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To: Policy and Resources Committee, May 1997 

NORTH LANARKSFIIRE COLJNCIL 

Subject: Service and Business Plans 1998/99 
Guidelines 

REPORT 

From: 

Date: 28thApri1, 1997 I Ref: SD/AZG/EF 

1. Service Planning Process 

The Service Planning process, introduced last year across all departments, forms a key element of the 
Council’s Corporate Planning process, being an essential link between Council priorities and policies, the 
annual Budget process and direct service provision. Service Plans for Service Departments and Business 
Plans for DLO/ DSO’s provide an annual means to plan services to meet changing community needs, a way 
for Service Committees and departments to agree key tasks, an action plan for the year ahead and a 
management tool for each department to use throughout the year. 

This Report proposes revisions to the guidelines used last year based on experience of the Service Planning 
process to date and incorporating suggestions from individual departments. 

2. Proposed Revisions 

Experience during the 1997/98 exercise has shown that the system worked well in the main and Service 
Plans have formed agreed action plans for implementation and monitoring during the present year. It is 
therefore proposed to make only minor modifications to the guidelines for 1998/99. 

The main change will be in respect to the corporate context . Of necessity, last year’s Plans were prepared 
without the benefit of an agreed corporate context. It is intended that North Lanarkshire Council’s Draft 
Corporate Plan will be considered by this Committee in June and will be issued to departments for use in the 
preparation of Service and Business Plans. 

Other revisions accommodating comments and suggestions from Service Departments are as follows :- 

a) Guidelines have been streamlined and the text clarified 

b) An additional month has been allowed for the preparation of Service and Business plans which now 
require to be submitted to the Chief Executive for the 29th August for consideration by Committees in 
the October cycle. 

c) An Information Pack to include North Lanarkshire Trends will be issued in due course to accompany the 
Guidelines 

d) The need to synchronise Service and Business Plans and their preparation is recognised and both are 
required for the 29th August deadline 

The proposed revised Guidelines are detailed in Appendices 1 (Service Plans) and 2 (Business Plans) 



3. Capital and Revenue Planning Guidelines 

Guidelines for Revenue growth and savings targets are an essential feature of the process. For Revenue 
planning purposes the targets remain the same as last year. Departments are requested to identify growth 
and savings options for 1998/99 at 1 % and 3 % respectively. Specific targets for each department, based on 
relevant budget items, have been calculated by the Director of Finance and are included in the Guidelines. 

Following the report to the March meeting of this Committee Capital planning will, in future, be based on a 
two year rolling programme and departments will now be requested, through the Service Planning process 
to initiate Capital project proposals for a two year period. A Draft Capital Programme will subsequently be 
submitted for full Committee consideration in the March 1988 cycle. 

4. Recommendations 

It is Recommended that Committee:- 

Notes the content of this report and approves the revised Guidelines for Service and Business Plans for 
1998/99 as outlined above and detailed in Appendices 1 and 2 of this report. 

Local Government Access to Information Act 

For further information about this report please contact Alex Gardiner, Policy Planning Manager on 01698 302231 



APPENDIX 1 
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SERVICE PLAN GUIDELINES 

INTRODUCTION 

Service Plans are now central to North Lanarkshire Council's corporate planning processes providing an 
essential link between forward planning, departmental management and the annual budget. Annual Service 
Plans provide a framework to ensure the Council's services are planned in a regular and consistent way to 
meet the community's needs. The process provides departments and Service Committees with a 
management tool for use throughout the year. Each year there will be the opportunity to review objectives, 
performance and progress. Over time, demands for services and priorities will change and the systematic 
review and analysis facilitated by the Service Planning process will enable the authority to 'tailor' its services 
to meet the changing needs and priorities of the community it serves. 

Background 

This document sets out the Guidelines for Service Plan production for 1998/99. These are advisory as it is 
recognised that each department is different and that the detail, focus and emphasis of each plan will 
depend on the characteristics of the service each department delivers. At the same time, to facilitate 
understanding, monitoring and review, a common format is required which ensures consistency throughout 
the authority. All Service Plans must therefore include a written plan statement, a list of key tasks, proposals 
for service growth and savings and any proposals requiring capital expenditure during the forthcoming two 
years. 

Purpose 

Service Plans should provide a clear picture of each department's activities together with an analysis of the 
opportunities available and the constraints it faces in order that a comparative 'view can be taken of 
development proposals for each of the Council's services. Service Plans are, above all, practical working 
documents and need not be elaborate, lengthy or unnecessarily complicated. It is suggested that plans 
should be a maximum of 40 pages in length with details and schedules annexed to the main text. 

In addition to providing a basic management tool with a focus on key tasks for the year ahead, Service Plans 
contribute significantly to other processes. In particular, they will provide the means by which Departments 
can support the Council's priorities as identified in the Draft Corporate Plan and are an important input into 
the Budget Planning Process. 

Form and Content 

It is recommended that Service Plans should contain three main sections, 

( 1 )  a three year Development Plan which examines the main issues affecting the service and takes 
account of the Council's priorities; 

(2) a one year Management Plan for the service covering 1998-99 confirming those aspects of the 
Development Plan which will be implemented during the year, and 

(3) a final section containing the Department's resource and financial proposals. 

1 



DEVELOPMENT PLAN FOR 1998P - 2000/2OO1 
Timescale: 3 Years i.e. 1998/99 - 2000/2001 
Assumptions: 1 % Growth Per Annum 

This section of the Service Plan sets out a three year Development Plan for the service. The development 
plan should contain the following elements:- 

1 .  Mission Statement 

The Mission statement is a broad statement of overall intent or purpose and should be clear, concise, 
descriptive and credible and should enable a common understanding of what the department does, 
how it will do it and where it is heading. 

2. Aims 

Aims should set a clear direction for the work of the department, providing an explicit statement of 
the most important positive outcomes the service wants to achieve. 

Only those aims which are critical to  the success of the service should be included. These need to 
be set over a realistic longer term time frame, in this case, the next three years. It is recommended 
that each department should restrict its list to  5-1 0 strategic aims. 

3. Issues 

The development plan should take into account the Council's corporate priorities and the context of 
social, economic and demographic trends affecting the service concerned. This will require collection, 
analysis and interpretation of relevant data. Each department should consider the main factors which 
will, or may, influence its activities in future years in varying degrees whether these are external or 
internal to the authority or department itself. 

It is clear that the range of issues which could emerge from this analysis will vary from department 
to  department. A list and brief description of each of the main issues affecting the service should 
therefore be included in this section of the Service Plan. 

An information pack containing relevant data which should assist departments in this respect will be 
provided by the Chief Executive's Department. 

4. Development Plan for the SeM'ce 

The development plan should address the Council's corporate priorities and the strategic issues and 
aims for the service. However, it will need to  be based on realistic resource assumptions. In light 
of the last years funding allocations and budgetary requirements a maximum of 1 % real growth for 
the forthcoming year is recommended. 

The development plan may take a variety of forms but, at  its simplest, need only comprise a series 
of policy statements related to the aims and issues identified. These could usefully include a 
statement concerning preparations for CCT and a statement concerning any proposals for service 
"quality" initiatives. Plans should also include proposals for communicating the plan to  employees, 
Unions and service users. 

5. Key Development Tasks for 1998P9 - 2000/2001 

It is essential that this section of the plan concludes with a list of the key tasks which will require to  
be pursued in order to implement the development plan. These will form the basis for plan 
monitoring and where appropriate targets and timescales should be set. It is recommended that the 
number of strategic level key t a s k  be restricted to  5-10 for each year of the plan period. 
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The relationship between departmental aims and the key tasks to be pursued should be clearly 
identified and preferably summarised in tabular form for ease of reference. This information will 
provide a basis for monitoring progress on their implementation. 

6. Monitoring 

Departments will wish to monitor progress towards achieving key tasks. Whilst Service Plans will be 
reviewed annually departments are required to undertake quarterly monitoring reviews to be presented 
to Service Committees. 

3 



MANAGEMENT PLAN FOR 1998/99 

Timescale : 1 Year 
Assumptions : 1 %  Growth 

This section of the Service Plan should focus on the proposed activity of the Department for 1998/99. It will 
provide a management tool for the department and with the development plan will underpin resource bids 
for the 1998/99 budget. The Management Plan should contain a clear statement of how the department 
will contribute to achievement of the Council’s corporate objectives and should contain the following:- 

1 .  Department’s Main Activihes 

Clear identification of the department‘s main activities is essential to the Service Planning process and 
will greatly assist in the preparation of the Service Plan itself. It is recommended that departments 
adopt a ‘customerlclient’ approach and begin by identifying all the transactions that take place 
between the staff of the department, the public and others in and outwith the authority. Activities 
can then be aggregated by type to form the main activity areas which require identification in the 
department‘s Service Plan. It is recommended that the number of activity areas is limited to o range 
of 5-1 0. 

2. Activity Description and Issues 

A brief description of each of the Departments principal activities is required. Issues arising in respect 
of each activity area should be identified. Departments may wish to consider each activity in turn 
as it may be pursued in conditions which are unique to its circumstances, intent and environment. 

3. Objectives for 1998/99 

It is considered prudent to set objectives for each of the activity areas identified. Objectives, as more 
precise statements of the overall aim concerned will clarrfy how it will be achieved. In order to 
measure progress and achievement these should, where appropriate be quantified. 

4. Key Tasks for 1998/99 

It is essential that the Management Plan section concludes with a list of key tasks for 1998/99 for 
each activity area highlighting how these will contribute to achieving the Council‘s corporate 
objectives. 

Key tasks are those required to implement the plan and  will usually be those associated with change 
rather than with ongoing activities. As key task lists will be used to monitor the progress of plan 
implementation it is suggested that timescales and targets are included where appropriate. It is 
suggested that a maximum of 5-10 key tasks are identified in respect of each activity. 

5. Monitoring 

Departments will monitor progress towards achieving key tasks for 1998/99 undertaking quarterly 
monitoring reviews in this respect, with the results presented to  Service Committees. 
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RESOURCE PLAN/BUDGUMY PROPOSALS 

The Service Planning process feeds into the budget process and, to this end, departments are required to 
produce realistic Revenue and Capital project proposals linked to their own Service Plan aims, objectives and 
key task.  These must also relate to the likely level of resources available to the Council. It is therefore 
proposed that departments should submit revenue growth proposals which do not exceed 1 % per annum from 
1998/99- 2000/2001. Allowance also has to be made for the possibility of budget reductions and all 
departments are therefore required to provide details of options for 3% savings for the forthcoming financial 
year. 

Growth and Reduction Targets for each Department are contained in Appendix 1 of this Report. 

This section of the Service Plan should contain the following information. 

1 .  

2. 

3. 

Revenue Growth Statement 

Departments should provide a brief narrative statement linking the Service Plan proposals to specific 
revenue growth proposals for each respective year 1 998/99-2000/200 1 .  For each revenue proposal 
a ‘Schedule A’ form must be completed - blank forms with detailed notes are annexed to these 
guidelines. Schedule A proposals should not exceed 1 % per annum as detailed at Appendix 1 .  
These are budget input documents and must include proposals for consideration as part of the 
97/98 budget process. Summary tables ie Schedule A Form 1 for each year 1998/99-2000/2001 
should also be replicated in the above narrative statement. 

Savings Plan Statement 

Departments should also provide a brief narrative statement explaining their savings proposols for 
1998/99. Proposals should be included on the basis of minimising impact on services. Departments 
should bear in mind when identifying these that they will in due course be considered in the public 
forum of service committee meetings. For each savings proposal a ’Schedule B‘ form must be 
completed - blankforms and notes for completion are annexed. Schedule B savings proposals 
total 3% for each department as detailed at Appendix 1.  Summary table Schedule B Form 1 
1998/99 should be replicated in the narrative statement. 

Capital Proposals Statement 

The Capital Proposals statement should provide information indicating how capital proposals relate 
to corporate and Service Plan objectives. Whilst neither numerical nor financial limits have been set 
regarding the identification of new capital proposals, departments should take into account the level 
of likely capital allocations and receipts in proposing these. Account must also be taken of approved 
capital projects which will require continued funding ie during 1998/99 and beyond. Departments 
should also recognise that the availability of resources for new capital proposals will be limited and 
consequently these should be identified in priority order. Where a department covers a series of 
functions capital proposals should be prioritised on a department-wide basis. 

All Schedule C Forms must be completed for each new capital project proposed to start over the next 
two years: 1998/99-2000/2001. These forms are the principle mechanism for the generation of 
proposals for capital expenditure. As these proposals will go forward for inclusion in the Council’s 
capital bid a reasonable level of detail is required. Departments are urged to provide all information 
sought in respect of new capital projects in order that these can be comprehensively assessed. 
Development projects require to be site specific and their location clearly identified. Departments are 
also advised to obtain cost estimates for projects requiring building work from the Director of 
Construction Services at an early date. Departments should note that the summary table Schedule 
C Form 1 should be replicated in the Capital Proposals Statement. It is in departments interests to 
submit capital proposal projects in detail and on time. Notes for completion of Schedule € Forms 
are annexed to these guidelines. 
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TIMETABLE 

1. Service plans should be submitted to the Chief Executive by 29 August 1997: 

2. Consideration of Service Plans by the Chief Executive's Department will take place during September. 

3. Service Plans will be submitted to Service Committees in the October Cycle. 

4. All Service Plans will then be considered at the Policy and Resources Committee on 28 October, 
1997. 

5.  Business plans will be required for DLO's, DSO's and non-budget holding services by 29 August 
1997. 

DARBMSPGREVI LF 
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SCHEDULE A 
NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN G R O W  PROPOSALS 

Notes to assist completion of Schedule A 

1 .  

2. 

3. 

4. 

5.  

Schedule A comprises four forms, 

*Form 1 : Summary of Proposals in Priority Order 
Form 2: Context and Aims 
Form 3: Resource Requirements 
Form 4: Staffing Requirements 

Schedule A contains bids for additional resources. The appropriate forms should be completed for 
each year separately: 98/99, 9912000, 200012001. 

Schedule A proposals for each year should not exceed 1% in real growth per annum as detailed in 
Appendix 1 .  

It is assumed that all current activities command a higher priority than any listed in Schedule A. If, 
however, a department feels that a Schedule A proposal is so desirable that a current activity should 
cease to enable it to proceed this should be indicated and quantified on the form. 

Invest to Save and other projects funded by linked efficiency savings etc. should be highlighted in the 
appropriate section of Form 2 - Other Relevant Information. . 

*Form 1 also requires to be included in the text of the Revenue Growth Statement. 

Please ensure that forms are  completed hlty in both narrative and figures before submission. 
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SCHEDULE A 
FORM 1 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN G R O W  PROPOSALS 

SCHEDULE A FORM 1 - SUMMARY OF PROPOSALS 1998/99 

DEPARTMENT: 

Revenue 
Requirement 

Description Growth Proposal Name Priority 
No. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

1 1  

12 

13 

14 

15 

16 

17 

18 

19 

20 
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SCHEDULE A 
FORM 1 

DEPARTMENT: 

Description Growth Proposal Name Priority 
No. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

1 1  

12 

13 

14 

15 

16 

17 

18 

19 

20 
1 

NORTH LANARWHIRE COUNCIL 

Revenue 
Requirement 

SERVICE PLAN G R O W  PROPOSALS 

SCHEDULE A FORM 1 - SUMMARY OF PROPOSALS 1999/2000 
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SCHEDULE A 
FORM 1 

NORTH LANARKSHIRE COUNCIL 

SERVICE P IAN G R O W  PROPOSALS 

SCHEDULE A FORM 1 - SUMMARY OF PROPOSALS 2000/2001 

DEPARTMENT: 

Revenue 
Requirement 

Description Growth Proposal Name Priority 
No. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

1 1  

12 

13 

14 

15 

16 

17 

18 

19 

20 
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SCHEDULE A 
FORM 2 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN GROWM PROPOSALS 1998199 

SCHEDULE A FORM 2 - CO- AND AIMS 

Department: 

DM'siodSection: 

Proposal Name 

Description 

Service Plan Objeaive(s) to be met by proposal 

Service Plan Key Task($ to be met by proposal 

Needs to be met by proposal (a) Service Users (b) Departmental 

I Outcome of proposal for Community/Serv~e Us& (Quantified targets where possible) 

Does proposal have implications for other SeM'ce Departments. 
If so please specify 

YEs/No 

Other Relevant Information 

1 1  



SCHEDULE A 
FORM 2 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN GROWTH PROPOSALS 1999/2000 

SCHEDULE A FORM 2 - CONTEXT AND AIMS 

Department: 

DwisionlSection: 

Proposal Name 

Description 

Service Plan Objective(s) to be met by proposal 

Draft Grporute Plan Objective(s) to be met by proposal 

Needs to be met by proposal (a) Service Users (b) Departmental 

Outcome of proposal for bmmunity/Service Users (Quantified targets where possible) 

Does proposal have implications for other SeM'ce Departments. 
If so please specify 

YESMO 

Other Relevant Information 
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SCHEDULE A 
FORM 2 

I 

Does proposal have implications for other Service Departments. 
If so please specify 

YESNO 

Other Relevant Information 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN GROWM PROPOSALS 2000/20001 

SCHEDULE A FORM 2 - CO- AND AIMS 

Department: 

DvisiordSech'on: 

Proposal Name 

Description 

Service Plan Objective(s) to be met by proposal 

~ ~~ ~ _ _ _ _ ~  

Service Plan Key Task($ to be met by proposal 

Draft Corporate Plan Objective(s) to be met by proposal 

Needs to be met by proposal (a) Service Users (b) Departmental 

Outcome of proposal for bmmunity/SeMke Users (Quantified targets where possible) 

13 



SCHEDULE A 
FORM 3 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN GROWIH PROPOSALS 1998/99 

SCHEDULE A FORM 3 - RESOURCE REQUIREMENTS 

Department 

Division/Sedon: 

Name of Proposal: 

Estimated Date of Commencement 

Termination Date (if appropriate): 

Total Cost of Proposal 

I 1998P9 

a. Staff costs (see Schedule A Form 4) 

b. Property Costs 
i 
ii 

c. Supplies and Services 

iii 

d. Transport 
i 
ii 
iii 

e. Administration 
i 
ii ... 
111 

f .  Payments to Other Bodies I 
I 

II 

111 
... 

g. Loan Charges 
i 
ii 
... 
111 

h. Other Expenditure (specify) 
I 

II 

111 
... 

~ 

TOTAL EXPENDITURE 

I. Income 
I 

II 

iii 

TOTAL INCOME 

NET REVENUE IMPACT 

Normal Year 

14 

Savinas Resultii 

1998199 

from Proposal i Normal Year 



SCHEDULE A 
FORM 3 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN G R O W  PROPOSALS 1999DOOO 

SCHEDULE A FORM 3 - RESOURCE REQUlREMEMs 

Department: 

DNision/Sedion: 

Name of Proposal: 

Estimated Dote of Commencement 

Termination Date (if appropriate): 

Could This Project Commence 1998/99: YES/NO 

I 

Toto1 Cost of Proposal 

1999/2000 N o m 1  Year 

I I 

a. Staff costs (see Schedule A Form 4) 

b. Property Costs 

iii 

Savings Resultii 

1999/2000 

c. Supplies and Services 
i 
ii 
iii 

d. Transport 

ii 
iii 

I 

e, Administration 

ii 
I 

... 
111 

f. Payments to Other Bodies 

ii 
iii 

I 

h. Other Expenditure (specify) 
i 
ii 
... 
Ill 

TOTAL EXPENDITURE 

i. Income 

ii 
iii 

I 

TOTAL INCOME 

from Proposal 

N o m 1  Year 

15 



SCHEDULE A 
FORM 3 

Toto1 Cost of Proposal 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN GROWTH PROPOSALS 2000/2001 
SCHEDULE A FORM 3 - RESOURCE REQUIREMENTS 

Savings Resuhg from Proposal 

I 

NormalYear . 

Department. 

2000/200 1 

Division/Section: 

Name of Proposal: 

Estimated Date of Commencement: Could This Project Commence 1998/99: YES/NO 

2000/200 1 

a. Staff casts (see Schedule A Fonn 4) 

b. Property Costs 
I 

I iii ii 

c. Supplies and Services 
i 
ii 
iii 

~ 

f .  Payments to Other Bodies 
i 
ii 
iii 

g. Loan Charges 
i 
ii 
i i i  

h. Other Expenditure (specify) 
I 

II 

iii 

TOTAL EXPENDITURE 

i. Income 
i 
ii 
... 
Ill 

TOTAL INCOME 

NET REVENUE IMPACT 

Normal Year 

16 



SCHEDULE A 
FORM 4 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN GROWM PROPOSALS 1998199 

SCHEDULE A FORM 4 - STAFFING REQUIREMENTS 

Department: 

Dvision/Section: 

Name of Proposal: 

No. of Posts 
Annual Payroll f3penses 

(Including Superannualion and NI) Total 

17 



SCHEDULE A 
FORM 4 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN GROWIH PROPOSALS 1999/2000 

SCHEDULE A FORM 4 - STAFFING REQUIREMENTS 

I I 
Depariment: 

Dvision/SecIion: 

Name of Proposal: 

Description of Post 

TOTAL 

~~ 

No. of Posts 

~ 

Annual Payroll Expenses 
(Including Superannuation and NI) Total 

~ ~ 

Effec t  on other Departments 

18 



SCHEDULE A 
FORM 4 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN G R O W  PROPOSALS 2000/2001 

SCHEDULE A FORM 4 - STAFFING REQUIREMENTS 

Department: 

Dvision/Section: 

Name of Proposal: 

Description of Post 

TOTAL 

No. of Posts 
Annual Payroll Expenses 

(Including Superannuah'on and NI) 

Effect on other Departments 

Total 
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NORM W K S H I R E  COUNCIL 

SERVICE PLAN POTENTIAL SAVINGS 1998/99 

Notes to assist Completion of Schedule B 

1 .  

2. 

3. 

4. 

5 .  

6. 

7. 

8. 

9.  

10. 

1 1 .  

12. 

13. 

SCHEDULE B 

Schedule B comprises 4 forms:- 

*Form 1 - Summary of Proposals in Priority Order 
Form 2 - Context and Summary 
Form 3 - Resource Savings 
Form 4 - Staffing Implications 

Schedule B is the vehicle for identifiing potential expenditure savings and detailing the effect on 
service and manpower levels. 

Schedule B targets should be met by reductions in base expenditure and not by increasing prices or 
charges . 

Only expenditure under the direct control of the budget holder should be contained in any proposals 
submitted. 

The revenue consequences of Invest to Save projects should be highlighted in Form 2. 

Proposals to accelerate expenditure into the current year should not be included. 

Proposals to reduce or eliminate any Schedule A proposals should not be included. 

Proposals to capitalise revenue items should not be included. 

All proposals should be capable of achieving the level of saving proposed during 1998/99. 

Proposals should ‘be designed to effect maximum savings with minimum impact on services to the 
public. 

All Schedule B financial information should be based on current (April 1997) prices and costs. 

Schedule B proposals for 1998/99 must achieve the 3% totals indicated in Appendix 1 

Schedule B proposals must be listed in recommended priority order. 

* Form 1 also requires to be included in the text of the Savings Plan Statement. 

Please ensure that  foms are completed fdty in both narrative and figures before submission. 
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SCHEDULE B 
FORM 1 

Priority 
No. 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

1 1  

12 

13 

14 

15 

16 

17 

18 

19 

20 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN PdTENTIAL SAVINGS 1998/99 

SCHEDULE B FORM 1 - SUMMARY OF PROPOSALS 

DEPARTMENT: 

Net 
Saving 

Desaiption Savings Proposal Name 

21 





SCHEDULE B 
FORM 2 

t 

Department: 

Division/Sedon: 

Name of Swings Proposal 

Description of Proposal 

NORTH LANARKSHIRE COUNCIL 

SERVICE PIAN POTENTIAL SAVINGS 1998/99 

SCHEDULE B FORM 2 - C O W  AND SUMMARY 

~ ~~ ~ ~ 

Justificalion for Proposal 

Effec t  of Proposal (outcome for the community and the service) 

Other Effects (eg on other SeM'ce Departments) 

Effect on Currently Employed Manpower Resources 
(narrative to supplement Schedule B Form 4) 

22 



NORTH LANARKSHIRE COUNCIL 

Effect of Proposal 
1998199 

Costs Savings 
One Off 

+ - 
(a) 

(b)  Property Costs ' 

Staff Costs (See Schedule B Form 4) 

(i) 
(ii) 
(iii) 

(i) 
(ii) 
(iii) 

(d) Transport 
(i) 
(ii) 
(iii) 

6) 
(ii) 
(iii) 

(i) 
(ii) 
(iii) 

(i) 
(ii) 
(iii) 

(i) 
(ii) 
(iii) 

TOTALS 

(c) Supplies and Services 

(e) Administrative 

(f) Payments to Other Bodies 

(9) Loan Charges 

:h) Other Expenditure 

i) TOTAL INCOME 

Net Revenue Input 

SCHEDULE B 
FORM 3 

Full Year Estimated 
Effect of Proposal 

+ 

SERVICE PLAN POTENTIAL SAVlNGS 1998P9 

SCHEDULE B FORM 3 - RESOURCE SAVlNGS 

Department 

Division/Section: 

Name of Savings Proposal: 

Estimated Dote cd Commencement 
I I Financial Effects of Proposal 

23 



SCHEDULE B 
FORM 4 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN POTENllAL SAVINGS 1998/99 

SCHEDULE B FORM 4 - STAFFING IMPUCATIONS 

Description of Post No. of Posts 

Not currently curre* 
in Post in Post 

Annual Payroll 
Expenses (Including 
Superannuation and 
National Insurance) Total 

24 



NORTH LANARKSHIRE COUNCIL 
SCHEDULE C 

SERVICE PLAN 

CAPIT" PROJECT INmATION PROPOSALS 

Notes to assist completion of Schedule C. 

1 .  Schedule C comprises seven forms:- 

* Form 1: Summary of Proposals in Priority Order 
Form 2: Project Description 
Form 3: Capital Cost Statement 
Form 4: Revenue Cost Statement 
Form 5 :  Manpower Statement 
Form 6: Site Location Plan 
Form 7: Sketch Plan of Proposal 

2.  Schedule C provides the principle means by which Departments initiate Capital Project proposals. 

3. Separate Schedule C forms should be completed for each proposal initiated. 

4. Whilst no limits have been established, Departments should take into account recent levels of 
capital allocations and receipts in identifying proposals. 

5. Proposols should be capable of commencement in the start year indicated in Form 1. 

6. Expenditure proposed over the duration of more than one financial year should be indicated in 
Form 1. 

7. Departments are advised to obtain project cost estimates from the Director of Construction Services. 

a. Projects require to  be site specific and the locations of these clearly identified. 

*Form 1 also requires to  be included in the test of the Capital Plan Statement. 

Please ensure that forms are completed fully in both narmtive and figures before submission. 
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SCHEDULE C 
FORM 1 

N O R M  LANARKSHIRE COUNCIL 

SERVICE PLAN CAPITAL PROJECT INmATlON PROPOSALS 1998/99-99/2000 

SCHEDULE C FORM 1 - SUMMARY OF PROPOSALS 

DEPARTMEM: 

16 

17 

18 

19 

20 

Totals 

Authorised by Director 

Date 

Department 
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SCHEDULE C 
FORM 2 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN CAPITAL PROJECT INITIATION PROPOSALS 1998/99-99/2000 

SCHEDULE C FORM 2 - PROJECT DESCRIPTION 

Department: 

Project Name: 

Ref. No: 

1. Description of Proposal 

2. Airn/Objectives/Key Task  (link to Service Plan) 

3. Need: 

4. Alternative Options: 

5. Total Capital Cost: 
(see Schedule C Form 3) 

6. Total Revenue Cost: 
(see Schedule C Form 4) 

7. Total Manpower Cost: 
(see Schedule C Form 5) 

8. Benefits (to be quantified, if possible, in service terms and financial terms): 

3. Location: 
(please enclose A4 site location plan) 

Is site in District Council ownership? 

If not, how long will it take to acquire site and how much will cost? 

Hove the ground conditions for the site been technically assessed for suitability for this purpose? 

0. Effect on other services: 
Are there any planning constraints on using the site for the proposed use? 
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SCHEDULE C 
FORM 3 

Proposed Date &-a) Commencement b) Completion 
r 

NORTH LANARKSHIRE COUNCIL 

Year 1 Year2 ' 

98/99 99/2000 
Expendhre 

La nd/Pro perty Acquisition 

Site Clearance 

Building and Works 

Professional Fees 

Furniture/Equipment 

Miscellaneous 

Total Expenditure 

SERVICE PLAN CAPITAL PROJECT INmATlON PROPOSALS 1998/99-99/2000 

Year 3 Tat01 

2000/20001 2000/2001 
98/99 - 

SCHEDULE C FORM3 - CAPITAL COST STATEMENT (f,000) 

Deportment:- 

Project Name:- 

Ref. NO:- 

CAPITAL INCOME 

Copital Grants:- f 

1. Government Grants 
2. European Gronts 
3. Other - please specify 

Sale of Superseded Assets f Description 

TOTAL INCOME f 

1. Estimoted total Capital costs for Building Works should be provided by Construction Services. 

2. The bosis for other estimates must be stoted. 

3. All costs must be based on current price levels (April 1997). These will be index linked by the Finonce Department if 
projected into future years. 

4. Does the contract require to be advertised in the European Journal? Yes Cl 
No U 
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SCHEDULE C 
FORM 4 

Additional 

NORTH LANARKSHIRE COUNCIL 

Reduction 

SERVICE PLAN CAPITAL PROJECT INITIATION PROPOSALS 1998/99-99/2000 

Schedule C Capital Project Initialion Proposals 

SCHEDULE C FORM 4 - RNENUE COST STATEMENT(f'000) 

I Expenditure I New Project 
superseded 

costs 

Employee Costs (Appendix 4) 

Property Costs:- 

Rates, insurance 

Heating, Lighting 

Maintenance 

*Supplies and Services 

*Transport 

*Administration 

+ Loan Charges ( years) 

TOTAL EXPENDITURE 

Income 

Government Grants 

European Grants 

Other Grants 

Fees, Charges 

Total Income 

I NETEXPENDflURE 
~ ~~~ ~ 

NET ADDITIONAL EXPENDITURE 

* = Detail as necessary 
+ = Obtain from Finance Department 
x = Describe the Superseded Asset 
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NORTH LANARKSHIRE COUNCIL 
SCHEDULE C 

FORM 5 

SERVICE PLAN CAPITAL PROJECT INITIATION PROPOSALS 1998/99-99/2000 

SCHEDULE C FORM 5 - MANPOWER STATEMENT(€'OOO) 
Department:- 

Project Name:- 

Ref. NO:- 

DARBEYSPGREVI LF 
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SCHEDULE C 
FORM 6 

NORM LANARKSHIRE COUNCIL 

SERVICE PLAN CAPITAL PROJECT INITIATION PROPOSALS 1998/99-99/2000 

SCHEDULE C FORM 6 - SITE LOCATION PLAN 
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SLHkDULt C 
FORM 7 

NORTH LANARKSHIRE COUNCIL 

SERVICE PLAN CAPtTAL PROJECT INITIATION PROPOSALS 1 998/99-99/2000 

SCHEDULE C FORM 7 - SKETCH PLAN PROPOSALS 
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APPENDIX I 

Deportment 

Administration 

Chief Executive's 

NORTH LANARKSHIRE COUNCIL 

SERVICE ' PLAN 

1 % Growth Per Annum 
3% Savings 

Relevant Budget 
(97/98 Estimdes) 1 998/99 98/99-2000/200 1 

6,106 61 183 183 

2/71 6 27 81 81 

DEPARTMENTAL G R O W M  AND SAVINGS TARGETS 

Construction Services 

Education 

Environmental Services 

Finance 

Housing HRA 
N o n - H W  

Leisure Services 

Planning and Development 

Social Work 

(f 000's) 1 

4,806 48 144 144 

157,928 1,579 4,738 4,738 

13,419 134 403 403 

9,989 100 300 300 

53,345 533 1,600 1,600 
167 2 5 5 

27,l 12 27 1 81 3 81 3 

20,555 206 61 7 617 

55,193 552 1,656 1,656 

NOTE:- Relevant Budget Figures - 1997/98 Estimates Base. 

Source: Director of Finance - April 1997 

D A R B E W P G R N I  LF 
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DLO/DSO BUSINESS PLANS 

BUSINESS PLAN GUIDELINES 

1. Introduction 

This document sets out guidelines for the production of North Lanarkshire Council’s Business Plans. 
The guidelines are advisory as it is recognised that each DLODSO has a different focus, emphasis and 
individual requirements. At the same time, to facilitate understanding, monitoring and review, a 
consistent format will ensure cohesion throughout the Authority. 

2. What is a Business Plan? 

Business Plans are required for DLODSO contractor-side activities (non-budget holding functions). 
Service Plans are produced for budget holding Departments (client side). The Business Plan should 
stem from the strategic and operational proposals contained in the Service Plans. 

Business Plans should be submitted to the Chief Executive by 29th August, 1997, for subsequent 
Committee consideration in the October cycle. 

3. Purpose of the Plan 

To ensure that Members are given the means to agree a forward plan for the DLODSO. 
A means to plan services to meet the needs of the community, the client and the Council. 
A management tool to assist the successful delivery of current contracts and the making of quality 
winning bids in the future. 
A basis for monitoring performance and financial targets throughout the year. 

4. General Considerations 

The principal issues and considerations are common to all of the Business Plans which will have to be 
prepared. These encompass:- 

Statutory requirements - these span the critical areas of the sequence of the tendering process, 
required rate of return and reporting arrangements. 
Timetable - the existing timetable for the tender process for all activities is shown by Department 
at Appendix ‘A’. 
Quality - The Business Plan must contain an appraisal of the approach to quality in service 
delivery, which the DLODSO intends to adopt in line with the quality requirements of the client 
and current best practice. 
Confidentiality - the importance of confidentiality, particularly in relation to market sensitive 
information must be observed by ensuring that no confidential information will be made public as 
part of the Business Planning process. 

/... 
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5. Guidelines 

The Business Plan format should contain three sections:- 

(a) The Directors Statement 

(b) The Development Plan 

(c) Resource Analysis 

(a). The Director’s Statement 

The Statement will include Departmental objectives for the DLODSO detailing the requirements of 
the client side as contained in the Departmental Service Plans. Directors may wish to incorporate other 
matters as appropriate. 

(b). The Develoument Plan for the DLODSO 

This should contain the following sections:- 

The DLO/DSO Mission Statement 
The Mission Statement is a broad statement of the overall intent or purpose. It should be simple, 
readily understandable, descriptive and credible. The Statement should be designed to enable 
people to share a common understanding of what the Department does, how it will do it and 
where it is heading. 

Aims and Objectives for the Service 
Aims should be set a clear direction for the work of the DLODSO and provide an explicit 
statement of the most important outcomes the service wants to achieve. 
that the DLO/DSO restrict its list to 5-10 strategic aims. 

It is recommended 

Issues/Analysis of Trends (such as Market Analysis) 
This entails appraising relevant date, looking at past trends and the future projections. 
Consideration should be given to the main factors which will, or could, influence activities and 
services in future years. For example, proposed legislation from the EU or Central Government 
could have an effect. Changes in technology, customer views, economic, social and 
environmental factors could be relevant. 

A Development Plan for 1998/99 
This should include action to prepare the contractor side to succeed with existing contracts and 
to prepare to win new contracts. 

Key Tasks for 1998/99 
It is important that this section contains a list of key tasks which will need to be pursued to 
implement the Development Plan. These will form the basis for plan monitoring, and where 
appropriate, targets and timescales should be restricted to 5-10. Key tasks should also take 
account of options and proposals generated in Service Plans in order that their impact on DLO/ 
DSO organisations can be accommodated as an integral part of the Business/Service Plan 
process. 

Resource Analvsis 

This section should incorporate:- 

A Budget Statement 
The statement should contain a summary of the budgetary position for the current year. 
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0 A Revenue Account Summary (figures for the previous Financial year 1997/98) 

0 A Revenue Account projection (figures for the Financial Year 1998/99) 
Assistance with this can be obtained from the Finance Department. 

0 Investment Proposals 
Proposals should briefly encapsulate realistic projections. 

0 Manpower 
An analysis of the workforce numbers and grades will be required. 

0 Quality Initiatives 
The approach to quality to be adopted should be detailed here as a specific list of activities being 
undertaken together with examples of customer care initiatives or BS EN IS0 projects or other 
approaches. 

7. Guidelines 

In keeping with the approach adopted for Service Planning a number of general principles and 
approaches is recommended:- 

0 

0 

0 

0 

0 Observe codidentiality as appropriate. 

Involve the Departmental Management Team, particularly in order to obtain a rounded, 
comprehensive input from different specialisms. 
Adopt a user-orientated view to ensure a customer based approach. , 

Business Plans should include a S.W.O.T. Analysis or equivalent. 
Liaise with other Departments, in particular the client, where appropriate, to assess and determine 
needs. 
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Environmental Services (Vehicle Maintenance) __ _ _ . _  __ 

Advertise for Interest Tendering Assessment Period Contract started on Site 

Finalise Specification 

IT1 Seek Tenders 

a Award of Contract 

a Contract Let Preparation Period 
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