	Benchmark quality compliance reviews.
	· The quality compliance reviews should be carried out during the design and construction stages. This should review the Contractor’s actual performance against the quality management plan.
· The outcome of the reviews should be reported to the Project Board, identifying concerns and proposed mitigation measures where required.
· Refer to Project Quality Compliance Review Template


	16
	1.5
	

	19
	Project Lead
	Tender / Stage 2 (OBC) / Stage 3 (FBC)
	[bookmark: Ref_19]Undertake Design Review workshop of the Contractors design proposals.
	· Project Lead to lead a peer review Design Review workshop with the Contractor of their design proposals. The workshop should include a wide representation of technical and health infection expertise. This should also include representation from another health board / HFS / NHS SCOTLAND ASSURE to reinforce governance.
· Design review should be added to the project quality management meeting agenda.
· Ensure inclusion within the Tender documentation requirement for the Contractor to make allowance within their project costs and programme milestones for design reviews to be held throughout the project design stages.
· The Design review requirements should be undertaken over and above any NHS Scotland Assure design reviews.
· Refer to Project Quality Management Meeting Agenda Template and Project Meeting Action Tracker Template



	6, 7, 30
	1.2
	

	20
	Project Lead
	End of Stage 3 / FBC
	[bookmark: Ref_20]Formal assurance from the Contractor regarding compliant Design 
	· Prior to approval and sign-off by the Project Board, the Contractor must provide formal assurance that the design complies with the Board’s specified requirements, subject to any agreed derogations by the Board.
· This formal assurance must be reported to the Project Board prior to the Design presentation.
· Refer to item 21 of this checklist.
	8
	
	

	21
	Project Lead
	End of Stage 3 - FBC
	On receipt of final design proposal, arrange a formal presentation of the design to the Project Board.
	· The presentation by the Contractor and Project Team should provide the Project Board with a final opportunity to confirm any required changes.
· Presentation structure and approach should be added to the project Design Team meeting agenda. Requirements should be captured and taken account from the project outset.
· Presentation Guidance: follow the standard business case stages, provide an overview of the design intent and how it’s been achieved and linked back to the schedule of accommodation, should convey the intent of the design specification and technical matters, agreed derogations and where alternative means can bring enhanced performance outputs and compliance with SHTM’s/HTM’s etc.
· Refer to Project Board Design Compliance Sign-Off Template


	7, 8
	1.2
	

	22
	Project Lead
	Pre-Construction / Construction 
	[bookmark: Ref_22]Report any failure by the Contractor to provide ‘as fitted drawings’ in compliance with the above requirements. 
	· Report any failings to the administering framework and also NoSF&CPG.
· Include a contractual requirement within the contract scope / works information to remove any ambiguity as to the level of detail / format.
· Add this requirement to the quality management meeting project agenda.
· Refer to Project Quality Management Meeting Agenda Template and Project Meeting Action Tracker Template



	22
	4.2
	

	23
	Project Lead
	Stage 4 - Construction
	[bookmark: Ref_23]Construction Monitoring – co-ordinate the Board’s Technical resources to ensure regular physical site inspections are taking place.
	· These inspections cover both in-house and external appointed advisors.
· The Project Board should be provided with a summary report of the following confirmations on a monthly basis:
1. Any changes / variations;
2. Assessment of the build quality;
3. Sample of photographic records taken in the preceding period;
4. Assessment of conformity with the Boards completion criteria requirements;
· A final report should be issued to the Project Board prior to completion.
· Refer to Supervisor Site Observation and Inspection Report Template


	9
	1.2
	

	

	24
	Project Board
	Initial Agreement
	[bookmark: Ref_24]Project Board to agree the Terms of Reference, Governance arrangements, programme and project aims and objectives.
	· The documentation should be as promoted by the SRO.
· All documentation should be in place and signed off before commencing project appointments.
· Refer to Project Board Terms of Reference Template, Stakeholder Engagement Plan Template and Project Board Action Tracker Template


[bookmark: _MON_1696321935]
	42
	1.1
	

	25
	Project Board
	Initial Agreement
	[bookmark: Ref_25]Confirm the SRO’s recommendation for the role of Project Lead.
[bookmark: _GoBack]
	· Project Board should confirm in writing the SRO’s recommendation for Project Lead.
	43
	1.1
	

	26
	Project Board
	All Stages
	[bookmark: Ref_26]Approval of the Project Leads project resource assessment.
	· A project that cannot meet any aspect of the minimum baseline assessment should not proceed without mitigations in place.
· Project Lead to submit assessment to the Project Board for review and approval.
· Refer to items 1 and 2 of this checklist.
	26, 44
	1.1
	

	27
	Project Board
	End of Stage 3 / FBC
	[bookmark: Ref_27]Project Board to sign off its acceptance of the Contractor’s design proposals.
	· Acceptance should be subject to the agreed schedule of outstanding / incomplete design development that has no material bearing on the approval to allow the project to proceed to business case.
· A design that is not signed off by the Project Board should not proceed to final business case.
· Refer to item 12 and 21 of this checklist.
· Refer to Project Board Design Compliance Sign-Off Template


	45
	1.2
	

	

	28
	Senior Responsible Officer (SOR)
	All Stages
	[bookmark: Ref_28]SOR to assess the capacity and competency of the Project Lead.
	· SOR to carry out capacity and competence assessment of the Project Lead to carry out the role relative to all stages of the project.
· Assessment should be made in reference to experience and the competency matrix.
· SOR should sign-off the Project Lead appointment if they are satisfied they poses the necessary skills , capability and capacity for the role, if not then appropriate mitigation measures should be introduced.
· Refer to item 2 of this checklist.
	25, 27, 47
	1.1
	

	29
	Senior Responsible Officer (SOR)
	Initial Agreement
	[bookmark: Ref_29]Prepare Terms of Reference document
	· The documentation should be prepared and promoted by the SRO.
· Confirm the governance arrangements and the constituent members of the Project Board, giving due consideration to the value, complexity and matters relevant to the projects objectives.
· All documentation should be in place and signed off before commencing project appointments.
· Refer to Project Board Terms of Reference Template, Stakeholder Engagement Plan Template and Project Board Action Tracker Template



[bookmark: _MON_1696322020]
	46
	1.1
	






19

image1.png
NHS
N~
SCOTLAND




image2.emf
Resource  Requirements.xlsx


Resource Requirements.xlsx
Time

		NHS XXXXX

		XXXXXXXX Project

		Project Monitoring - Time

		Resource Allocation - Project Staffing Structure



										Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast

										2021/22		2022/23		2023/24		2024/25		2025/26		2026/27		2027/28		2028/29		2029/30		2030/31		2032/22		Total

										Estimated Days (365)

				Discipline/Role		Named Individual		Whole Time Equivalent 		IA		IA		OBC		OBC		FBC		FBC		construction		construction		construction		construction		construction

				Internal Board Resources

				SRO

				Project Director																												0

				Project Manager																												0

				Admin Support																												0

				Admin Support																												0

				Communications officer																												0

				Project Nurse Lead 																												0

				Clinical Lead																												0

				Nurse Lead																												0

				Midwifery Lead 																												0

				Finance Manager																												0

				Commercial Manager																												0

				Development manager																												0

				Facilities & Estates Project Lead																												0

				Equipment Support & Commissioning																												0

				PM/Service Manager 																												0

				Commissioning Manager																												0

				Technical Building																												0

				Technical M&E																												0

				Clerk of Works - Buildings																												0

				Clerk of Works - M&E																												0

				Technical Supervisor - IT																												0

				Additional Deputy Project Director																												0

				Quality Manager

				HAI / Infection Control Lead





				Total Staffing requirement						0		0		0		0		0		0		0		0		0		0		0		0

				External Advisors

				Health Care Planner																												0

				Cost Advisor																												0

				Project Manager																												0

				CDM Advisor																												0

				Clinical Advisor																												0

				Total Advisors						0		0		0		0		0		0		0		0		0		0		0		0

































Costs

		NHS XXXXX

		XXXXXXXX Project

		Project Monitoring - Revenue Costs

		Resource Allocation - Project Staffing Structure

										Actuals		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast

										2021/22		2022/23		2023/24		2024/25		2025/26		2026/27		2027/28		2028/29		2029/30		2030/31		2032/22		Total

										£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's

				Discipline/Role		Named Individual		Grade / Banding		IA		IA		OBC		OBC		FBC		FBC		construction		construction		construction		construction		construction

				Internal Board Resources

				SRO

				Project Director																												0

				Project Manager																												0

				Admin Support																												0

				Admin Support																												0

				Communications officer																												0

				Project Nurse Lead 																												0

				Clinical Lead																												0

				Nurse Lead																												0

				Midwifery Lead 																												0

				Finance Manager																												0

				Commercial Manager																												0

				Development manager																												0

				Facilities & Estates Project Lead																												0

				Equipment Support & Commissioning																												0

				PM/Service Manager 																												0

				Commissioning Manager																												0

				Technical Building																												0

				Technical M&E																												0

				Clerk of Works - Buildings																												0

				Clerk of Works - M&E																												0

				Technical Supervisor - IT																												0

				Communication Officer																												0

				Additional Deputy Project Director																												0



				Total Staffing requirement (additional budget)						0		0		0		0		0		0		0		0		0		0		0		0

				External Advisors

				Health Care Planner																												0

				Cost Advisor																												0

				Project Manager																												0

				CDM Advisor																												0

				Clinical Advisor																												0

				Total Advisors						0		0		0		0		0		0		0		0		0		0		0		0
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title



The following approach to project skills and competency is based upon the SFT guidance on baseline skillset for construction procurement.

The project complexity level table below should be used to determine the level that should be assigned to the project and the anticipated minimum resource commitment that will be required for each of the identified disciplines.

		Project Complexity Level

		Level One

		Level Two

		Level Three

		Level Four



		Value

		Up to £4m

		Less than £10m

		Less than £15m

		Any



		Degree of technical complexity and / or operational risk

		Low

		Low or Medium

		Low or Medium

		Low, Medium or High



		Senior Responsible Officer resource commitment

		5-15%

		10-20%

		15-30%

		25-75%



		Project Director

		30-40%

		40-70%

		70-100%

		100%



		Lead / Senior Project Manager

		30-40%

		40-70%

		70-100%

		100%



		Finance Manager

		15%

		15-40%

		40-70%

		100%



		Project Manager

		40-60%

		60-80%

		80-100%

		100%



		Technical Advisor / Supervisor

		40-60%

		60-80%

		80-100%

		100%







When completing the following tables for each project role, please refer to the Key Discipline Competency capability levels descriptions for each key heading located on page 7 onwards.



		Senior Responsible Officer: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		The business sponsor who has ultimate responsibility at Board/Executive level for delivery of the Project’s benefits and the appropriate allocation of resources to ensure its success.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Experienced

		



		Governance

		Expert

		



		Commercial Acumen

		Expert

		



		Project Management

		Experienced

		



		Stakeholder Management

		Experienced

		



		Procurement Management

		Previous Involvement

		



		Construction Management

		Experienced

		



		Resource Commitment

		

		



		Specialist Qualifications

		MSc Construction Management



MSc Strategic Service Planning and Delivery in Health and Social Care



SVQ in Senior Construction Management at SCQF level 11



SVQ in Built Environment Design and Consultancy Practice at SCQF level 11



MSc Project Management



PG Module in Project Management - Open University

		



		Professional Membership

		Chartered Engineer



Chartered member of: RICS



Chartered Member CIOB



Certified Member of IWFM

		



		Transferable Qualifications

		Executive MBA Facilities Management



MSc Facilities Management



Masters in Business Administration



		







		Project Director: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		Responsible for the ongoing day-to-day management and decision making on behalf of the SRO to ensure that the desired Project objectives are delivered.  They are also responsible for the development, progress and reporting of the Business Case to the SRO.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Experienced

		



		Governance

		Expert

		



		Commercial Acumen

		Expert

		



		Project Management

		Experienced

		



		Stakeholder Management

		Experienced

		



		Procurement Management

		Previous Involvement

		



		Construction Management

		Experienced

		



		Resource Commitment

		

		



		Specialist Qualifications

		BA (Hons) Architecture



BSc (Hons) Quantity Surveying



BSc (Hons) Construction Management



BSc (Hons) Building Surveying



BEng (Hons) Building Services



BSc (Hons) Construction & Project Management

		



		Professional Membership

		Chartered member of: RICS



Member of APM



Chartered member of RIBA



Chartered member of CIOB



Chartered member of RIAS

		



		Transferable Qualifications

		BSc Hons Facilities Management

		







		Lead / Senior Project Manager: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		Responsible for leading, managing and co-ordinating the integrated Project Team on a day to day basis.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Expert

		



		Governance

		Previous Involvement

		



		Commercial Acumen

		Expert

		



		Project Management

		Expert

		



		Stakeholder Management

		Expert

		



		Procurement Management

		Experienced

		



		Construction Management

		Experienced

		



		Resource Commitment

		

		



		Specialist Qualifications

		BA (Hons) Architecture



BSc (Hons) Quantity Surveying



BSc (Hons) Construction Management



BSc (Hons) Building Surveying



BEng (Hons) Building Services



BSc (Hons) Construction & Project Management

		



		Professional Membership

		Chartered member of: RICS



Member of APM



Chartered member of RIBA



Chartered member of CIOB



Chartered member of RIAS

		



		Transferable Qualifications

		BSc Hons Facilities Management

		







		Finance Manager: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		Responsible for leading, managing and co-ordinating the Boards day to day project finances.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Good Awareness

		



		Governance

		Experienced

		



		Commercial Acumen

		Expert

		



		Project Management

		Good Awareness

		



		Stakeholder Management

		Good Awareness

		



		Procurement Management

		Previous Involvement

		



		Construction Management

		Good Awareness

		



		Resource Commitment

		

		







		Project Manager: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		Managing and co-ordinating the integrated Project Team on a day to day basis, ensuring communication between internal and external stakeholders.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Good Awareness

		



		Governance

		Previous Involvement

		



		Commercial Acumen

		Previous Involvement

		



		Project Management

		Experienced

		



		Stakeholder Management

		Good Awareness

		



		Procurement Management

		Good Awareness

		



		Construction Management

		Experienced

		



		Resource Commitment

		

		



		Specialist Qualifications

		BA Architecture



BSc Quantity Surveying



BSc Construction Management



BSc Building Surveying



BEng Building Services



BSc Construction and Project Management



Graduate Apprenticeship Construction and Built Environment (SCQF level 10)



APM Project Professional Qualification (no SCQF level)



SVQ - Construction Contracting Operations Management: General at SCQF level 9

		



		Professional Membership

		Member of IWFM



Member of CIBSE



Member of ICE



Chartered Member of CIAT



Associate Member RICS/CIAT/IWFM/CIBSE/APM/RIBA

		



		Transferable Qualifications

		BA Facilities Management



BA (Hons) Business Management (SCQF level 10)



PDA in Project and Business Processes



PDA In Leading Change



PDA in Decision Making and Innovation



PDA in Planning and Implementing Change



PDA in Organisational Leadership



ILM Leadership and Management

		







		Technical Advisor / Supervisor: xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Insert name of proposed individual



		Main Responsibilities:

		Responsible for technical review and input as well as day to day site inspections of the site.



		Experience and suitability for the role:

		Skillset Expected

		Skillset of Individual	Comment by steves04@nss.scot.nhs.uk: Complete in accordance with the proposed individual’s skill set



		Development Management

		Good Awareness

		



		Governance

		Good Awareness

		



		Commercial Acumen

		Previous Involvement

		



		Project Management

		Experienced

		



		Stakeholder Management

		Good Awareness

		



		Procurement Management

		Good Awareness

		



		Construction Management

		Experienced

		



		Resource Commitment

		

		



		Specialist Qualifications

		HNC Building Services Engineering

NHC Built Environment

		



		Professional Membership

		

		



		Transferable Qualifications

		PDA Workplace Assessment Using Direct & Indirect Methods (LD9DI) at SCQF level 8 



SVQ Facilities Management at SCQF level 7 University Cert. Facilities Management 



HNC Facilities Management 

ECDL - Advanced (SCQF level 6) 



IWFM level 4 in Facilities Management 



ECDL (SCQF level 5) 



SVQ Management at SCQF level 7 



PDA in Managing Self and Others 



PDA in Leadership and Management of the Work of Others

		








Key Discipline Competency



Development Management:

Definition 

Development management includes the following activities: 

· The definition of service outcomes 

· The preparation of initial and outline business cases 

· Site selection 

· Land acquisition and surveys 

· Disposal of assets

· Governance structures

· Strategic planning

· Preparation of the project brief

· Management of the scrutiny and subsequent approval of design options presented by consultants and contractors. 





Capability Levels 

Expert 

· Has had direct experience of leading development management for a minimum of two similar projects. 

· Has had direct experience of leading the land assembly and site selection function for one or more similar projects. 

· Has been the lead manager in the preparation of business cases and project briefs for a minimum of two similar projects.

· Has previously managed the performance of relevant consultants and approved their deliverables in one or more similar projects. 



Experienced 

· Has had direct experience of being the lead in development management, and has been responsible for delivering the majority of its functions, for one or more projects. 

· Has had experience of land assembly and site selection for one or more projects. 

· Has been responsible for the management of the input of consultants for one or more projects. 

· Has been responsible for the preparation of a business case for one or more similar projects. 

· Has been involved in the preparation of a project brief for one or more projects. 



Previous Involvement 

· Has had experience of assisting the lead manager responsible for development management on one or more projects. 

· Has acted as a project manager, undertaking some of the functions of the manager responsible for development management for one or more projects. 

· Has been involved in, and is familiar with, business case preparation for one or more projects. 



Good Awareness 

· Has previously been involved in a project and witnessed a development management function; 

· and/or has studied development management through formal education or a formal training programme. 


Governance:

Definition 

Governance includes the following activities:

· Agreeing service outcomes

· Agreeing the project brief

· Chairing the project board (or similar)

· Securing the procuring authority approval of project budget and scope 

· Understanding land acquisition, site selection and disposal of assets 

· Ensuring a strong risk management and risk mitigation culture 

· Authorising a scheme of delegated powers 

· Securing procuring authority approval to overall design solutions and contract awards 

· Ensuring the proper scrutiny of cost management and whole-life costing 

· Providing the role of arbiter in disputes between stakeholders 

· Scrutinising business cases prior to their recommendation for procuring authority approval 

· Challenging those people tasked with day to day management of the project 

· Ensuring a focus on benefits realisation 



Capability Levels 

Expert 

· Has chaired a project board or equivalent 

· for similar projects a minimum of three times. 

· Has secured procuring authority approval of project budget and scope for a minimum of two similar projects. 

· Has secured procuring authority approval for design solutions and the award of contracts for a minimum of two similar projects. 



Experienced 

· Has chaired a project board or equivalent at least once. 

· Has assisted in securing procuring authority approval for project budget and scope for a minimum of two similar projects. 

· Has assisted in securing procuring authority approval for design solutions and the award of contracts for one or more projects. 



Previous Involvement 

· Has supported the chair of a project board in one or more projects. 

· Has created papers and reports for approval by a project board for one or more projects. 

· Has led on risk management for one or more projects. 

· Has been involved in preparing business cases for one or more projects. 



Good Awareness 

· Has been involved in some aspects of governance at a junior level; 

· and/or has studied governance through formal education or training. 




Commercial Acumen:

Definition 

Demonstrable commercial acumen is needed in the project team to ensure risk management and value-for-money are optimised. Appropriate capability levels include:

· Understanding the difference between cost and price 

· Understanding the principles of whole-life costing 

· Being familiar with benchmarking 

· Leading on risk management 

· Optimising risk allocation 

· Being skilled in negotiation and challenging 

· Having a good awareness of forms of contract and competitive negotiations 

· Maintaining and exploiting competitive tension 

· Instructing and managing construction contract lawyers 

· Making recommendations on alternative courses of action when faced with disputes or contractual claims. 



Capability Levels 

Expert 

· Has had experience of a lead commercial or equivalent business management role for a minimum of three broadly similar projects. 

· Has proven experience of the identification and monitoring of project risk in a minimum of three broadly similar projects. 

· Has dealt satisfactorily with a minimum of two previous contractual disputes or claims. 



Experienced 

· Has had experience of a support role in commercial or equivalent business management for a minimum of two projects. 

· Has had experience of managing the identification and monitoring of project risk for a minimum of two projects. 

· Has assisted in the satisfactory conclusion of a contractual dispute or claim in a minimum of two projects. 



Previous Involvement 

· Has been involved at an operational level in commercial or business management activities for one or more projects over the past three years. 

· Has a good awareness of, and fully understands, organisational, commercial and business processes and has experience of using them. 

· Has supported leaders in risk management in one or more projects. 



Good Awareness 

· Has been involved in some aspects of commercial or business management activity at a junior or peripheral level, supporting key members of project teams; 

· and/or has studied project commercial or business management activities through formal education or training. 






Project Management:

Definition 

Project management includes the following activities:



· The application of processes

· The management of resources

· The delivery of the service outcomes defined in the project brief 

· Setting up a Project Execution Plan (PEP) or similar 

· The management of future project activities 

· The reporting of progress 

· The identification of mitigation measures for any barriers to progress 

· Critical path programming

· The use of float (risk allowance)

· The balancing of scope, project capital cost, whole-life cost, budget, time and risks 

· Risk management 

· Preparing papers and reports for project board (or similar) approval 

· Checking that documents prepared by others contain the specified level of detail and co-ordination 



Capability Levels 

Expert 

· Has had experience as a project manager for a minimum of two broadly similar projects. 

· Has identified and assessed risks, using quantitative techniques, for a minimum of two broadly similar projects. 

· Has demonstrable experience in critical path programming relating to a minimum of two broadly similar projects. 

· Has established an effective project review system for minimum of two broadly similar projects. 



Experienced 

· Has worked in project or programme management for at least two years. 

· Has executed and controlled project management plans and changes, and has reported on project performance, for a minimum of two projects. 

· Has demonstrable experience in assisting in critical path programming for min of two projects. 

· Has demonstrable experience in modifying a project plan and updating a risk log for a minimum of two projects. 

· Has a clear and demonstrable understanding of what constitutes ‘good performance’ by the project team. 



Previous Involvement 

· Has been involved in project management in one or more projects. 

· Has a good awareness of, and fully understands, project management processes and plans. 

· Has assisted in project planning, critical path programming, risk analysis and reporting for one or more projects. 



Good Awareness 

· Has been involved in some aspects of project management at a junior or peripheral level, occasionally supporting members of the project team; 

· and/or has studied project management through formal education or training. 






Stakeholder Management:

Definition 

Stakeholder management includes the following activities:



· Identifying all internal and external stakeholders 

· Differentiating between those to be ‘consulted’ and those to be ‘informed.’ (Consultees will be involved in defining service outcomes) 

· Securing agreement of the project brief

· Securing endorsement of the proposed design solution 

· Developing a communications strategy 



Capability Levels 

Expert 

· Has performed as the lead person responsible for stakeholder management for a minimum of two broadly similar projects. 

· Has had direct experience in the identification of stakeholders and analysis of their potential impact on projects for a minimum of two broadly similar projects. 

· Has had direct experience of creating stakeholder management strategies for a minimum of two broadly similar projects. 

· Has had experience of creating and delivering a comprehensive communications plan, encompassing all stakeholders in a project, for a minimum of two broadly similar projects over the last three years. 



Experienced 

· Has had direct experience of leading stakeholder management for one or more projects. 

· Has had direct experience in creating stakeholder management strategies for one or more projects. 

· Has had direct experience of creating a comprehensive project stakeholder communications plan for a minimum of two projects. 



Previous Involvement 

· Has previously been involved in stakeholder management in one or more projects. 

· Has been involved in consulting with stakeholders and monitoring, evaluating and documenting their responses and feedback for one or more projects. 



Good Awareness 

· Understands how to identify and characterise stakeholders. 

· Understands how to create a comprehensive stakeholder communications plan; 

· Displays good communications skills; 

· and/or has studied stakeholder management through formal education or training. 




Procurement Management:

Definition 

Procurement Management includes the following activities:

· Analysing options culminating in the recommendation of a procurement strategy 

· Ensuring compliance with public procurement regulations 

· Controlling the process of supplier selection from contract advertisement through pre-qualification, tender and contract award 

· Fully understanding all relevant forms of contract for both consultants and contractors 

· Understanding procedures for the procurement of consultants 

· Setting questions and managing the process of scoring and weighting answers for the quality aspect of tender evaluation 

· Ensuring that questions will lead to good differentiation between scores 

· Conducting supplier interviews 

· Identifying best value choices rather than that of lowest cost 

· The determination of the levels of insurance, retention, limits of liability, liquidated damages and performance bonds 



Capability Levels 

Expert 

· Has led on procurement management with respect to a minimum of three similar projects. 

· Has been the lead manager in the choice and execution of procurement procedure – whether open, restricted, negotiated or competitive dialogue under EU rules, for a minimum of three broadly similar projects. 

· Has had direct experience of having overseen and approved supplier de-briefing procedures in accordance with the Regulations for a minimum of three broadly similar projects. 



Experienced 

· Has led on procurement management for one or more projects. 

· Has drawn up tender evaluation criteria and weighting and scoring mechanisms for a minimum of two projects. 

· Has controlled the process of supplier selection, from contract advertisement through pre-qualification, tender and contract award for a minimum of two projects. 



Previous Involvement 

· Has had direct experience of assisting the procurement manager in one or more projects. 

· Has prepared Notices in the Official Journal of the European Union and other publications, as appropriate, for a minimum of one over-the-EU-threshold project. 

· Has been involved in a support role in tendering and contract award procedures for one or more projects. 



Good Awareness 

· Has previously been involved in a construction procurement project and has engaged with the procurement management function; 

· and/or has studied procurement management requirements by way of formal education or a formal training programme. 




Construction Contract Management:

Definition 

Construction contract management includes the following activities:



· Administering those aspects of a construction procurement project not delegated to consultants 

· Even if such delegation has been made, it is important that the client team thoroughly understands the mechanisms for: 

· Payment 

· Managing and determining the effect of risk events 

· Change control

· Quality inspections

· Monitoring progress

· Approval of submissions for designs, method statements etc. 

· The administration of progress meetings 

· The exercise of client prerogatives 

· Handover and completion inspections 

· Defect rectification 

· The issuing of contract certificates 



Capability Levels 

Expert 

· Has had direct responsibility for managing or administering a construction contract for a minimum of two broadly similar projects. 

· Has led negotiations to resolve contractual issues 

· Has taken a lead role in the defect rectification process for a minimum of two similar projects. 

· Has managed and improved supplier relationships through appropriate and structured supplier and contract management processes for a minimum of two broadly similar projects. 



Experienced 

· Has had direct responsibility for managing or administering a construction contract for one or more projects. 

· Has a demonstrable understanding of the terms and conditions of a construction contract and has led negotiations to resolve contractual issues for one or more projects. 

· Has led negotiations to resolve contractual issues and has taken a lead role in the defect rectification process for one or more projects. 



Previous Involvement 

· Has had experience of assisting in the development of contract management processes for one or more projects. 

· Has assisted the project lead in risk identification and management in one or more projects. 

· Has assisted in the resolution of contractual disputes and changes in one or more projects. 



Good Awareness 

· Has been involved in several aspects of construction contract management at a junior level; 

· and/or has studied construction contract management through formal education or training. 
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title



The following templates should be used by all external consultant appointments to confirm proposed key personnel skills and expertise suitability for the project. The completed template should be no longer than 500 words for each of the two (2) individual reference projects section. 

Bidders are required to take note of the stated word count limits. Where a response exceeds the word limit, all words over that limit will be disregarded and will not be considered as part of the evaluation scoring, this includes any tables and diagrams. 

The template include boxes to be populated for two reference projects. The projects selected should be those which mostly closely align with the key criteria to be evidenced.

The template can be expanded upon to include any other additional consultant discipline which is required for the project.




		Name of Organisation

		



		Name of Individual

		



		Role 

		Architect / Design Lead



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· Developing a design to meet the client’s brief;

· Engagement with client and stakeholders;

· Delivery of a design compliant with statutory requirements, health technical guidance and best practice etc.



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· On site monitoring of the installation against the design;

· Sign off and approval processes of the design;

· Quality compliance and assurance.

		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Mechanical Designer / Lead



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· Developing a design to meet the client’s brief;

· Engagement with client and stakeholders;

· Delivery of a design compliant with statutory requirements, health technical guidance and best practice etc. 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· On site monitoring of the installation against the design;

· Sign off and approval processes of the design;

· Quality compliance and assurance.

		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Electrical Designer / Lead



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· Developing a design to meet the client’s brief;

· Engagement with client and stakeholders;

· Delivery of a design compliant with statutory requirements, health technical guidance and best practice etc. 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· On site monitoring of the installation against the design;

· Sign off and approval processes of the design;

· Quality compliance and assurance.

		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Water Services Designer / Lead



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· Developing a design to meet the client’s brief;

· Engagement with client and stakeholders;

· Delivery of a design compliant with statutory requirements, health technical guidance and best practice etc. 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· On site monitoring of the installation against the design;

· Sign off and approval processes of the design;

· Quality compliance and assurance.

		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Civil and Structural Designer / Lead



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· Developing a design to meet the client’s brief;

· Engagement with client and stakeholders;

· Delivery of a design compliant with statutory requirements, health technical guidance and best practice etc. 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced are individuals experience of: 



· On site monitoring of the installation against the design;

· Sign off and approval processes of the design;

· Quality compliance and assurance.

		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Lead Advisor



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Lead Advisor are experience of: 



· Managing multi-disciplinary teams;

· Managing the business case process;

· Collaboration; 

· Client and stakeholder relationships;

· Supporting Contractor / PSCP appointment;



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Lead Advisor are experience of:



· Programme Management including progress reporting;

· Risk management; 

· Quality management;

· Construction contracts including NEC4. 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Project Manager



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Project Manager are experience of: 



· Managing multi-disciplinary teams;

· Managing the business case process;

· Collaboration; 

· Client and stakeholder relationships;

· Supporting Contractor / PSCP appointment;



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Project Manager are experience of: 



· Management of Processes and Procedures;

· Risk management;

· Quality management; 

· Programme development and progress reporting; 

Management of construction contracts.



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Cost Advisor



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Cost Advisor are experience of: 



· Pre-Construction Cost planning – including early strategy and feasibility

· Collaboration 

· Cost benchmarking

· Client relationships 



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Cost Advisor are experience of: 



· Value Management – delivering value for money

· Costing systems and processes

· Risk management costing

· Target Price Setting

· Reviewing market testing

· Post contract cost control





		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words












		Name of Organisation

		



		Name of Individual

		



		Role 

		Supervisor



		Grade / Title

		



		Qualifications







		· 



		Evidence of skills and expertise for the role.  

		Please provide details of the projects on which relevant skills and expertise have been developed





		Project 1





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Supervisor are experience of: 



· Collaboration 

· Standardised procedures including contract and statutory compliance checks 

· Site quality and inspection monitoring.



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words





		Project 2





		Project details to be included:



		



		Client Contact (must be provided) including name, organisation and contact details

		



		Project Title

		



		Project Location

		



		Client

		



		Project type i.e. new build, refurb, Back Log Maintenance, etc

		



		Contract value for the service delivered + overall project value

		



		Contract Type

		



		Individuals role on the project (explicit to this project)

		



		Company appointment duration for the project

		



		Percentage (%) of the duration of the individual’s role on the project 
(*this should be a %age of the individuals time on the project against the overall duration of the project)

		



		The key criteria to be evidenced by the Supervisor are experience of: 



· Reviewing sample areas and quality control measures

· Defects identification and management 

· Inspections and testing witnessing

· Site monitoring, recording and reporting

· NEC4 Contract duties including inputs to compensation event review



		Insert response here

Guidance Note (Please delete when composing your response):



Your response here should:

· Illustrate key aspects of any experience working on the noted project;

· Have emphasis on the criteria as indicated on the column on the left;

· Demonstrate the skills and expertise gained from the individual’s experience and not the organisation’s

· Maximum of 500 words
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		Appendix 7 - Key Personnel Project Allowance



		Key Personnel		Organisation		Stage 1 (IA)						Stage 2 (OBC)						Stage 3 (FBC)						Stage 4 (construction)						Total Project Hours		Total Project Hours

						Total Hours		Percentage (%) of Total Hours for the Project Stage *				Total Hours		Percentage (%) of Total Hours for the Project Stage *				Total Hours		Percentage (%) of Total Hours for the Project Stage *				Total Hours		Percentage (%) of Total Hours for the Project Stage *

		J Smith		A1 Architects		40.0		5.00%				200.0		25.00%				360.0		45.00%				200.0		25.00%				800.00		100.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%

																														0.00		0.00%



		1. Feel free to add additional lines when required

		* This  should be the total hours for each stage for the named key personnel, expressed in a percentage format i.e. Stage 1 = 0%, Stage 2 = 20%, stage 3 = 50% and stage 4 = 30% etc.
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title





NHS XXXX will require the Project to adopt BIM Level 2. The PSCP / Contractor is required to price the requirements for fulfilling BIM level 2 as part of their bid commercial submission. Inclusive of all associated costs for the common data environment and document management system.	Comment by steves04: NHSScotland Organisation	Comment by steves04@nss.scot.nhs.uk: Refer to HFS for standard BIM level 2 wording included in the HLIP template for all Frameworks Scotland 3 call-offs

The PSCP / Contractor must ensure that they deliver any project under this framework to a BIM Level 2 maturity through the delivery of a complete and validated “as-built” Project Information Model (PIM). The PIM shall be progressively developed and delivered to the NHSScotland organisation through a series of defined information exchanges aligned with and to support decision making of the SCIM process.

BIM standards must be in line with BS 1192:2007, BS 8541:2012 and PAS 1192-2:2012 as are required to be used on all new-build scheme contracts and where feasible on redevelopment works. The PSCP / Contractor must consider BIM Level 2 as part of their approach when developing their submissions for this project. You should be able to demonstrate supply chain awareness, capability and capacity as per PAS1192:2, to deliver BIM on this project.

The models shall consist of both object-oriented 3D geometrical and non-graphical data prepared and managed within the context of a Common Data Environment (CDE). Using agreed information exchanges, project participants will have the means necessary to provide defined and validated outputs via digital transactions in a structured and reusable form. Appropriate and proportionate measures will be applied to manage the security risks that affect the built asset, asset data and information.

The PSCPs should ensure all BIM information exchanges are compliant with PAS1192:2. The level 2 BIM maturity deliverable should include as a minimum:

· A series of domain and collaborative federated models, consisting of both 3D geometrical and on-graphical data, prepared by different parties within the supply chain during the project life cycle, within the context of a common data environment (CDE). These should be developed in accordance with PAS1192-2 and will be handed over information model in accordance with PAS1192-3.

· Asset tagging of the above models with information to assist with the operation / maintenance / replacement of components.

· 2D PDF and DWG drawings as extracted from the models.

· COBie (BS 1192-4:2014) outputs to provide Asset Information in a structured manner to allow the transfer of data to 3i studio and also to suit the Boards FM requirements (which will be discussed and agreed when appointed). 

· A complete set of asset data derived from the 3D model object attributes presented in a scheme which can populate the NHSScotland organisation’s Asset Registry and computer assisted facilities management [CAFM] systems.

· Digital documentation as appropriate e.g. survey reports. 

· Any other associated digital documentation in an immutable format (i.e. not capable of being edited).

· Photogrammetry [3D immersive site walks] of construction progress [monthly] linked to the “as-built” model

· Data drops at key stages e.g. RIBA plan of work and business case stages.

· Health and Safety information attributes included in the “as-built” models.

All of the above should be read in conjunction and will be in accordance with the NHSScotland Employers Information Requirements (EIR) template which outlines the appropriate Level of Detail for each aspect of information.

The PSCP / Contractor shall be issued with a detailed Employers Information Requirements (EIR) document, based upon the standard HFS EIR template, including an explicit Information Delivery Plan (IDP) for the project prescribing in a logical and detailed way the model deliverables, Asset Information Requirements; for example manufacturers names, model data, warranty details and the level of information growth required. The PSCP / Contractor will require to produce a detailed BIM Execution Plan (BEP) explaining how the information modelling aspects of a project will be carried out to deliver the needs of the EIR.  The BEP shall include a primary plan for when project information is to be prepared by the PSCP, by whom within their team and using what protocols and procedures, incorporating all relevant task information delivery plans.

The PSCP / Contractor and their supply chain will be responsible for the provision of all related software, hardware and infrastructure to deliver the project to BIM Level 2 including model authoring, co-ordination, management and collaboration.

Where appropriate, for example refurbishment projects, the PSCP / Contractor will also be responsible for any data capture of existing facilities though laser scanning or other appropriate methodology to inform any early technical decision making and support the modelling process. This will be confirmed within the project Call Off on a project by project basis.

The PSCP / Contractor and their supply chain will be required to adopt the undernoted core standards in the delivery of the BIM Level 2 Project Information Model:



		Core BIM Level 2 Standards required under Frameworks Scotland 3



		BS1192:2007+A2: 2016

		Collaborative production of architectural, engineering and construction information – Code of Practice.



		BS 8541-2:2011

		Library objects for architecture, engineering and construction. Recommended 2D symbols of building elements for use in building information modelling



		BS 7000-4:2013

		Design Management systems. Part 4. Guide to managing design in construction



		PAS 1192-2:2013

		Specification for Information Management for the capital / delivery phase of construction projects using building information management



		PAS 1192-3:2014

		Specification for Information Management for the operational phase of assets using building information management



		BS 1192-4:2014

		Collaborative production of information. Part 4: Fulfilling employer’s Information Exchange Requirements using COBie – Code of practice



		PAS 1192-5:2015

		Specification for Security – minded building information modelling, digital built environments and smart asset management



		PAS 1192-6:2018

		Specification for collaborative sharing and use of structured Health and Safety information using BIM



		BS 8536-1:2015

		Briefing for design and construction – Part 1: Code of practice for Facilities Management (Buildings infrastructure)



		BS 8536-2:2016

		Briefing for design and construction – Part 2: Code of practice for Asset Management (Linear and geographical infrastructure)







Note: The UK BIM standards often referred to as the 1192 suite are being gradually superseded with the international standards [ISO 19650] with BS EN ISO 19650-1: Organization and digitization of information about buildings and civil engineering works, including building information modelling and BS EN ISO 19650-2: Organization and digitization of information about buildings and civil engineering works, including building information modelling already published. Where the NHSScotland EIR prescribes, the PSCP shall adopt these ISO standards in place of current 1192 equivalents.

From the date of appointment and until handover of the completed facility the PSCP / Contractor will be responsible for undertaking the role of the “Information Manager” as per the Construction Industry Council (CIC) Outline Scope of Services for the role of information management. This shall include the provision of an agreed CDE solution, compliant to BIM Level 2 maturity to facilitate collaboration and information sharing for all agreed project stakeholders including the NHSScotland customer organisation and their professional team. [Note: the PSCP’s / Contractor’s CDE solution will require to have built-in model viewing functionality.]

All project information / data shall be captured, managed and distributed via the project CDE to ensure all parties access the same and most current file versions via a single environment. The CDE setup and sharing methodology must follow BS1192:2007+A2:2016 & PAS 1192-2:2013 using the four (4) prescribed CDE phases; Work in Progress, Shared, Published and Archive.

The PSCP / Contractor shall maintain the archived PIM in their CDE for a period of twelve (12) months beyond the project completion giving access to approved and authorised users from the NHSScotland organisation. After this period the PIM should be scrubbed and deleted from the CDE and any sensitive data / information destroyed as per the EIR.

On completion of the project, the PSCP / Contractor will handover to the NHSScotland organisation a portable media drive with the “as-built” PIM including all related data and information. The PSCP / Contractor shall provide adequate training to the NHSScotland organisation as to how to view and maintain the PIM during the operational stages.

The PSCP / Contractor shall undertake all necessary roles and responsibilities to deliver the project to a BIM Level 2 maturity to ensure successful and co-ordinated information management exchanges.

As part of the BIM Level 2 delivery the PSCP / Contractor shall undertake a soft-landing (SL)  approach to the delivery and after-care of the facility using BS8536 as a minimum framework including all SL BIM enabled review meetings [including maintainability and performance target reviews]. The PSCP / Contractor will be required to undertake the role of Soft-Landings Co-ordinator which shall include the following responsibilities:

· [bookmark: _Hlk1038134]engagement with NHSScotland organisation End User stakeholder groups to ensure their needs are considered and where appropriate inputted into the project design and delivery;

· [bookmark: _Hlk1038070]facilitation of SL review meetings using BIM as a basis to support NHSScotland organisation decision making [for example: 3D walkthroughs and data exchanges to test operational Plain Language Questions];

· ensure that their design teams and other appointed parties under their control are aligning their delivery methodologies with the customer’s operational and performance targets;

· [bookmark: _Hlk1038188]managing delivery of the handover and aftercare delivery;

The PSCP / Contractor will ensure that an appropriately resourced after-care team is in place for the duration of twelve (12) months whose responsibilities shall include:

· regular after-care meetings with NHSScotland organisations FM and Estate teams post-handover to ensure clear operational understanding especially of building systems;

· regular walk arounds and meetings with users, Board’s SL Champion to identify any initial operational issues;

· working with the Board’s FM teams to establish a resolution plan and where instructed support the amelioration of any issues.



The PSCP / Contractor will require to prepare monthly BIM enabled reports for the NHSScotland organisation illustrating the PIM growth against the Master Information Delivery Plan (MIDP) and tracking of any related issues.
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Prestart Meeting Agenda



		AGENDA



		No.

		Item



		1

		Introduction and Apologies

· Project Team

· Contractor Team





		2

		CDM Health and Safety

· HSE Notification F10

· Construction Phase Plan

· Site Inductions

· CSCS Cards





		3

		Administration

· Meetings Schedule and Frequency

· Communications Protocol – Internal and External

· Communication Protocol – Client and Design Team

· Document Management System	Comment by steves04@nss.scot.nhs.uk: Delete if not required. This would include systems such as Asite, BIM360, Conject etc

· Stakeholder Engagement / Neighbours





		4

		Contract

· Status of Contract Information

· Contractor’s Insurances

· Bond and Warranties





		5

		Commercial

· Contract Sum

· Payment Assessments

· Project Bank Account	Comment by steves04@nss.scot.nhs.uk: Delete if not required for the project





		6

		Programme and Progress

· Contract Period / Completion Dates

· Latest Accepted Programme 

· Look Ahead Programmes

· Key Packages and Lead in Times

· Design Programme

· Key Milestones

· Progress Reporting

· RFI’s

· Quality Management System – including named Project Quality Manager

· Derogations and Design Guidance Recording

· Standards of Workmanship and Materials

· Design Approvals

· Samples





		7

		Statutory Consents and Approvals

· Planning – Discharge of Conditions / Non-Material Amendments

· Building Warrant – including Fire Planning

· Utilities





		8

		Roles and Responsibilities

· PSCP 

· Client

· Consultant and Advisor





		9

		Review of Site Requirements

· Site Boundaries

· Site Access – including Client provisions 

· Constraints

· Condition Survey

· Induction Procedures

· Working Hours

· Emergency Procedures and Contacts (incl Christmas Cover)

· Permit Procedures

· Waste Monitoring

· Noise and Vibrations





		10

		Site Organisation

· Accommodation

· Parking

· Site Vehicles

· Control of Dust, Noise, Vibration / HAI Hazard Register

· Fire Precautions

· Deliveries

· Name Boards / Signage

· Notification of Accidents





		11

		Any Other Business





		12

		Following Meeting Arrangements
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Prestart Meeting Agenda



		AGENDA



		No.

		Item



		1

		Introduction and Apologies

· Project Team

· Contractor Team





		2

		CDM Health and Safety

· HSE Notification F10

· Construction Phase Plan

· Site Inductions

· CSCS Cards





		3

		Administration

· Meetings Schedule and Frequency

· Communications Protocol – Internal and External

· Communication Protocol – Client and Design Team

· Document Management System	Comment by steves04@nss.scot.nhs.uk: Delete if not required. This would include systems such as Asite, BIM360, Conject etc

· Stakeholder Engagement / Neighbours





		4

		Contract

· Status of Contract Information

· Contractor’s Insurances

· Bond and Warranties





		5

		Commercial

· Contract Sum

· Payment Assessments

· Project Bank Account	Comment by steves04@nss.scot.nhs.uk: Delete if not required for the project





		6

		Programme and Progress

· Contract Period / Completion Dates

· Latest Accepted Programme 

· Look Ahead Programmes

· Key Packages and Lead in Times

· Design Programme

· Key Milestones

· Progress Reporting

· RFI’s

· Quality Management System – including named Project Quality Manager

· Derogations and Design Guidance Recording

· Standards of Workmanship and Materials

· Design Approvals

· Samples





		7

		Statutory Consents and Approvals

· Planning – Discharge of Conditions / Non-Material Amendments

· Building Warrant – including Fire Planning

· Utilities





		8

		Roles and Responsibilities

· PSCP 

· Client

· Consultant and Advisor





		9

		Review of Site Requirements

· Site Boundaries

· Site Access – including Client provisions 

· Constraints

· Condition Survey

· Induction Procedures

· Working Hours

· Emergency Procedures and Contacts (incl Christmas Cover)

· Permit Procedures

· Waste Monitoring

· Noise and Vibrations





		10

		Site Organisation

· Accommodation

· Parking

· Site Vehicles

· Control of Dust, Noise, Vibration / HAI Hazard Register

· Fire Precautions

· Deliveries

· Name Boards / Signage

· Notification of Accidents





		11

		Any Other Business





		12

		Following Meeting Arrangements
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Supervisor Site Observation and Inspection Report



		XXXX Supervisor / Clerk of Works	Comment by steves04@nss.scot.nhs.uk: Insert Board name

		



		Date of Site Visit

		



		Main Contractor

		



		Weather

		



		Site Manager

		







		Overview:

XXXX Supervisor / Clerk of Works report advising on main construction works progress. Inspection of site to report on current progress.	Comment by steves04@nss.scot.nhs.uk: Insert Board name	Comment by steves04@nss.scot.nhs.uk: Delete as required





		Summary of Works in Progress:





		Site Establishment:







		· Hoarding construction is completed painting is almost complete.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· GC received confirmation from SGN that the Gas pipes they uncovered are both redundant.

· Site Biometric turnstiles have been installed and are now operational.  





		Project Works –

Progress





		· Piling rig equipment and crawler crane are currently operational, Piling operations are progressing on site and load testing of the piles is currently being undertaken.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Pile cropping and blinding in preparation for the installation of the capping beam





		Project Works –

Look Ahead





		· Contractor WASP report and forecast provided.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Continuation of primary and secondary piling works.





		Project Works – 

Materials / Quality





		· TS Concern over quality of Vehicle wash and potential Environmental contamination.  Early Warning Raised.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Piling Re-enforced rebar boxes on site as project progresses.





		Issues:



		· No M&E Issues to report	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Helicopter arrivals and departures reported as working well – good communication taking place between both parties

· Site H&S – issue raised by RACH in relation to noise coming from site, Graham’s reported this could be down to the pecker breaking concrete piles. Going forward it was agreed at the WASP that these activities will be spread throughout the day to lessen the noise impact, it was also agreed that the Tech Supervisors will be informed prior to breaking out so that they can inform the relevant heads of departments

· Concern over suitability of vehicle wash provision. – EW Raised for action.





		Information Required:



		· 





		Health & Safety Observations:



		· 





		Distribution:



		· 





		Supervisor / Clerk of Works:



		



		Signed:



		



		Date:



		



		Time:



		









		Photos:





		No.

		Commentary

		



		1

		













		



		2

		











		



		3

		











		



		4

		











		



		5

		









		



		6

		











		



		7

		











		



		8
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Insert meeting date
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Prestart Meeting Agenda



		AGENDA



		No.

		Item



		1

		Introduction and Apologies

· Project Team

· Contractor Team





		2

		CDM Health and Safety

· HSE Notification F10

· Construction Phase Plan

· Site Inductions

· CSCS Cards





		3

		Administration

· Meetings Schedule and Frequency

· Communications Protocol – Internal and External

· Communication Protocol – Client and Design Team

· Document Management System	Comment by steves04@nss.scot.nhs.uk: Delete if not required. This would include systems such as Asite, BIM360, Conject etc

· Stakeholder Engagement / Neighbours





		4

		Contract

· Status of Contract Information

· Contractor’s Insurances

· Bond and Warranties





		5

		Commercial

· Contract Sum

· Payment Assessments

· Project Bank Account	Comment by steves04@nss.scot.nhs.uk: Delete if not required for the project





		6

		Programme and Progress

· Contract Period / Completion Dates

· Latest Accepted Programme 

· Look Ahead Programmes

· Key Packages and Lead in Times

· Design Programme

· Key Milestones

· Progress Reporting

· RFI’s

· Quality Management System – including named Project Quality Manager

· Derogations and Design Guidance Recording

· Standards of Workmanship and Materials

· Design Approvals

· Samples





		7

		Statutory Consents and Approvals

· Planning – Discharge of Conditions / Non-Material Amendments

· Building Warrant – including Fire Planning

· Utilities





		8

		Roles and Responsibilities

· PSCP 

· Client

· Consultant and Advisor





		9

		Review of Site Requirements

· Site Boundaries

· Site Access – including Client provisions 

· Constraints

· Condition Survey

· Induction Procedures

· Working Hours

· Emergency Procedures and Contacts (incl Christmas Cover)

· Permit Procedures

· Waste Monitoring

· Noise and Vibrations





		10

		Site Organisation

· Accommodation

· Parking

· Site Vehicles

· Control of Dust, Noise, Vibration / HAI Hazard Register

· Fire Precautions

· Deliveries

· Name Boards / Signage

· Notification of Accidents





		11

		Any Other Business





		12

		Following Meeting Arrangements
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Prestart Meeting Agenda



		AGENDA



		No.

		Item



		1

		Introduction and Apologies

· Project Team

· Contractor Team





		2

		CDM Health and Safety

· HSE Notification F10

· Construction Phase Plan

· Site Inductions

· CSCS Cards





		3

		Administration

· Meetings Schedule and Frequency

· Communications Protocol – Internal and External

· Communication Protocol – Client and Design Team

· Document Management System	Comment by steves04@nss.scot.nhs.uk: Delete if not required. This would include systems such as Asite, BIM360, Conject etc

· Stakeholder Engagement / Neighbours





		4

		Contract

· Status of Contract Information

· Contractor’s Insurances

· Bond and Warranties





		5

		Commercial

· Contract Sum

· Payment Assessments

· Project Bank Account	Comment by steves04@nss.scot.nhs.uk: Delete if not required for the project





		6

		Programme and Progress

· Contract Period / Completion Dates

· Latest Accepted Programme 

· Look Ahead Programmes

· Key Packages and Lead in Times

· Design Programme

· Key Milestones

· Progress Reporting

· RFI’s

· Quality Management System – including named Project Quality Manager

· Derogations and Design Guidance Recording

· Standards of Workmanship and Materials

· Design Approvals

· Samples





		7

		Statutory Consents and Approvals

· Planning – Discharge of Conditions / Non-Material Amendments

· Building Warrant – including Fire Planning

· Utilities





		8

		Roles and Responsibilities

· PSCP 

· Client

· Consultant and Advisor





		9

		Review of Site Requirements

· Site Boundaries

· Site Access – including Client provisions 

· Constraints

· Condition Survey

· Induction Procedures

· Working Hours

· Emergency Procedures and Contacts (incl Christmas Cover)

· Permit Procedures

· Waste Monitoring

· Noise and Vibrations





		10

		Site Organisation

· Accommodation

· Parking

· Site Vehicles

· Control of Dust, Noise, Vibration / HAI Hazard Register

· Fire Precautions

· Deliveries

· Name Boards / Signage

· Notification of Accidents





		11

		Any Other Business





		12

		Following Meeting Arrangements
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XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Prestart Meeting Agenda



		AGENDA



		No.

		Item



		1

		Introduction and Apologies

· Project Team

· Contractor Team





		2

		CDM Health and Safety

· HSE Notification F10

· Construction Phase Plan

· Site Inductions

· CSCS Cards





		3

		Administration

· Meetings Schedule and Frequency

· [bookmark: _GoBack]Communications Protocol – Internal and External

· Communication Protocol – Client and Design Team

· Document Management System	Comment by steves04@nss.scot.nhs.uk: Delete if not required. This would include systems such as Asite, BIM360, Conject etc

· Stakeholder Engagement / Neighbours





		4

		Contract

· Status of Contract Information

· Contractor’s Insurances

· Bond and Warranties





		5

		Commercial

· Contract Sum

· Payment Assessments

· Project Bank Account	Comment by steves04@nss.scot.nhs.uk: Delete if not required for the project





		6

		Programme and Progress

· Contract Period / Completion Dates

· Latest Accepted Programme 

· Look Ahead Programmes

· Key Packages and Lead in Times

· Design Programme

· Key Milestones

· Progress Reporting

· RFI’s

· Quality Management System – including named Project Quality Manager

· Derogations and Design Guidance Recording

· Standards of Workmanship and Materials

· Design Approvals

· Samples





		7

		Statutory Consents and Approvals

· Planning – Discharge of Conditions / Non-Material Amendments

· Building Warrant – including Fire Planning

· Utilities





		8

		Roles and Responsibilities

· PSCP 

· Client

· Consultant and Advisor





		9

		Review of Site Requirements

· Site Boundaries

· Site Access – including Client provisions 

· Constraints

· Condition Survey

· Induction Procedures

· Working Hours

· Emergency Procedures and Contacts (incl Christmas Cover)

· Permit Procedures

· Waste Monitoring

· Noise and Vibrations





		10

		Site Organisation

· Accommodation

· Parking

· Site Vehicles

· Control of Dust, Noise, Vibration / HAI Hazard Register

· Fire Precautions

· Deliveries

· Name Boards / Signage

· Notification of Accidents





		11

		Any Other Business





		12

		Following Meeting Arrangements
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Quality Management Meeting Agenda



AGENDA



		No.

		Item

		Papers Enclosed (#) Paper to Follow (~)

		Lead



		1

		Welcome and Apologies



		

		



		2

		Previous minutes of meeting (insert date)



		

		



		

		Action Tracker	Comment by steves04@nss.scot.nhs.uk: Refer to App 3 project meeting tracker template



		

		



		

		Good Practice and Lessons Learned



		

		



		

		Boards Construction Requirements

· Status and Development

· Inclusion within project contract



		

		



		

		Forthcoming Work

· Quality Risks

· Actions to mitigate the quality risks



		

		



		

		Work Package – Quality Checklist 

· Development Status



		

		



		

		Quality Inspections Status



		

		



		

		Review of Supervisor / Clerk of Works Status Reports



		

		



		

		Manufactures / 3rd Party Tests and Inspections

· Planned and Upcoming

· Completed and Outcomes / Results



		

		



		

		Quality Issues Status



		

		



		

		BIM / GLUE Report	Comment by steves04@nss.scot.nhs.uk: Delete if not applicable for the project



		

		



		

		Samples and Benchmarks

· Proposed Items and Review



		

		



		

		Project Quality Management Plan

· Status and Development

· Confirm Contractor Project Quality Manager



		

		



		

		Project Design Review Workshop(s)



		

		



		

		NHSScotland Assure Reviews

· Project Design Reviews – notification and programme planning

· NHSScotland Assure Key Stage Assurance Review (KSAR) project Requirements



		

		



		

		Contractor As-Fitted Drawings

· Dates of Issue

· [bookmark: _GoBack]Compliance Requirements – level of detail / format



		

		



		

		Areas of Concern



		

		



		

		Any Other Business



		

		



		

		Date of Next Meeting
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XXXXX Project Meeting – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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Resource Requirements.xlsx
Time

		NHS XXXXX

		XXXXXXXX Project

		Project Monitoring - Time

		Resource Allocation - Project Staffing Structure



										Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast

										2021/22		2022/23		2023/24		2024/25		2025/26		2026/27		2027/28		2028/29		2029/30		2030/31		2032/22		Total

										Estimated Days (365)

				Discipline/Role		Named Individual		Whole Time Equivalent 		IA		IA		OBC		OBC		FBC		FBC		construction		construction		construction		construction		construction

				Internal Board Resources

				SRO

				Project Director																												0

				Project Manager																												0

				Admin Support																												0

				Admin Support																												0

				Communications officer																												0

				Project Nurse Lead 																												0

				Clinical Lead																												0

				Nurse Lead																												0

				Midwifery Lead 																												0

				Finance Manager																												0

				Commercial Manager																												0

				Development manager																												0

				Facilities & Estates Project Lead																												0

				Equipment Support & Commissioning																												0

				PM/Service Manager 																												0

				Commissioning Manager																												0

				Technical Building																												0

				Technical M&E																												0

				Clerk of Works - Buildings																												0

				Clerk of Works - M&E																												0

				Technical Supervisor - IT																												0

				Additional Deputy Project Director																												0

				Quality Manager

				HAI / Infection Control Lead





				Total Staffing requirement						0		0		0		0		0		0		0		0		0		0		0		0

				External Advisors

				Health Care Planner																												0

				Cost Advisor																												0

				Project Manager																												0

				CDM Advisor																												0

				Clinical Advisor																												0

				Total Advisors						0		0		0		0		0		0		0		0		0		0		0		0

































Costs

		NHS XXXXX

		XXXXXXXX Project

		Project Monitoring - Revenue Costs

		Resource Allocation - Project Staffing Structure

										Actuals		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast		Forecast

										2021/22		2022/23		2023/24		2024/25		2025/26		2026/27		2027/28		2028/29		2029/30		2030/31		2032/22		Total

										£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's		£000's

				Discipline/Role		Named Individual		Grade / Banding		IA		IA		OBC		OBC		FBC		FBC		construction		construction		construction		construction		construction

				Internal Board Resources

				SRO

				Project Director																												0

				Project Manager																												0

				Admin Support																												0

				Admin Support																												0

				Communications officer																												0

				Project Nurse Lead 																												0

				Clinical Lead																												0

				Nurse Lead																												0

				Midwifery Lead 																												0

				Finance Manager																												0

				Commercial Manager																												0

				Development manager																												0

				Facilities & Estates Project Lead																												0

				Equipment Support & Commissioning																												0

				PM/Service Manager 																												0

				Commissioning Manager																												0

				Technical Building																												0

				Technical M&E																												0

				Clerk of Works - Buildings																												0

				Clerk of Works - M&E																												0

				Technical Supervisor - IT																												0

				Communication Officer																												0

				Additional Deputy Project Director																												0



				Total Staffing requirement (additional budget)						0		0		0		0		0		0		0		0		0		0		0		0

				External Advisors

				Health Care Planner																												0

				Cost Advisor																												0

				Project Manager																												0

				CDM Advisor																												0

				Clinical Advisor																												0

				Total Advisors						0		0		0		0		0		0		0		0		0		0		0		0
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Quality Management Meeting Agenda



AGENDA



		No.

		Item

		Papers Enclosed (#) Paper to Follow (~)

		Lead



		1

		Welcome and Apologies



		

		



		2

		Previous minutes of meeting (insert date)



		

		



		

		Action Tracker	Comment by steves04@nss.scot.nhs.uk: Refer to App 3 project meeting tracker template



		

		



		

		Good Practice and Lessons Learned



		

		



		

		Boards Construction Requirements

· Status and Development

· Inclusion within project contract



		

		



		

		Forthcoming Work

· Quality Risks

· Actions to mitigate the quality risks



		

		



		

		Work Package – Quality Checklist 

· Development Status



		

		



		

		Quality Inspections Status



		

		



		

		Review of Supervisor / Clerk of Works Status Reports



		

		



		

		Manufactures / 3rd Party Tests and Inspections

· Planned and Upcoming

· Completed and Outcomes / Results



		

		



		

		Quality Issues Status



		

		



		

		BIM / GLUE Report	Comment by steves04@nss.scot.nhs.uk: Delete if not applicable for the project



		

		



		

		Samples and Benchmarks

· Proposed Items and Review



		

		



		

		Project Quality Management Plan

· Status and Development

· Confirm Contractor Project Quality Manager



		

		



		

		Project Design Review Workshop(s)



		

		



		

		NHSScotland Assure Reviews

· Project Design Reviews – notification and programme planning

· NHSScotland Assure Key Stage Assurance Review (KSAR) project Requirements



		

		



		

		Contractor As-Fitted Drawings

· Dates of Issue

· [bookmark: _GoBack]Compliance Requirements – level of detail / format



		

		



		

		Areas of Concern



		

		



		

		Any Other Business



		

		



		

		Date of Next Meeting
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XXXXX Project Meeting – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		[bookmark: _GoBack]

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Quality Compliance Review



1.1 Quality of Service:



		Data to be Collected

		Client satisfaction with the quality of service delivery by the Contractor / PSCP



		Scoring Method

		The scoring will be based on the following scoring range:



 0 = unacceptable

1 = very poor (almost unacceptable)

2 = poor (well below requirements)

3 = weak (below requirements)

4 = (slightly below requirements)

5 = satisfactory (meets core requirements)

6 = competent

7 = good (above requirements)

8 = very good (well above requirements)

9 = outstanding (significantly above requirements)

10 = exceptional (very satisfied)

N/A = Not Applicable 





		Person(s) responsible for Data Collection

		Client / Appointed Consultant Advisors







		Question No.

		Question

		Response

		Comment / Follow Up Actions



		1.1

		Rate your satisfaction with the Contractor / PSCP’s standard of workmanship and overall quality of construction?



		

		



		1.2

		Rate your satisfaction with the Contractor / PSCP’s design team supply chain member’s monthly site inspection and update report during the construction stage?



		

		



		1.3

		Rate your satisfaction with the Percentage (%) achievement of agreed Target Score at development stage compared to completion of construction (AEDET score)?

		

		



		1.4

		Rate your satisfaction with how effectively did the Contractor / PSCP collaborate and co-ordinate with the supply chain and NHSScotland Organisation on the development of the BIM inputs and processes?



		

		



		1.5

		Rate your satisfaction with how effectively did the Contractor /  PSCP integrate the building and MEP project elements together with NHSScotland requirements within a fully designed and co-ordinated solution?



		

		












2.0 Commitment to Project Objectives:



		Data to be Collected

		Client satisfaction with the Contractor / PSCP’s commitment to delivering on the Project Objectives





		Scoring Method

		The scoring will be based on the following scoring range:



 0 = unacceptable

1 = very poor (almost unacceptable)

2 = poor (well below requirements)

3 = weak (below requirements)

4 = (slightly below requirements)

5 = satisfactory (meets core requirements)

6 = competent

7 = good (above requirements)

8 = very good (well above requirements)

9 = outstanding (significantly above requirements)

10 = exceptional (very satisfied)

N/A = Not Applicable 





		Person(s) responsible for Data Collection

		Client 







		Question No.

		Question

		Response

		Comment / Follow Up Actions



		2.1

		Rate your satisfaction with the Contractor / PSCP’s overall approach to the handover of building / facility and whether it was left as expected?



		

		



		2.2

		Rate your satisfaction with the Contractor / PSCP’s Design Management process and do believe the Contractor / PSCP Design Manager has played an active role in the management of the design supply chain team, such that the design reflects the expected Quality Standards?



		

		



		2.3

		Rate your satisfaction with the Contractor / PSCP’s ability to regular review and update the project quality Management Plan?



		

		



		2.4

		Rate your satisfaction of the Contractor / PSCP’s ability to maintain individual records of quality compliance for sub-contractor work packages incl material testing, delivery records and sign offs etc?



		

		



		2.5 

		Rate your satisfaction that the Contractor / PSCP has provided suitable assurance that all construction works have been carried out in compliance with the manufacturers recommendations?



		

		



		2.6

		Rate your satisfaction with the Contractor / PSCP’s ability to provide evidence of testing certification for the following systems:

· Water and Drainage;

· Ventilation;

· Electrical;

· Medical Gases;

· Fire.



		

		



		2.7

		Rate your satisfaction with the Contractor / PSCPs ability to provide evidence of compliance of all statutory building regulation requirements.



		

		









[bookmark: _GoBack]


3.0 Collaborative Approach:



		Data to be Collected

		Client satisfaction with the Contractor / PSCP’s collaborative approach on the project 





		Scoring Method

		The scoring will be based on the following scoring range:



 0 = unacceptable

1 = very poor (almost unacceptable)

2 = poor (well below requirements)

3 = weak (below requirements)

4 = (slightly below requirements)

5 = satisfactory (meets core requirements)

6 = competent

7 = good (above requirements)

8 = very good (well above requirements)

9 = outstanding (significantly above requirements)

10 = exceptional (very satisfied)

N/A = Not Applicable 





		Person(s) responsible for Data Collection

		Client 







		Question No.

		Question

		Response

		Comment / Follow Up Actions



		3.1

		Rate your satisfaction with the Contractor / PSCP’s general quality of the services provided including reporting and whether they were of good quality?



		

		



		3.2

		Rate your satisfaction with the Contractor / PSCP’s MEP performance and how well did the Contractor / PSCP’s MEP designers took into account the NHSScotland Organisations requirements and expected standards i.e. SHTMS etc.?
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Quality Management Meeting Agenda



AGENDA



		No.

		Item

		Papers Enclosed (#) Paper to Follow (~)

		Lead



		1

		Welcome and Apologies



		

		



		2

		Previous minutes of meeting (insert date)



		

		



		

		Action Tracker	Comment by steves04@nss.scot.nhs.uk: Refer to App 3 project meeting tracker template



		

		



		

		Good Practice and Lessons Learned



		

		



		

		Boards Construction Requirements

· Status and Development

· Inclusion within project contract



		

		



		

		Forthcoming Work

· Quality Risks

· Actions to mitigate the quality risks



		

		



		

		Work Package – Quality Checklist 

· Development Status



		

		



		

		Quality Inspections Status



		

		



		

		Review of Supervisor / Clerk of Works Status Reports



		

		



		

		Manufactures / 3rd Party Tests and Inspections

· Planned and Upcoming

· Completed and Outcomes / Results



		

		



		

		Quality Issues Status



		

		



		

		BIM / GLUE Report	Comment by steves04@nss.scot.nhs.uk: Delete if not applicable for the project



		

		



		

		Samples and Benchmarks

· Proposed Items and Review



		

		



		

		Project Quality Management Plan

· Status and Development

· Confirm Contractor Project Quality Manager



		

		



		

		Project Design Review Workshop(s)



		

		



		

		NHSScotland Assure Reviews

· Project Design Reviews – notification and programme planning

· NHSScotland Assure Key Stage Assurance Review (KSAR) project Requirements



		

		



		

		Contractor As-Fitted Drawings

· Dates of Issue

· [bookmark: _GoBack]Compliance Requirements – level of detail / format



		

		



		

		Areas of Concern



		

		



		

		Any Other Business



		

		



		

		Date of Next Meeting
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XXXXX Project Meeting – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		[bookmark: _GoBack]

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Board Design Compliance Sign-Off





On conclusion of the Contractor final design proposal presentation for the project to the Project Board, the following pro-forma template should be signed and completed by the Project Board members to confirm the Contractors design meets the required compliance requirements.



By signing this Design Compliance Sign-Off pro-forma, Project Board members are confirming their acceptance of the proposed design is in accordance with the project compliance and governance requirements and grant confirmation for the project to proceed to Construction stage.



N.B. Agreement to proceed will be on the basis of the successful conclusion of the NHS Scotland Assure Key Stage Design Assurance Review process (KSAR) for the Full Business Case Stage.





		Name

		Role

		Signature

		Date



		

		Senior Responsible Officer (SRO)



		

		



		

		Project Director / Project Lead



		

		



		

		Director or Head of Finance



		

		



		

		Clinical Lead



		

		



		

		Estates Team Liaison



		

		



		

		HAI-Scribe Lead



		

		



		

		Health Facilities Scotland / NHS Scotland Assure



		

		



		

		Health and Social Care Partnerships (if required)



		

		



		

		Charity or Support Groups (if required)



		

		



		

		Local Authority Representation (if required)
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Quality Management Meeting Agenda



AGENDA



		No.

		Item

		Papers Enclosed (#) Paper to Follow (~)

		Lead



		1

		Welcome and Apologies



		

		



		2

		Previous minutes of meeting (insert date)



		

		



		

		Action Tracker	Comment by steves04@nss.scot.nhs.uk: Refer to App 3 project meeting tracker template



		

		



		

		Good Practice and Lessons Learned



		

		



		

		Boards Construction Requirements

· Status and Development

· Inclusion within project contract



		

		



		

		Forthcoming Work

· Quality Risks

· Actions to mitigate the quality risks



		

		



		

		Work Package – Quality Checklist 

· Development Status



		

		



		

		Quality Inspections Status



		

		



		

		Review of Supervisor / Clerk of Works Status Reports



		

		



		

		Manufactures / 3rd Party Tests and Inspections

· Planned and Upcoming

· Completed and Outcomes / Results



		

		



		

		Quality Issues Status



		

		



		

		BIM / GLUE Report	Comment by steves04@nss.scot.nhs.uk: Delete if not applicable for the project



		

		



		

		Samples and Benchmarks

· Proposed Items and Review



		

		



		

		Project Quality Management Plan

· Status and Development

· Confirm Contractor Project Quality Manager



		

		



		

		Project Design Review Workshop(s)



		

		



		

		NHSScotland Assure Reviews

· Project Design Reviews – notification and programme planning

· NHSScotland Assure Key Stage Assurance Review (KSAR) project Requirements



		

		



		

		Contractor As-Fitted Drawings

· Dates of Issue

· [bookmark: _GoBack]Compliance Requirements – level of detail / format



		

		



		

		Areas of Concern



		

		



		

		Any Other Business



		

		



		

		Date of Next Meeting
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XXXXX Project Meeting – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		[bookmark: _GoBack]

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Supervisor Site Observation and Inspection Report



		XXXX Supervisor / Clerk of Works	Comment by steves04@nss.scot.nhs.uk: Insert Board name

		



		Date of Site Visit

		



		Main Contractor

		



		Weather

		



		Site Manager

		







		Overview:

XXXX Supervisor / Clerk of Works report advising on main construction works progress. Inspection of site to report on current progress.	Comment by steves04@nss.scot.nhs.uk: Insert Board name	Comment by steves04@nss.scot.nhs.uk: Delete as required





		Summary of Works in Progress:





		Site Establishment:







		· Hoarding construction is completed painting is almost complete.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· GC received confirmation from SGN that the Gas pipes they uncovered are both redundant.

· Site Biometric turnstiles have been installed and are now operational.  





		Project Works –

Progress





		· Piling rig equipment and crawler crane are currently operational, Piling operations are progressing on site and load testing of the piles is currently being undertaken.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Pile cropping and blinding in preparation for the installation of the capping beam





		Project Works –

Look Ahead





		· Contractor WASP report and forecast provided.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Continuation of primary and secondary piling works.





		Project Works – 

Materials / Quality





		· TS Concern over quality of Vehicle wash and potential Environmental contamination.  Early Warning Raised.	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Piling Re-enforced rebar boxes on site as project progresses.





		Issues:



		· No M&E Issues to report	Comment by steves04@nss.scot.nhs.uk: Delete example text

· Helicopter arrivals and departures reported as working well – good communication taking place between both parties

· Site H&S – issue raised by RACH in relation to noise coming from site, Graham’s reported this could be down to the pecker breaking concrete piles. Going forward it was agreed at the WASP that these activities will be spread throughout the day to lessen the noise impact, it was also agreed that the Tech Supervisors will be informed prior to breaking out so that they can inform the relevant heads of departments

· Concern over suitability of vehicle wash provision. – EW Raised for action.





		Information Required:



		· 





		Health & Safety Observations:



		· 





		Distribution:



		· 





		Supervisor / Clerk of Works:



		



		Signed:



		



		Date:



		



		Time:



		









		Photos:





		No.

		Commentary

		



		1

		













		



		2

		











		



		3

		











		



		4

		











		



		5

		









		



		6

		











		



		7

		











		



		8
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Project Board Terms of Reference Template.docx
NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Board Terms of Reference





Governance, Structure and Project Board Remit



This Project Board is constituted to provide governance arrangements for the proposed xxxx project at xxxxxx.	Comment by steves04@nss.scot.nhs.uk: Insert project name and project location



xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Provide an over





1. Project Board Membership 	Comment by steves04@nss.scot.nhs.uk: This table should be updated to reflect the project needs and ensure adequate representation of the appropriate stakeholders and departments



		SRO (Chair)

		



		Project Director / Project Lead

		



		Director or Head of Finance

		



		Clinical Lead

		



		Estates Team Liaison

		



		HAI-Scribe

		



		Health Facilities Scotland

		



		Health and Social Care Partnerships (if required)

		



		Charity or Support Groups (if required)

		



		Local Authority Representation (if required)

		



		

		



		

		



		

		







The Board membership may be added to/revised to suit the project objectives at specific times, or as the project moves through the stages of concept to operation.





2. Project Board Remit



1. To agree the scope of the project and supervise development of the service strategy, with appropriate stakeholder involvement.

2. To agree and manage any major service change.

3. To drive the project through the various stages of business case approval within the IJB, NHS and thereafter the Capital Investment Group at SGHCD.

4. To agree and approve key project milestones i.e. New Project Request (NPR), key stage reviews, stage 1 & 2 submissions.

5. To agree and manage land transactions required to accommodate new services.

6. To assure the project remains within the framework of the overall project strategy, scope, budget and programme.

7. To agree any derogations from the Authority’s Construction Requirements

8. To agree the Project Agreement, in particular the schedule of material amendments and key inputs informing the financial model (where revenue procurement is the preferred option).

9. In partnership with all stakeholders to successfully conclude Contract/Financial Close of the project design.

10. To review the Risk Management Plan, ensuring all risk are identified; that appropriate mitigation strategies are actively applied and managed and escalated as necessary, providing assurance to the NHS Board that all risks are being effectively managed.

11. To ensure that staff, partners and service end users are fully engaged in designing operating policies that inform the detailed design and overall procedures that will apply which in turn will inform the Project Agreement i.e. ensuring that the facilities are service-led rather than building-led.

12. To ensure that the Communication Plan enable appropriate involvement of, and communication with, all stakeholders, internal and external, throughout the project from conception to operation and evaluation.

13. To agree the scope and requirement for Occupancy Agreements with appropriate building users i.e. independent GP contractors 

14. Review, agree and where appropriate approve/recommend approval of construction change requests – approval of change orders etc. are subject to application of scheme of delegation and identification of appropriate budgets.

15. Review, agree and where appropriate approve changes to equipment budgets (transfer & new purchases) 

16. To supervise the functional commissioning and bring the facilities into operation in respect of the elements for which the NHS is responsible.

17. Review and sign-off the Project Leads Project Resource Assessment.

18. Review and sign-off the Project Leads Competency Matrix for the project team.

19. Review and confirm acceptance of the Project Leads proposed external consultant appointments.

20. Review and confirm acceptance of the outcome of the projects tender process for the appointment of Client hosted photo record portal.

21. Review and confirm acceptance of the outcome of the independent diligence review of the project briefing documents referred to as the ‘Document Review’.

22. Review and confirm acceptance of the outcome of the Project Leads validation of the Contractor’s Quality Management Plan for the project.

23. Review and confirm acceptance of the project quality compliance review outcomes submitted by the Project Lead.

24. Review and confirm acceptance of the formal assurance from the Contractor regarding deign compliance.

25. Attend and sign-off the final project design proposal as presented to the Project Board by the Contractor.

26. Review submitted monthly and final report from the Project Lead regarding construction monitoring and site inspections.

27. Confirm in writing the SRO’s recommendation for the appointment of the proposed Project Lead.







3. Project Programme 



xxxxxx	Comment by steves04@nss.scot.nhs.uk: Updated with any commentary around the key milestones associated with the project, this could include any interdependencies or known risks to the programme i.e. securing a site location etc.





		Activity 	Comment by steves04@nss.scot.nhs.uk: The table should be updated to reflect the project specific key milestones, with target dates and critical path.

		Timescale on critical path

		Indicative running total timescale from start 



		Strategic Assessment approved by AMG 

		

		



		Service Planning Scoping for potential sites   

		

		



		Major service change to be agreed with Health Council

		

		



		IA preparation 

		

		



		IA approval (through Board, CIG and Regional Planning) 

		

		



		OBC preparation/completion 

		

		



		OBC approval (through Board, CIG and Regional Planning) 

		

		



		Securing site (if required)

		

		



		FBC preparation/completion 

		

		



		FBC approval (through Board, CIG and Regional Planning) 

		

		



		Financial Close, contractors final design development and approval

		

		



		FBC Addendum 

		

		



		Construction mobilisation 

		

		



		Construction 

		

		



		Commissioning / Soft Landings 

		

		



		Operation and Snagging

		

		









4. Project Structure and Organisation	Comment by steves04@nss.scot.nhs.uk: This section should be expanded upon to explain the overall governance structure of the project, including any changes during the different phases of the project



Project organisation chart and organogram (including the remit and membership of key project groups) is outlined in figure 1 overleaf.



Figure 1 seeks to outline the structure, roles, responsibilities of key groups and key personnel involved in delivering the project and organisation of the project during the phase’s concept to Financial Close and Financial Close to operation. The structure during operation is included.











[image: ]Appendix 1 – Project Board Terms of Reference Template













Figure 1 – Governance Structure and Organogram 	Comment by steves04@nss.scot.nhs.uk: Insert a organogram to illustrate the project members, structure and governance 







5. Roles and Responsibilities – Concept to Operation



The organisational structure that was outlined in Figure 1 is common for the concept to operation phase of the project. 



In addition to the Project Board, the remit and governance of the other groups is detailed below.



Asset Management Group (AMG)



Remit 

· The remit of the AMG is to ensure system-wide co-ordination and decision making of all proposed asset investment/disinvestment decisions for the Board ensuring consistency with policy and the strategic direction.

· The AMG works in conjunction with the Board and Senior Management Team to ensure consistency of approach consistent with policy and affordability. 

· Approve business cases in advance of the Board submission.





Specific Project Group(s)	Comment by steves04@nss.scot.nhs.uk: Project Groups may not be required for all projects, if not then this section should be deleted is not required.



Project Group Membership (typed example)	Comment by steves04@nss.scot.nhs.uk: This list is not exhaustive and should be updated to reflect the project specific requirements.



Relevant H&SCP Manager, (Chair)

Project Manager

Cluster Clinical Representative

Lead GP/Practice Representative

AHP Representative(s)

Service Project Manager(s)

Relevant H&SCP Finance Representative

Patient Representative(s)

Patient Focus Public Involvement Officer 

Corporate Comms

Staff Side Rep(s)



Others as required to deal with specific agenda items.



Remit: Project Group’s



· To lead on communication and involvement with staff, service users and the wider population.

· To contribute to the production of the Occupation Agreement, in particular providing support and liaison with relevant partnerships and providers e.g. GP Practices.

· To contribute to the production of the business cases, in particular the Strategic and Economic sections (option appraisal).

· To lead on production of the Benefits Realisation Plan.

· To lead on all service redesign activities associated with the successful operation of the new facility, including design and operation of services and workforce etc.

· To contribute towards service functional commissioning, in particular liaison with services regarding relocations and transfers of equipment 

· To lead on the development of operational policies and multi occupancy/building user protocols required for service operation.
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XXXXX Project Board – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Board Design Compliance Sign-Off





On conclusion of the Contractor final design proposal presentation for the project to the Project Board, the following pro-forma template should be signed and completed by the Project Board members to confirm the Contractors design meets the required compliance requirements.



By signing this Design Compliance Sign-Off pro-forma, Project Board members are confirming their acceptance of the proposed design is in accordance with the project compliance and governance requirements and grant confirmation for the project to proceed to Construction stage.

[bookmark: _GoBack]

N.B. Agreement to proceed will be on the basis of the successful conclusion of the NHS Scotland Assure Key Stage Design Assurance Review process (KSAR) for the Full Business Case Stage.





		Name

		Role

		Signature

		Date



		

		Senior Responsible Officer (SRO)



		

		



		

		Project Director / Project Lead



		

		



		

		Director or Head of Finance



		

		



		

		Clinical Lead



		

		



		

		Estates Team Liaison



		

		



		

		HAI-Scribe Lead



		

		



		

		Health Facilities Scotland / NHS Scotland Assure



		

		



		

		Health and Social Care Partnerships (if required)



		

		



		

		Charity or Support Groups (if required)



		

		



		

		Local Authority Representation (if required)
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Project Board Terms of Reference Template.docx
NHS XXXXX	Comment by steves04@nss.scot.nhs.uk: Insert Board name

XXXXXXX Project	Comment by steves04@nss.scot.nhs.uk: Insert project title

Project Board Terms of Reference





Governance, Structure and Project Board Remit



This Project Board is constituted to provide governance arrangements for the proposed xxxx project at xxxxxx.	Comment by steves04@nss.scot.nhs.uk: Insert project name and project location



xxxxxxx	Comment by steves04@nss.scot.nhs.uk: Provide an over





1. Project Board Membership 	Comment by steves04@nss.scot.nhs.uk: This table should be updated to reflect the project needs and ensure adequate representation of the appropriate stakeholders and departments



		SRO (Chair)

		



		Project Director / Project Lead

		



		Director or Head of Finance

		



		Clinical Lead

		



		Estates Team Liaison

		



		HAI-Scribe

		



		Health Facilities Scotland

		



		Health and Social Care Partnerships (if required)

		



		Charity or Support Groups (if required)

		



		Local Authority Representation (if required)

		



		

		



		

		



		

		







The Board membership may be added to/revised to suit the project objectives at specific times, or as the project moves through the stages of concept to operation.





2. Project Board Remit



1. To agree the scope of the project and supervise development of the service strategy, with appropriate stakeholder involvement.

2. To agree and manage any major service change.

3. To drive the project through the various stages of business case approval within the IJB, NHS and thereafter the Capital Investment Group at SGHCD.

4. To agree and approve key project milestones i.e. New Project Request (NPR), key stage reviews, stage 1 & 2 submissions.

5. To agree and manage land transactions required to accommodate new services.

6. To assure the project remains within the framework of the overall project strategy, scope, budget and programme.

7. To agree any derogations from the Authority’s Construction Requirements

8. To agree the Project Agreement, in particular the schedule of material amendments and key inputs informing the financial model (where revenue procurement is the preferred option).

9. In partnership with all stakeholders to successfully conclude Contract/Financial Close of the project design.

10. To review the Risk Management Plan, ensuring all risk are identified; that appropriate mitigation strategies are actively applied and managed and escalated as necessary, providing assurance to the NHS Board that all risks are being effectively managed.

11. To ensure that staff, partners and service end users are fully engaged in designing operating policies that inform the detailed design and overall procedures that will apply which in turn will inform the Project Agreement i.e. ensuring that the facilities are service-led rather than building-led.

12. To ensure that the Communication Plan enable appropriate involvement of, and communication with, all stakeholders, internal and external, throughout the project from conception to operation and evaluation.

13. To agree the scope and requirement for Occupancy Agreements with appropriate building users i.e. independent GP contractors 

14. Review, agree and where appropriate approve/recommend approval of construction change requests – approval of change orders etc. are subject to application of scheme of delegation and identification of appropriate budgets.

15. Review, agree and where appropriate approve changes to equipment budgets (transfer & new purchases) 

16. To supervise the functional commissioning and bring the facilities into operation in respect of the elements for which the NHS is responsible.

17. Review and sign-off the Project Leads Project Resource Assessment.

18. Review and sign-off the Project Leads Competency Matrix for the project team.

19. Review and confirm acceptance of the Project Leads proposed external consultant appointments.

20. Review and confirm acceptance of the outcome of the projects tender process for the appointment of Client hosted photo record portal.

21. Review and confirm acceptance of the outcome of the independent diligence review of the project briefing documents referred to as the ‘Document Review’.

22. Review and confirm acceptance of the outcome of the Project Leads validation of the Contractor’s Quality Management Plan for the project.

23. Review and confirm acceptance of the project quality compliance review outcomes submitted by the Project Lead.

24. Review and confirm acceptance of the formal assurance from the Contractor regarding deign compliance.

25. Attend and sign-off the final project design proposal as presented to the Project Board by the Contractor.

26. Review submitted monthly and final report from the Project Lead regarding construction monitoring and site inspections.

27. Confirm in writing the SRO’s recommendation for the appointment of the proposed Project Lead.







3. Project Programme 



xxxxxx	Comment by steves04@nss.scot.nhs.uk: Updated with any commentary around the key milestones associated with the project, this could include any interdependencies or known risks to the programme i.e. securing a site location etc.





		Activity 	Comment by steves04@nss.scot.nhs.uk: The table should be updated to reflect the project specific key milestones, with target dates and critical path.

		Timescale on critical path

		Indicative running total timescale from start 



		Strategic Assessment approved by AMG 

		

		



		Service Planning Scoping for potential sites   

		

		



		Major service change to be agreed with Health Council

		

		



		IA preparation 

		

		



		IA approval (through Board, CIG and Regional Planning) 

		

		



		OBC preparation/completion 

		

		



		OBC approval (through Board, CIG and Regional Planning) 

		

		



		Securing site (if required)

		

		



		FBC preparation/completion 

		

		



		FBC approval (through Board, CIG and Regional Planning) 

		

		



		Financial Close, contractors final design development and approval

		

		



		FBC Addendum 

		

		



		Construction mobilisation 

		

		



		Construction 

		

		



		Commissioning / Soft Landings 

		

		



		Operation and Snagging

		

		









4. Project Structure and Organisation	Comment by steves04@nss.scot.nhs.uk: This section should be expanded upon to explain the overall governance structure of the project, including any changes during the different phases of the project



Project organisation chart and organogram (including the remit and membership of key project groups) is outlined in figure 1 overleaf.



Figure 1 seeks to outline the structure, roles, responsibilities of key groups and key personnel involved in delivering the project and organisation of the project during the phase’s concept to Financial Close and Financial Close to operation. The structure during operation is included.











[bookmark: _GoBack][image: ]Appendix 1 – Project Board Terms of Reference Template













Figure 1 – Governance Structure and Organogram 	Comment by steves04@nss.scot.nhs.uk: Insert a organogram to illustrate the project members, structure and governance 







5. Roles and Responsibilities – Concept to Operation



The organisational structure that was outlined in Figure 1 is common for the concept to operation phase of the project. 



In addition to the Project Board, the remit and governance of the other groups is detailed below.



Asset Management Group (AMG)



Remit 

· The remit of the AMG is to ensure system-wide co-ordination and decision making of all proposed asset investment/disinvestment decisions for the Board ensuring consistency with policy and the strategic direction.

· The AMG works in conjunction with the Board and Senior Management Team to ensure consistency of approach consistent with policy and affordability. 

· Approve business cases in advance of the Board submission.





Specific Project Group(s)	Comment by steves04@nss.scot.nhs.uk: Project Groups may not be required for all projects, if not then this section should be deleted is not required.



Project Group Membership (typed example)	Comment by steves04@nss.scot.nhs.uk: This list is not exhaustive and should be updated to reflect the project specific requirements.



Relevant H&SCP Manager, (Chair)

Project Manager

Cluster Clinical Representative

Lead GP/Practice Representative

AHP Representative(s)

Service Project Manager(s)

Relevant H&SCP Finance Representative

Patient Representative(s)

Patient Focus Public Involvement Officer 

Corporate Comms

Staff Side Rep(s)



Others as required to deal with specific agenda items.



Remit: Project Group’s



· To lead on communication and involvement with staff, service users and the wider population.

· To contribute to the production of the Occupation Agreement, in particular providing support and liaison with relevant partnerships and providers e.g. GP Practices.

· To contribute to the production of the business cases, in particular the Strategic and Economic sections (option appraisal).

· To lead on production of the Benefits Realisation Plan.

· To lead on all service redesign activities associated with the successful operation of the new facility, including design and operation of services and workforce etc.

· To contribute towards service functional commissioning, in particular liaison with services regarding relocations and transfers of equipment 

· To lead on the development of operational policies and multi occupancy/building user protocols required for service operation.
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[bookmark: _GoBack]XXXXX Project Board – Action Tracker	Comment by steves04@nss.scot.nhs.uk: Insert project title



		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		







Completed

Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		



		

		

		

		

		









Insert meeting date

		Action No

		Date Raised

		Description

		Person Responsible

		Comment/Update
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Appendix 1a – Stakeholder Engagement Plan Template






		XXXXXX 
- Stakeholder Engagement Plan






		Lead Officer 

		



		Project Manager 

		



		Date 

		



		Version 

		1 





		Stakeholder Engagement Plan  



		Stakeholder

		Stake in Project

		Type of Engagement

		Purpose of Communication

		What do we need from them?

		Method

		When do they need to know and how often?

		Key Messages

		Costs Incurred

		Responsibility

		Outcome



		GMS Practice Partners (City and Shire) 

		To shape the future delivery of GMS.  


HIGH 

		Collaborate 

		To secure the provision of GMS to deliver the future service model.  

		Clinical expertise   

		121 Meetings


Clinical Lead Consultations  Workshops 


Project Updates 




		Ongoing 


Bimonthly 

		Transformation of Service 


Modernise infrastructure 


Innovative SOA Design 


Achieve best value  

		Workshop budget – Transformation Fund 

		Lead Planning Manager HSCP 



		Practices approval of Future Service Delivery Model, GMS provider(s) secured, Schedule of Accommodation and sign of IA, OBC and FBC. 



		Practice Managers 

		To shape the management model for future delivery of Primary Care.  


MEDIUM 

		Collaborate 

		To secure the provision of GMS to deliver the management and support of Primary Care.     

		Operational expertise 

		121 Meetings 


Workshops 


Project Updates 

		Ongoing 


Bimonthly 

		Clarity Business Change Manager Roles 


Key Tasks 


Actions 


Timelines 




		Workshop budget – Transformation Fund

		Lead Planning Manager HSCP 

		Practices approval of Future Service Delivery Model, GMS provider(s) secured, Schedule of Accommodation and sign of IA, OBC and FBC.



		Practice Support Staff 

		To shape the support and administration model for the future delivery of Primary Health and Care Services.  


LOW 

		Involve  

		They will support the future service delivery model.  

		Operational expertise 

		Workforce Engagement Workshops 


Website 


Newsletter 


Social Media

		Option Modelling Stage 


2-4 time per annum 

		Need for change 


Option Appraisal 


Preferred Way Forward 


Workforce plan


Operational plan 


Equipment transfer   

		Workshop budget – Transformation Fund 

		Lead Planning Manager HSCP  

		Staff feel informed and supported through the planning and delivery phases of the Project and workforce is secured.   



		Point of care operational staff 

		To shape the operational delivery model for future delivery of Primary and Community Care Services.   


MEDIUM 

		Involve 

		To ensure the safe, effective and efficient delivery of professional and clinical standards and quality of care.       

		Operational expertise 

		Workforce Engagement Workshops 


Website 


Newsletter 


Social Media

		 Option Modelling Stage 


2-4 time per annum

		Need for change 


Option Appraisal 


Preferred Way Forward 


Workforce plan


Operational plan 


Equipment transfer   

		Workshop budget – Transformation Fund. 

		Project Manager HSCP 


Business Change Managers HSCP 

		Staff feel informed and supported through the planning and delivery phases of the Project and workforce is secured.   



		Patients 

		To improve access to services and shape future service delivery model. 


MEDIUM 

		Consult 

		They will be recipients of the future service.  

		User perspective 

		Workshop 


Website 


Newsletter 


Social Media 

		Option Modelling Stage to consultation stages  


2 times per annum

		Need for change 


What Matters consultation outcome 


Preferred Way Forward 


Future Service Delivery Model 


Service location  

		N/a 

		Project Manager HSCP 


Primary Care Team HSCP  

		Patients feel informed and supported through the planning and delivery phases.  



		Ellon, Danestone Banchory Programme Board 

		To ensure the development of the IA, OBC and FBC are in line with the strategic intent of the City and Shire IJB and are financially viable within the NHSG Capital Budget.  


HIGH 

		Empower 

		They are accountable for the 19M revenue support fund bundle and submission timeline to the SC GIC. 

		Strategic direction for the delivery of Primary and Community Care Services.  

		Reporting to Board

		Monthly  

		Need for change 


Options Appraisal 


Future Service Delivery Model 


Preferred Way Forward 


Detail of 5 Case Business Case 


Risks and Issues 


Communication and Engagement Plans  

		Workshop budget – Transformation Fund 

		Lead Planning Manager HSCP 




		Approval of Future Service Delivery Model, Schedule of Accommodation and sign of IA, OBC and FBC. 



		City & Shire IJB Partners 

		To explore the opportunities to deliver new model of care e.g. AHP, Pharmacy, and Acute Service Planning. 

		Empower  

		They are accountable for the quality and delivery of the future service delivery model.    

		Strategic direction for the delivery of Primary and Community Care Services.  

		Reporting to Board

		Biannually 

		Need for change 


Future Service Delivery Model 


Preferred Way Forward 


Detail of Strategic Case only 


Risks and Issues 


Communication and Engagement Plans  

		N/a 

		SRO HSCP 


Lead Planning Manager HSCP   

		Approval of Strategic Case and service model revenue costs in Economic Case.    



		NHSG AMG 

		To ensure efficient use of NHSG resources and develop infrastructure in line with NHSG Asset Plan.  


HIGH 

		Empower 

		They will lead the submission of the Capital Bid to SG CIG and manage the capital planning, revenue support fund/budget and Hubco Project Management.  

		Planning expertise (capital, assets and Hubco).  Financial planning expertise.  

		Reporting to Board 

		Biannually  

		Future Service Delivery Model 


Preferred Way Forward 


Detail of 5 Case Business Case 


Governance 


Capital Programme 


Capital Budget 


Risks and Issues 


Communication and Engagement 




		N/a 

		Project Director NHSG and  Lead Planning Manager HSCP 

		Approval of IA, OBC and FBC and capital costs.  



		NHSG Communication and Engagement Committee 

		To inform the committee on the communication and engagement activity. 


LOW 

		Inform 

		Ensure communication and engagement meets Fairer Scotland Duties and Scottish Health Council Major Service Change standards. 

		Community engagement expertise. 

		Reporting to Board 

		Annually 

		Engagement and communications activities (patients and communities). 

		N/a 

		Lead Planning Manager HSCP 

		Engagement activities meet relevant guidance, standards and legislative duties.  






		NHSG Board 

		To fully consider all options and make decisions relating to the asset plan and capital plan.  


HIGH 

		Empower 

		Approval of plan and associate capital spending. 

		Approvals and Capital Funding. 

		Reporting to Board before annual submissions of IA, OBC and FBC.  

		Annually 

		Future Service Delivery Model 


Preferred Way Forward 


Detail of 5 Case Business Case 


Governance 


Capital Programme 


Capital Budget 


Links to acute services 




		N/a 

		Project Director NHSG and  Lead Planning Manager HSCP 

		Approval of IA, OBC and FBC and capital costs.  



		North East Scotland Planning Partners 

		To ensure the opportunities for joint planning on shared outcomes to deliver best value with NHSG resources in line with the North of Scotland Planning framework.  


MEDIUM 

		Collaborate  

		To ensure all opportunities to deliver joint outcomes and achieve best value are explored. 

		Expertise in the strategic planning of PCCS across the North of Scotland area.  

		Reporting to Chief Officer Group before annual submissions of the IA, OBC and FBC.  

		Annually 

		Preferred Way Forward  


Future Service Delivery Model 

		N/a 

		Project Director NHSG and  Lead Planning Manager HSCP

		NHSG Grampian, Moray, Highland and Tayside support the strategic direction of the Business Case and any opportunities for integrated or shared sites are maximised.  



		A/shire & ACC Partners 

		To explore the opportunities to integrate of services in the future service delivery model.  


LOW 

		Collaborate 

		To inform the Council of plans being progressed in Localities and maximise opportunity for shared sites, shared costs to further integrate services.   

		Operational expertise and input at planning stage.  

		Reporting to ACC SMT before annual submissions of the IA, OBC and FBC.  

		Annually 

		Preferred Way Forward  


Future Service Delivery Model

		N/a 

		SRO and Lead Planning Manager HSCP 

		Partners support the strategic direction of the Business Case and any opportunities for integrated or shared sites maximised.  



		A/shire & ACC Councillors 

		To ensure the concerns and needs of their constituents are understood and considered. 


MEDIUM 

		Consult 

		Testing the plan with the public. 

		Feedback on community concerns and assistance to share information. 

		Reporting back to Councillors following consultation excercises.  

		Biannually 

		Preferred Way Forward  


Future Service Delivery Model

		N/a 

		Lead Planning Manager HSCP 

		Councillors support the strategic direction of the Business Cases and are support throughout the community engagement events.    



		Community Planning Aberdeen & Aberdeenshire 

		To explore the opportunities to integrate of services in the future service delivery model.  


LOW 

		Collaborate 

		To inform the Community Planning Partners of plans being progressed in Localities and maximise opportunity for shared sites, shared costs to further integrate services with Council, Fiscal, and Police, Fire and other Third Sector / ALEO organisations.     

		Strategic / locality planning expertise and input at planning stage.  

		Reporting to ACC SMT before annual submissions of the IA, OBC and FBC.  

		Annually 

		Preferred Way Forward  


Future Service Delivery Model

		N/a 

		SRO and Lead Planning Manager HSCP

		Partners support the strategic direction of the Business Case and any opportunities for integrated or shared sites maximised.  



		Third Sector 

		To explore the opportunities deliver mixed model of health and care services. 


LOW 

		Involve 

		They may be partner in future service delivery model.  

		Operational expertise and input at planning stage.  

		Project Group.  

		Bi-Monthly 

		Case for change


Options Appraised 


Future Service Delivery Model Impact on commissioned services 




		N/a 

		Project Manager HSCP  

		Third sector engagement in design and delivery of new model.  



		Scottish Government 

		To ensure full compliance with SCIM, Major Service Change and secure funding. 

		Empower 

		Approval of plan and associate capital spending. 

		Approvals and Capital Funding. 

		Reporting to Capital Investment Group.  

		Annually at IA, OBC and FBC stage.  

		Authority 


Governance 


Approval 


Capital Programme and funding 




		N/a 

		Project SRO, Project Director NHSG  and Lead Planning Manager HSCP 

		Approval of IA, OBC and FBC.    





		General Guide to Type of Engagement :



		Inform
:

		To provide balanced, accurate and consistent information to assist stakeholders in understanding the issue, alternatives, opportunities, solutions.



		Consult
:

		To obtain feedback from stakeholders on issues, alternatives, outcomes, solutions.



		Involve
:

		To work directly with the stakeholder to ensure their concerns and needs are understood and considered.



		Collaborate
:

		To work together with the stakeholder in looking at the development of alternatives, decision-making, and identifying preferred solutions.



		Empower
:

		To give the stakeholder decision-making powers.  Stakeholders are enabled/equipped to actively contribute to the outcome.





�Insert Project name










