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Appendix 7
	Section
	Work Stream
	Progress


	Start Date
	End Date
	Lead
	RAG

	1. Services 
	1.1 Service Delivery Contract


	1. Deliver PSO services required by Highland Council as detailed in the SDC schedule
 
	October
	March
	All


	G


	
	1.2 Council Elected Member engagement


	1. Establish a “contact process”  for Council Elected Members to enable the monitoring of responses to local issues

	October
	October
	IRM
	G


	
	1.3 Service delivery reporting

	1. Report on PSO service delivery and performance as required by agreement in the SDC

	October
	March
	DW
	G



	2. Staff
	2.1 Transfer list


	1. Manage any issues arising from the staff transfer process

	October
	November
	GW
	G



	
	2.2 Business support


	1. Implement HLH staff structure and recruit staff to vacant posts

	October
	November
	GW

	G

	
	2.3 Staff consultation


	1. Update schedule for staff consultations
2. Organise series of staff inductions to HLH
3. Update FAQs about HLH and issue

	October
January

October
	October
March

October
	IRM
IRM

IRM
	G
G

G



	
	2.4 Union consultation
	1. Update schedules of meetings with full time union officials.

2. Meeting with staff representatives.


	October
October
	October
March
	GW/IRM
IRM
	G
G




	3. Facilities
	3.1 Property maintenance
	1. Issue and implement Property Maintenance Guide

2. Establish review group

3. Issue final version of property guide
	October

October

March
	October

October

March
	GW

GW

GW
	G

G

G

	
	3.2 Responsible Premises Officers

	1. Arrange training for staff to undertake this role

2. Establish escalation process for maintenance issues


	October
October
	October

October
	GW

GW
	G
G



	
	3.3 Arrangements with schools

	1. Embed new working relationships with Head Teachers

	October
	March
	All
	G

	
	3.4 Capital programme


	1. Work with ECS and HaPS to deliver HLH capital projects
2. Devise Capital Plan for 2014-2017


	October
October
	March
March
	GW

All
	G
G



	4. Non property assets
	4.1 Collections Agreement
	1. Deliver responsibilities detailed in the Collections Agreement 
	October
	March
	DW
	G


	
	4.2  Intellectual property


	1. Review and revise use of High Life by third parties
	October
	March
	FH
	G


	5. Budgets
	5.1 Budget – Oct to March 2012


	1. Set and deliver budget targets

	October

	March

	All

	G



	
	5.2 Budget – 2012/13


	1. Work with Finance to devise a detailed budget for HLH for the first full year of operation.

2. Agree the proposed Services Fee to HLH.


	October
February
	March
March
	IM/GW
IM/GW
	G

G

	
	5.3 External audit


	1. Implement and review audit procedures
	October
	March
	All
	G

	
	5.4 NNDR


	1. Claim NNDR  rates relief

	October
	October
	GW
	G


	
	5.5 VAT
	1. Manage VAT claims
	October
	March
	GW
	G

	
	5.6 Tax
	1. Manage Corporation Tax issues
	October
	March
	GW
	G

	6. Support services
	6.1 Finance


	1. Review the options for the financial management system to be adopted by HLH
2. Review the options for the payroll function required by HLH
3. Select the preferred options and establish the costs
4. Identify any training required to implement the new systems
5. Issue tenders through procurement as required to source support to provide externally
6. Review the tenders and select a contractor to nominate to the Board
7. Plan the changeover to the new systems with Finance staff
8. Arrange the transfer of staff to new payroll by April 2012

	October
October
December
January
January
February

October

January
	December
December
January
January
January
February
February
March
	All
All

All

All

GW
All
GW
GW
	G
G
G
G

G

G

G
G

	
	6.2 Legal / Corporate


	1. Select the contractors

2. Implement the specification for the provision of specialist legal advice to HLH 


	 October
October
	October
October
	IRM
IRM
	G
G

	
	6.3 Personnel


	1. Appoint Personnel Manager

	October
	November
	GW
	G

	
	6.4 Internal audit


	1. Implement the financial management system to be operated by HLH
2. Agree the schedule of Internal Audits by Council staff

	October
October
	October
October
	GW
GW
	G
G

	
	6.5 ICT


	1. Monitor the working of the ICT contract with Fujitsu

	October
	March
	All
	G

	
	6.6 Grounds Maintenance


	1. Monitor the working of the grounds maintenance contract

	October
	March
	GW
	G

	
	6.7 Vehicles


	1. Monitor the working of the vehicles agreement

	October
	March
	GW
	G

	
	6.8 Refuse Collection


	1. Monitor the working of the refuse agreement


	October
	March
	GW
	G

	
	6.9 Catering and Cleaning


	2. Monitor the working of the catering and cleaning agreement


	October
	March
	GW
	G

	
	6.10 Marketing and PR


	1. Develop proposals for the brand identity of HLH for consideration by the Board
2. Devise proposals for the development of the company website

3. Develop and implement the branding and marketing plan for HLH


	October
October

October
	October
October

March
	FH
FH

FH
	G

G

G

	
	6.11 Licenses


	1. Ensure that PRS and Entertainment licences are in place where required

	October
	October
	FH
	G

	
	6.12 Education, Culture and Sport


	1. Implement ongoing communication channels with ECS service, outwith the corporate governance process.


	October
	March
	IRM
	G


	7. Company matters
	7.1 HLH Board cycle


	1. Implement Board meeting cycle

	October

	March
	IRM
	G

	
	7.2 Finance and Audit Committee


	1. Establish Finance and Audit Committee.
	October
	October
	IRM/GW
	G

	
	7.3  Incorporation
	1. Implement reporting to Companies House
	March
	March
	IRM/GW
	G

	
	7.4 Stakeholder / advisory groups


	1. Identify a potential list of stakeholder / advisory groups to HLH.

2. Confirm with Board of Directors
3. Seek nominations for groups from communities of interest for each group.


	October
December

January
	November
January

March
	IRM
IRM

IRM
	G
G

G


	8. Risk
	8.1 Risk register
	1. Maintain and review risk register
	October
	March
	IRM
	G



	
	8.2 Risk management plan
	1. Implement  risk management plan to mitigate any risks rising above the line
	October
	March
	IRM
	G

	9. National partnerships
	9.1 National Partnerships

	1. Meet with national agencies listed below to discuss future partnership options
· Scottish Government

· Sportscotland

· Creative Scotland

· EventScotland

· NHS

· MGS

· SLIC

· VOCAL

· LTS

· National Archives

· GROS

· HMIE

· Duke of Edinburgh
	October
	March
	IRM

	G



