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1. PURPOSE OF THE REPORT 

1.1. Draft Guidelines for the production of Business Plans are attached at Appendix 1. The Guidelines and 
Plans are intended as a means of ensuring that: 
0 

0 

0 

0 

members are given an opportunity to approve the forward planning for the DSO's 
DSO services are planned in a way which meets the needs of the community, the client and the Council 
there is a framework for target-setting and performance monitoring 
all relevant aspects of DSO operation are projected. 

2. CONSIDERATIONS 

2.1, Business Plans are principally a management tool assisting managers to 
0 Plan business activity 
0 

0 

0 Meet required performance targets. 

Plan resources and skills requirements 
Make improvements in service standards 

2.2. The Plans specifically require to address the following issues: 

Policy - Plans should contain proposals which support the Council's approved Corporate Plan and policy 
priorities. 

Service Plans - the Business Plans should be compiled in the light of the requirements of the clients of the 
DSO as detailed in finalised Service Plans. 

Best Value - the Business Plans should be consistent with the key principles of Best Value, viz. Sound 
Governance, Continuous Improvement, Performance Measurement and Monitoring and Long-Term Planning 
and Budgeting. The Plans should also take account of Best Value Service Review Action Plans in relation to 
both the DSO and client department services. 

Quality - Each Business Plan must contain an appraisal of the approach to quality in service delivery which 

the DSO intends to adopt in line with the quality requirements of the client, current best practice and the 

authority's overall approach within the framework of the EFQM model. 

Robust Financial Planning- It is imperative that robust financial planning and targeting take place 

recognising that DSO accounts require to be published and in any event will be made public. 



Consultation - Departments may wish to consult with the trades unions on any relevant matters contained 

within Business Plans. 

3. GUIDELINES 

3.1. The draft Guidelines for 200 U2002 are attached at Appendix 1. These have been discussed with the 

departments of Finance and Community Services. It is proposed that the Business Plans should be 

formulated in the light o f :  
- 
- 
The Department of Community Services has been requested to submit their Business Plans to their service 

Committee. 

the relevant Service Plans for the client departments 

the budget for the Council for 2001/2002. 

4. RECOMMENDATIONS 

4.1. It is recommended that the Committee : 
- 

- 
notes the report and Guidelines 

approves the proposed submission of Business Plans to Service Committees later this year. 

Chief Executive 

Local Government Access to Information Act 
For further information on this report contact Alex Gardiner, Policy and Performance Manager or Mike 
McKever, Senior Policy Planner on ext. 2231 or 2348. 
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1.0 Introduction 

1.1 This document sets out corporate guidelines for the production of business plans by North Lanarkshire 

Council's direct service organisations (DSO's) for the financial year 200 1-2002. 

1.2 Each DSO has its own challenges and opportunities, and their business plans will reflect this. It is 

important that such plans synchronise with the corporate and service plans of the council and result in 

quality, cost-effective services being provided. These guidelines have been produced both to assist the 

preparation of business plans for the council's DSO's and to assist a corporate overview of the business plans 

produced. 

1.3 The completed business plans should be placed by departments on the agenda of sewice committees for 

their consideration during the appropriate committee cycle. 

2.0 What is a business plan? 

2.1 Business plans are a useful management tool in assisting managers: 

To plan their business activity; 

To plan the resources and skills required 

0 To make improvements in service standards 

0 To meet the required performance targets. 

2.2 Because the work of Council DSO's is limited mainly to work for local authorities, their business plans 

need to correlate with the work to be commissioned by Council service (budget-holding) departments. 

Business plans should therefore reflect the strategic and operational proposals contained in client service 

plans. 



3 .O Purpose of the plan 

3.1 Business plans are intended to : 

0 Ensure that members are given the means to agree a forward plan for the Council’s DSO’s 

0 Provide a means to plan services to meet the needs of the community, the client and the Council 

0 Be used as a management tool to assist the successful delivery of current contracts and the formulation of 

quality, best value bids in the future 

Provide a basis for monitoring and communicating actual performance against targets (financial and 

other) throughout the year. 

4.0 Preparing a business plan - Recommended Practice 

4.1 All business plans should specifically address the following: 

A) Clear l i nk  to the Corporate Plan - plans should contain proposals that support the Council’s approved 
Corporate Plan priorities. 

B) Best Value - the business ethos reflected in the plan should be consistent with the key principles of Best 

Value (viz. Sound Governance, Continuous Improvement, Performance Measurement and Monitoring, and 

Planning and Budgeting. The business plan should also take account of the Best Value initiatives included in 

the service plans of client departments. 

C) Quality - the business plan must meet the performance standards required by the client departments. 
The business plan should also reflect how the DSO is to measure and monitor the quality of its performance 

and how it is seeking to improve quality in service delivery, through the application of quality management 

models e.g. EFQM framework. 

0) ConJidentiality - the importance of maintaining the confidentiality of market-sensitive information is 

recognised, and it need not be made public as part of the business planning process. It is imperative, 

however, that robust financial planning and targeting take place, recognising that DSO accounts are required 

by statute to be published and in any event will be made public. 

E) Consultation - staff and their trades unions may be consulted on any relevant matters contained within 

the business plans. 

F) Guiding Principles - in keeping with the approach adopted for service planning a number of general 

principles and approaches is recommended in developing business plans: 

0 Involve the departmental management team, particularly in order to obtain a rounded, comprehensive 

input from different specialisms 



0 Liaise with other client departments, where appropriate, to assess and determine their needs as expressed 

in their service plans 

0 Adopt a user-orientated view to ensure a customer-based approach 

0 Use a S.W.O.T. Analysis or equivalent, when developing the business plan 

0 Observe confidentiality, as appropriate. 

5 .O Recommended Structure of the Business Plan 

5.1 The Business Plan should be structured into three sections: 

0 Director’s Statement 

0 Service development and improvement 

0 Resource analysis 

5.2 Director’s Statement 

This statement should include the service objectives for the DSO detailing the requirements of the client side 

as contained in the departmental service plans. Directors may wish to incorporate other matters as 

appropriate. 

5.3 Service Development and Improvement 

This section of the plan should contain the following sections: 

A) The DSO Mission Statement 

The Mission Statement is a broad statement of overall intent and purpose. It should be simple, readily 

understandable, descriptive and credible. It should enable people to share a common understanding of what 

the DSO does, what it plans to do, how it will do it, and its service development aims for the future. 

B) Strategic aims and objectives of the DSO 

The business plan should set a clear direction for the business objectives of the DSO and provide an explicit 

statement of the most important outcomes that it aims to achieve. It is recommended that the plan should 

identify 5-10 strategic aims, which incorporate smart criteria. 

C) The business environment 

This entails looking at relevant data, market analysis, examining past trends and future projections to identify 

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 also be relevant. The potential of service 

delivery options being explored under best value might also be worthy of consideration. 



0) Best V Value Appraisal 

This section of the plan should highlight areas where action is planned in 2001-2002 to improve the DSO's 

performance, thereby enhancing its ability to meet the challenge of best value, including any market testing. 

The plan should also highlight details of client departments' Best Value initiatives that specifically have an 

impact on the DSO in this and the coming year(s). 

E) Key Tasks and Improvement Action Plan for 2001/2002 

Key tasks should take account of options and proposals contained in client service plans in order that their 

impact on the DSO can be assessed as an integral part of the business/service plan process. The timescale 

for submission of service plans is September ; business plans can therefore be based on service departments' 

proposals. Account should be taken of the work required by client departments from the DSO and an impact 

analysis should be made and reflected in the business plan. 

It is important that this section contains an improvement action plan listing the key tasks that will support the 

implementation of service developments and lead to improvements in performance. Proposals for improving 

services may result from internal/external reviews and scrutiny exercises such as best value service reviews, 

value for money reviews, and internal or external audits. Specific improvement actions should be 

measurable in terms of targets and timescales, and the Improvement Action Plan will provide a basis for 

monitoring progress. All DSO's should complete and include a proforma (similar to the format shown in 

Appendix 1) in their business plans. 

Details of specific activities being undertaken to improve quality of service, together with examples (e.g. 

Customer Care initiatives, EFQM-based or BS EN IS0 projects, or other approaches) should also be 

provided. 

5.4 Resource Analysis 

This section should incorporate : 

A) Financial Statements 

0 A budget statement for 2001/2002 - this should contain a summary of the budgetary position for the year 

covered by the business plan. 

0 A 2000/2001 revenue account summaly - this should relate to the anticipated actual out-turn figures for 

the year. 

0 A 2001/2002 revenue account projection - this projection should include a month-by-month cash-flow 

forecast, including the financial targets to be achieved by the DSO. This should form a basis for 

monitoring the financial performance of the DSO throughout the year. Assistance with providing 

financial information can be obtained from the Finance Department. 



B) Human Resources Statement 

An explicit statement must be made in respect of conformity with the Council’s equal opportunities policy. 

The statement should also provide: 

An analysis of workforce numbers and grades 

Proposals for training and investment in the workforce. 

6.0 Monitoring and Reporting 

6.1 Business Plans for 200 1-2002 should be placed on the appropriate service committee agenda. During 

200 1-2002 business plan monitoring reports should be made to the appropriate service committee on a three- 

monthly basis. 

6.2 Each DSO will require to develop a performance monitoring and reporting framework that reflects the 

needs of its business and allows its managers and other stakeholders to critically review its performance and 

take remedial action where required. Responsibility for ensuring such action is taken and for keeping the 

outcomes under review, should be clearly assigned to nominated officers. 

6.3 The types of performance monitoring reports routinely produced and used should include: 

AJinancial monitoring statement, comparing actual year to date against forecast figures, and predicted 

out-turn figures for the year for the key elements of the business. For example, such analysis could cover: 

wage costs, levels of bonus paid, transport costs, materials usage, contract income, and business 

profitability. 

Key Operational Ratios and Indicators, to enable actual performance to be monitored against planned 

levels of achievement. 



KEY TASKS AND IMPROVEMENT ACTION PLAN - 2001/2002 

DSO 

SOURCE OF IMPROVEMENT 
ACTION 
Enter details of the source of the improvement action 
under the appropriate heading 

PERFORMANCE IMPROVEMENT TARGET 
List the improvement actions to be implemented, using SMART 
criteria to set performance targets 


