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Officer and 
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1.1 Strategic planning should address the needs of a 
high level of project and programme activity. It 
needs to identify the core corporate structures 
and processes that are required, aligning 
business and IT processes to support 
investment. 
  
The Council must evaluate the level of joint 
working anticipated over the next few years (e.g. 
in partnership with Capita, or within the SBC/PCT 
Multi-Agency Teams).  The Council must have 
project management processes and controls in 
place so that when SBC works with third parties 
to deliver common outcomes and objectives, it 
can be clear on what is expected. Required skills, 
capabilities, reporting structures and 
management information must be specified. SBC 
should review the way forward, or alternatively, 
set up a strategy review team with wider input 
e.g. Capita, PCT. It may be appropriate to 
incorporate this in a review of the client role that 
the Council undertakes in managing partners. 
 
 
Continued Overleaf. 
 

Group Director 
of Business 
Transformation 
 
May 2008 

A PMO is being set up and will be 
operational by 31-Aug-08.  During 
2008/09 the PMO will introduce 
portfolio, programme and project 
management practices and tools 
that do not currently exist in SBC.  
The portfolio management 
processes will ensure a cross-
Council and partnership(s) view of 
project investments and enable 
decision-making at this strategic 
level.  At portfolio level, joint 
working will be evaluated.  The 
PCT will be included in the scope 
of the PMO during the year 
2008/09.  The PMO is a joint 
creation between SBC and Capita 
and will ensure a consistent 
project management process 
across the partnership. 
 
 
 
 
Continued Overleaf. 

Implemented PMO was launched during 
August 2008, initially providing 
support to the Transformation 
Programme and other identified 
programmes/projects across 
SBC and the partner 
organisations. 
 
Development of the tools to 
support projects and programme 
continue including a sharepoint 
system. 
 
The PMO Project Board remains 
in place to act as an ongoing 
Steering Group for the 
development of the PMO 
through the various levels of the 
Portfolio, Programme and 
Project Management Maturity 
Model (OGC). 
Membership of the PMO Project 
Board includes a Joint Director 
from ASC/PCY, and from 
Capita. 
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1.1 A Programme/Project Management Office (PMO) 
should be set up to ensure there is a framework 
for management control of investment 
programmes.  
The PMO must have the capability and capacity 
to execute monitoring and assurance roles.      
 
 

 The PMO direction and 
development will be provided by a 
steering group that will include an 
appropriate director from Capita, 
and when appropriate possibly 
from the PCT. 
 
For reference later in this 
document, the target of the PMO 
is to ensure: 
• Strategic emphasis for all 
projects.  
• Project Sponsors are an 
effective link between Corporate 
Board & the Project. 
• Project teams are capable of 
delivering objectives: 
- They have the skills & 
experience. 
- Resources are available. 
- Effective tools & processes 
are in place. 
Reliable and timely information 
supports decision-making 
processes. 
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1.2 The Council should analyse what it understands 
by a project, and to define it bearing in mind the 
type of agency / partner / community projects 
SBC is likely to be delivering within its growth 
horizon (2020). This may include reference to 
capital and revenue projects and externally 
financed projects. It may include projects of low 
cost but which have a high impact. 
 
Projects must be defined so that they can be 
identified and managed. Consideration should be 
made as to the nature of activities that warrant 
project controls – for example, whether feasibility 
studies should be defined as projects, and 
whether there are any “Business as Usual” 
activities that should potentially be included (such 
as Land and Property sale/ purchase 
negotiations). 
 
Guidance should be available to all managers so 
that they know what constitutes a project.  The 
guidance should be reviewed regularly. Criteria 
for assessing what constitutes a project should 
be clearly stated, with up to date examples, 
which are reviewed regularly. This should be the 
first stage of intranet guidance, or dissemination 
direct to Service Directors. 
 

Group Director 
of Business 
Transformation 
 
May 2008 
 
 
 

Appropriate definition of a project 
will be done by the PMO in Apr-
08.  A Business Case to Benefits 
path will be created that will 
ensure the intelligent application 
of appropriate tools and 
techniques for controlling different 
types of project.  Guidance will be 
provided in a number of forms: 
reading material available on the 
Intranet, a formal process flow in 
Sharepoint (a special PMO 
Sharepoint tool) and through 
training, mentoring and coaching. 
 
This will be rolled out in stages 
during the course of 2008/09. 

Being 
Implemented 

Project Definition agreed by the 
PMO Board in August 2008. 
Business case through to benefit 
realisation agreed (11th June 
2008, version 7.4) 
Sharepoint system with a formal 
“process flow” for transformation 
activity, programme and projects 
is under development – initially 
to support the Transformation 
Programme, and then whole 
organisation from January 2009. 
 
A learning needs analysis 
questionnaire was sent to all 
project and programme 
managers during July/August 
2008; 54 of these have been 
returned and the results 
analysed. 
The PMO working with SBC 
L&D to agree the support and 
development requirements for 
the project and programme 
management community 
including OGC qualifications, 
commercial awareness and 
business case development. 
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1.2     Follow-up with those project and 
programme managers that have 
not yet completed and returned 
the LNA has started (Nov 2008) 
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1.3 A procedure should be designed and 
implemented to ensure that new projects are 
formally identified and captured at the corporate 
level. Without this it is not possible to verify that 
projects are set up in a controlled environment, 
and that the key stages, project controls and 
organisation have been put in place.  
Identification of projects will be assisted by if 
detailed guidelines and examples are provided 
on the definition of a project, as in 
recommendation 1.2 above. (Recommendation 
outstanding from 2005 audit). 
   
A corporate process for project monitoring must 
be introduced that includes the Capital 
Programme monitoring process. This should 
include building on the good work being done by 
the Capital Highlight Reporting Team.   
   
A Project Management Office (PMO) should 
clearly define the project controls and 
expectations to ensure that third parties/ partners 
work to common standards. 

Group Director 
of Business 
Transformation 
 
May 2008 
 
 

As part of the portfolio 
management function the PMO 
will create (during Apr-08) a 
‘project register’.  Full portfolio 
management will be rolled out by 
the PMO, with an initial portfolio 
review in the first quarter of 
2008/09 and subsequent reviews 
as part of the normal AOP 
reviews. 
 
The PMO will introduce project 
controls as part of the Business 
Case to Benefits Path, as well as 
toolkit to assist in the application 
of those controls. 
 
The Capital Highlight Reporting 
process will be modified and rolled 
out to all projects in the Council. 

Implemented SBC project portfolio has been 
created, and updated (latest 
update Nov 2008) 
Link between each project and 
the primary/secondary strategic 
outcomes (Scorecard) has been 
agreed with project 
managers/sponsors. 
 
The first project portfolio review 
was included with the Quarterly 
Business Review (previously 
CPAR) at Corporate Board on 
the 29th October 2008; projects 
were identified for discussions 
based on risk, costs and status. 
 
Monthly status reporting, 
consolidating Capital Highlight 
Reports and the Promise 
Reports, has been implemented 
as part of the SBC performance 
reporting process to include the 
full portfolio. Financial 
information is now gathered via 
Oracle Financials for all projects. 
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1.4 Corporate control of projects via monitoring of 
key project data and stages on a central projects 
register should be re-introduced.  
The register should be complete and supported 
by clear guidance for information required.  
Recommendation outstanding from 2005 audit. 
 
Ideally the information will be automatically 
provided from the project controls themselves 
project initiation documents, plans, products and 
highlight reports, such that they key information 
can be easily identified and extracted. 
 
A PMO (Project/Programme Management Office) 
should be set up to carry out this role, and 
Directorates should be informed of the role of the 
PMO.  
All projects should report key data identified by a 
corporate PMO function. Plans should be 
baselined. Reports should be quality assured by 
the PMO. Quality standards should be set by the 
PMO with minimum contents/ composition of 
management products and level of plan 
reporting.  
(A member of the Corporate Project Team should 
control access to the register.  Recommendation 
outstanding from 2005 audit, superseded by 
PMO recommendation). 

Group Director 
of Business 
Transformation 
 
May 2008 
 

The Business Case to Benefits 
path introduced by the PMO will 
ensure that all projects are 
controlled, tracked and monitored 
throughout their life-cycle.  The 
‘project register’ will capture 
relevant project detail, plans will 
be baselined, a central repository 
for project data will enable ‘live’ 
project reporting against the 
baseline. 
 
The PMO will set up quality 
standards and a special role, the 
QA / CoE will quality assure 
projects. 

Implemented The PMO Business case (11th 
June 2008, version 7.4) has 
been agreed including benefit 
realisation.  
 
SBC project register has been 
set up initially from 
benchmarking information, then 
3 further updates and a final 
update via the information 
received in the new Project 
Status Report as part of the 
performance management 
process. 
 
Role description agree for the 
Quality Assurance role within the 
PMO. 
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2.1 The Project Management Office (PMO) should 
provide corporate guidance on, and central 
assistance for, project management.  
 
The practice leaders initiative, led by HR 
Learning and Development, should be 
considered as a vehicle to providing support for 
Project Board Members and Sponsors, and 
Project Managers, for new projects. 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO will provide tools and be 
a centre of project excellence.  
L&D are currently engaged in 
developing a training plan for 
project teams and indeed other 
project stakeholders. 

Being 
Implemented 

The PMO sharepoint system is 
under development, which will 
include best practice templates 
for projects and programmes. 
 
Working with L&D and HR&C to 
develop training/development 
session including Sponsorship 
Development 
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2.2 All personnel involved in projects should be 
aware of guidance and training available. 
The following should be evaluated as possible 
ways to improve understanding of project 
requirements: 
• Promote knowledge through short training 
sessions and information pack handouts.  
• Assist in preparing roles and responsibilities 
for project team members (Board, Executive, 
Project Manager etc) at the start up stage. 
• Maintain an up to date Project Management 
intranet site, and refer to this in staff newsletters. 
 
Minimum mandatory training/ awareness should 
be provided before projects are undertaken. The 
most relevant training is PRINCE2, the Council’s 
project management methodology.  
 
HR Learning & Development should continue to 
advertise the PRINCE2 courses. On 
establishment of the PMO a skills analysis should 
be undertaken to ensure that project team 
members are capable of fulfilling their project 
role. The PMO should also be in a position to 
determine if specific, targeted training is more 
appropriate for some Executive (Sponsor) roles, 
or other project team members. 
 

Group Director 
of Business 
Transformation 
 
August 2008 – 
start of review 
and training, 
with ongoing 
reviews each 
quarter. 

The PMO will develop a full 
communication plan that will cover 
the full range of its service.  One 
of the primary aims of the PMO is 
skills transfer and development.  A 
development programme will be 
rolled out in stages, and will target 
specific individuals and skills 
gaps. It will provide both hard and 
soft skills development.  A skills 
analysis will be completed during 
Apr-08. 

Implemented 
– ongoing 
reviews 

Communication plan developed 
during the project phase 
including; brand and image for 
the PMO and the sharepoint 
system; intranet site, ongoing 
project management community 
forums. 
 
Ongoing development of an 
operational communication plan 
for the PMO to include intranet 
updates, briefings, project 
management community forums 
etc 
 
Skills analysis completed as per 
1.2 above 
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3.1 Standard roles (Project Sponsor /Executive, 
Project Board members, and Project Manager), 
should be reviewed at a project level, i.e. specific 
job descriptions (even if part time) agreed.  
 
The detailed responsibilities for Project Executive 
(Sponsor) roles should be considered and 
documented for each project, and supported by 
the PMO in determining the appropriate detailed 
responsibilities. The mix of skills and experience 
needed for each project will be specific and 
unique and should be considered.  
 
Guidance for the project executive/sponsor role 
should include detail on specific responsibilities 
and assurance roles, key decision-making points 
and stages and responsibilities that may be 
delegated. 
 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO will introduce rigour in 
the start-up and initiation of 
projects that will extend into the 
selection and formation of the 
project board and project team.  
Appropriate guidance, training and 
coaching will be provided. 

Implemented Standardised programme and 
project role descriptions, linked 
with In Touch including; project 
board, team, manager, support, 
programme manager, sponsor 
etc – along with standard 
approach to project and 
programme structure. These are 
used during initial “fact-finding 
session with either in-flight or 
new projects/programmes. 
 
A “consultation” approach 
developed for an initial project or 
programme review/meeting 
based on OGC best 
practice/health check and the 
Champs 2 Transformation 
Methodology 
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3.2 Project Boards must demonstrate strong 
leadership and accountability for all activities on 
the project with clearly defined boundaries 
between responsibilities.  
 
Project assurance and business assurance 
responsibilities need to be allocated to Board 
members on all projects.  
 
The Executive (Sponsor) and the Board must 
take responsibility for all aspects of the project, 
particularly reviewing the business case.   
 
Monitoring of activities and delivery should be 
done as day-to-day project work. Board meetings 
should not become the environment where tasks 
and responsibilities are allocated. The project 
manager should have the authority to ensure 
tasks are carried out.  
 
A standard template for Board meetings should 
be prepared by a PMO, and guidance given on 
the role and responsibilities of Boards.  
 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO will create the 
environment for the good 
governance of project 
management. 

Implemented Best practice structure for 
programmes and projects has 
been established and is being 
used to supporting new and 
existing projects/programmes 
including; HR & Change 
Programme, Promise 27, Adult 
Social Care etc 
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3.3 Directorates should plan the assistance they 
require from central services, liaise with central 
services during the planning stage, particularly 
Property Services, so that assistance is 
requested in sufficient time. 
 
In the event of potential staff transfers (TUPE), 
planning for the required level of input from the 
HR and legal functions must be made.  
 

Group Director 
of Business 
Transformation 
 
May 2008 
 

The Business Case to Benefits 
Path created by the PMO will 
include a number of processes 
overlaid on the PRINCE2 
methodology.  These processes 
include: policy gateway, 
procurement gateway, planning 
framework and legal framework. 

Being 
Implemented 

The development of the 
sharepoint system will provide a 
standardised process for 
programme and projects 
including gateway process via 
the PMO 
 
Meetings have taken place with 
Brian Rees and Lawrence Bunn 
of Procurement to “link-up” the 
transformation method and 
gateway and the existing 
procurement gateway process. 
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4.1 Corporately, all projects should be checked to 
ensure a business case exists, and that it is 
robust. As a minimum it should contain reasons, 
quality and acceptance criteria, costs and 
benefits, and how benefits are going to be 
measured. 
 
An approvals process should be set in place to 
verify that there is a clear business case for 
projects and that there is process for regular 
review of the forecast costs and benefits, to 
ensure ongoing viability of the project. It is 
suggested that the approvals process should 
operate for medium and large-scale projects in 
line with the Gateway thresholds (£500k works 
projects, £144k other investment).    
 
Benefits monitoring and definition of acceptance 
criteria are key project controls, which a PMO or 
project assurance role should ensure are 
developed adequately. 

Group Director 
of Business 
Transformation 
 
May 2008 

Peer review of Business Cases 
will be a requirement in the 
Business Case to Benefits path 
introduced by the PMO.  Business 
Cases will require formal signoff 
before projects can proceed. 
 
The monitoring of benefits delivery 
will occur throughout the project 
lifecycle and Project Sponsors will 
be accountable for ensuring the 
continued viability of the project.  
Portfolio reviews will include 
scrutiny of project benefits and the 
progress towards achieving them.  
Strategic level decisions will be 
encouraged, ensuring that even 
projects that are on target for 
successful delivery may be 
stopped if required. 

Being 
Implemented 

Support being provided on the 
ongoing development of 
business cases for the 
transformation programme. 
 
Support for the wider 
organisation will be provided 
from January 2009 
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4.2 Controls need to operate throughout the projects 
/ programmes and key deliverables should be 
produced on all projects to ensure that the 
project is delivering within the constraints set by 
the business case and governed by the Project 
Initiation approval. 
 
Key control documents should be independently 
checked. On larger schemes, configuration 
management should operate. For the projects in 
the project sample, deliverables are not 
systematically, critically reviewed and checked.   
 
Acceptance criteria should be defined for key 
project deliverables, products and outcomes, and 
final acceptance recorded (signed). 
 
Plans should be baselined at the close of the 
project initiation stage and revised (exception) 
plans redrawn, documented and reported. 
 
Change control processes must be developed 
and implemented. 
 
Projects should have a close stage, or be 
formally closed when the project outcome has 
been delivered so that costs can be confirmed 
and acceptance procedures documented. 

Group Director 
of Business 
Transformation 
 
May 2008 

Project performance will be 
monitored throughout the project 
life-cycle.  The traditional 
measures of cost, schedule and 
deliverables will be monitored, and 
the Project Management 
Scorecard and Earned Value 
Analysis will be introduced to 
measure other aspects of project 
delivery.  Indeed, the aim is to 
enable SBC to monitor current 
project performance and to predict 
future performance. 

Being 
Implemented 

Sharepoint system with a formal 
“process flow” for transformation 
activity, programme and projects 
is under development – initially 
to support the Transformation 
Programme, and then whole 
organisation from January 2009. 
This will include an initiation 
phase for programmes and 
projects, through 
implementation, delivery, benefit 
realisation and continuous 
improvements. 
 
Project Management Scorecard 
and Earned Value Analysis is 
included in the ongoing 
development of the PMO 
through the various levels of 
Portfolio, Programme and 
Project Management Maturity 
Model (OGC). 
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4.3 Expenditure details presented to Project Boards 
etc. should be up to date and include all actual 
and committed expenditure.  
 
Commitments and accrued expenditure must be 
captured, and reviewed in line with project 
performance to enable effective project 
monitoring. Any variances should be justified and 
recorded on Highlight reports monthly for 
executive decision-making. Action should be 
taken where necessary to obtain up to date 
financial monitoring information and reasons 
explained for any delay so that these can be 
addressed.  
 
Where relevant, project budgets should be 
adjusted to reflect the receipt of tenders and 
contract award, within the available project 
funding. 
 
At project close stage, the financial position 
should be accurately assessed so that it is known 
when all costs have been charged to the project. 
Virements/ new project start-ups can be 
requested if funds are remaining. 

Group Director 
of Business 
Transformation 
 
May 2008 

A target of the PMO is to link 
Oracle Financials and highlight 
reports to enable a ‘live’ view of 
project finances.  Project 
accounting will be developed to 
ensure whole project budget 
monitoring as well as financial 
year budget monitoring. 
 
The PMO will introduce rigour in 
the project planning phase that will 
enable the more accurate 
forecasting of project costs and 
cash flow. 

Being 
Implemented 

As part of the performance 
management reporting process, 
the reporting of financial 
information for programme and 
projects is now direct using 
Oracle Financials (decision by 
Kirsty Cole in Sept 2008). A 
summary of the financial position 
for each project is included in 
the new Project Status Report. 
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4.4 Project risk registers must be comprehensive and 
maintained throughout a project. Highlight reports 
must show changes to risk status. 
 
Projects should be subject to independent risk 
management review at key stages. 
 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO includes a function 
concerning Project Risk 
Management – this role will be 
fulfilled by the Corporate Risk 
Manager.  Highlight reports will be 
updated to provide a distinctly risk 
focus.  Risk-based exception 
reporting will be encouraged 
through the Business Case to 
Benefits path. 

Implemented Corporate Risk Manager is a 
member of the PMO 
Implementation Team. 
Standardised risk management 
register has been introduced 
and being used for corporate 
risk reporting.  
Where PMO support is being 
provided, then follow-up 
meetings with the Corporate risk 
manager and the project 
manager have taken place to set 
up the risk register following the 
new corporate guidance 
including CP2, StreetSmart. 
The PMO has a risk register for 
the project and operational 
elements following the new 
standards 

4.5 Training, support and guidance given to Project 
Sponsors, Project Board members, and Project 
Managers should remind Officers that it is their 
responsibility to refer projects to the Procurement 
Advisory Group at the relevant Gateway stages 
and to prepare the relevant project and business 
case documentation.  
 

Group Director 
of Business 
Transformation 
 
May 2008 

Agreed – see 3.3 above.   
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5.1 The corporate projects register should include a 
checklist of key control documents, and record 
what quality assurance has been carried out on 
them. 
 
Quality assurance of project documents is 
required at the review stages to ensure they 
address the required project control objectives. 
 
Exception and management reports should be 
produced from a Corporate Projects Register, to 
show where monitoring data is incomplete or 
where milestones are not achieved. Reviews of 
control stages should also check that 
procurement rules are followed. 
(Recommendation outstanding from 2005 audit). 
 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO’s QA/CoE role will 
monitor project controls and 
assure the quality of project 
documents.  The introduction of 
proper project portfolio 
management will ensure 
appropriate project reviews. 

Implemented Ongoing monitoring of the 
portfolio of projects to identify 
project requiring PMO/QA 
support dependant on status, 
risk, quality and financial 
reporting.  
Primary focus on the 
transformation programme, 
however other projects and 
programmes have been 
identified for support including 
promise 27, promise 17, Play 
Service etc 
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6.1 The corporate project management team, or 
PMO, should ensure resources are available to 
keep up to date with best practice.   
 
External guidance should be reviewed, and 
incorporated into SBC documented processes, 
where this develops best practice. 
 
A process should be defined to gather 
information from both internal experience and 
external sources on an ongoing basis to ensure 
best practice is implemented. 
 
Lessons learned reports should be produced at 
the end of projects, and reviewed by a central 
project management team to disseminate advice 
and to update guidance and procedures. 
 
Internal skills and knowledge, including lessons 
learned, should be disseminated by the PMO 
through the issue of best practice bulletins, 
incorporating with project management guidance 
on the intranet, and delivery of internal training. 
Lessons Learned reports should be available on 
a central repository or library. 
 

Group Director 
of Business 
Transformation 
 
May 2008 

The PMO will be created with 
expert input from both Capita and 
an external consultant.  Best 
practices, tried and tested in other 
similar organisations will be 
introduced.  Knowledge transfer is 
fundamental to the PMO 
implementation plan. 
 
A knowledge system will be 
introduced by the PMO – this will 
ensure the sharing of lessons 
learned.  A project management 
forum has been created and 
indeed running since November 
2007 – this is one of many 
communication tools to encourage 
learning. 

Being 
Implemented 

Sharepoint system with a formal 
“process flow” for transformation 
activity, programme and projects 
is under development – initially 
to support the Transformation 
Programme, and then whole 
organisation from January 2009. 
This will include an initiation 
phase for programmes and 
projects, through 
implementation, delivery, benefit 
realisation and continuous 
improvements. 
 
As part of the operational 
communication plan for the 
PMO, the project management 
community forum will be re-
launched, focusing on those 
project manager leading projects 
in the portfolio. Completion of 
the LNA for L&D will be a 
mandatory requirement for 
attending the forums.  
 
In addition a completed LNA for 
L&D will be required before 
attendance at a project related 
course 
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Status: 1=Implemented, 2=Being Implemented, 3=Not Implemented, 4=Superseded, 5=Other 
 
  I certify that the above information is correct 
 

Service Manager …………………………………………………….. Date …………………………………… 
   
Internal Audit …………………………………………………….. Date …………………………………… 
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  I 
 

 


