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	1. 
Project Definition:



	Description: Programme for developing and delivering Village Projects 
Goal: As part of Council’s commitment to Community (Village) Planning provide a clear, effective process to identify, prioritise, develop and deliver a programme of projects that are supported and valued by communities. 
Context:  Starting in 2004 Council has developed community planning to ensure that its priorities recognise the needs and aspirations of suburban villages or communities as well as the City as a whole.  This involves communities in preparing a plan for their area and continuing consultation with Council as projects are developed.  Some of these projects will have a City wide benefit as well as benefiting the local community, and their funding will recognise this.  
Council has resolved that it will work with communities within the following guiding principles

· equity and fairness

· advancement of the City’s vision while being true to the vision and character of the villages, enhancing community ownership (and ensuring that there are physical linkages with the wider City)

· projects should add value, beyond normal business

· There should be an enhancement of the built environment, including social health and safety.

 Over the past 3 years work has been progressing with 5 communities: Plimmerton, Titahi Bay, Pukerua Bay, Takapuwahia and Cannons Creek/ Waitangirua.  Other communities are interested in also being involved. While funding needs to be confirmed at each review of the LTCCP, the expectation is that the work will be ongoing. 

Experience with the work so far has shown that there needs be greater clarity about the way the programme of projects is developed and implemented, annually and long term. 




	2. 
Project Objectives 



	Develop a process that 
· Provides for integrity in ongoing engagement with the community

· Encourages simple, clear communication

· Ensures resourcing is available and committed

· Clarifies responsibilities

· Allows monitoring of outcomes and programme adjustment

· Integrates City wide and community goals

· Links easily to Council’s statutory processes (Annual Plan, LTCCP)

· Ensures projects are delivered to time, quality and budget

Outputs required –

· Process for Long term programme – for LTCCP review

· Implementation Programme, including sequencing, for each community (1-3 years)
· Project Programmes 




	3. 
Project Success Factors 



	Community groups actively support process. 
Relationship developed with communities is valued by staff


	4. 
Project Assumptions 



	Council wide priorities and capacity limitations can result in some projects not being realised



	4.  
Description of Project Scope:



	All Council infrastructural and services projects that arise from village community plans 
Other Council activities not part of scope, but relationship defined and developed in projects can benefit these activities (Project Manager for an active project in a community will be seen as a conduit for information flow to and from Council and will need to be advised of work happening in the area and name of Council contact for community liaison on it)


	5. 
Deliverables (Details of Required Project Outputs)



	Flow Charts – Project identification and prioritisation, Project Planning and Implementation, Programme Management and Review
Annual Programme, by Area and Total

3 year Programme, by Area and Total

Staff Matrix – responsibilities/ relationships
Model Partnership Agreement- Community/ Council –Note: This will clarify communication protocols, limits of responsibility (staff and Community), how to resolve issues (e.g. elevate after stated time).

	


FLOW CHART A – Project identification and Prioritisation
VILLAGE PLAN – prepared after community survey and consultation, presented to Council (Separate process)

I
IDENTIFIED NEEDS/ OPPORTUNITIES (ex Plan)

I
PROJECTS DEFINED to meet above – by Community with assistance from Council

For each Project:


I
PREPARE PROJECT BRIEF (with community reps) (use Council format –gives 


clarity about objective, scope and benefits expected related to Plan, 

indicative cost)


I
Is Project an enhancement of (Council) infrastructure or services ?

NO  > Pass to relevant other organisation

YES > Continue


I

Is Project  Cost over (say) $300,000 or are benefits mainly City wide  ?

YES > Continue as a Strategic Project – pass to Council Prioritisation 


Process
NO  > Continue as a Village Project


I

For all Village Projects:
PREPARE PROGRAMME

LIST all new and ongoing projects, over next 3 years (08-11)

IDENTIFY COMMITTED COSTS for ongoing projects

RANK new projects (need a ranking system, related to identified community benefits 

and wider synergies – ex Brief)


I

PRESENT TO COMMUNITIES for feedback (meet all together, include Councillors – 

give opportunities for feedback at and after meeting)


I

DRAFT 3 YEAR PROGRAMME for each Village and Total 


(consider feedback, equity between areas, priority rank, Council 


resource limitations)


I

COUNCIL CONSIDERATION and DECISION

I

FINAL PROGRAMME

FEEDBACK TO COMMUNITIES

FLOW CHART B – Project Planning and Implementation
For all Village Projects in programme – local and strategic

APPOINT PROJECT MANAGER (PM) (Name advised to other Council Units – PM 

to be advised of other work programmed in community area and the 

contact name for enquiries)

I

COMMUNITY MEETING

PM meets Community with Ward Councillors, senior Council staff



 (arrange general meeting of community stakeholder organisations 

and other stakeholders – identify areas of particular interest and 


possible direct involvement, preferred contact methods and names- 

relate to Partnership Agreement if existing)


I

DISCUSSIONS and MEETINGS

PM and stakeholders meet affected individuals and organisations/ businesses to explore the best way to develop the project


I

DRAFT PROJECT PLAN – by PM in liaison with community- allow for feedback

I

FINAL PROJECT PLAN – approved by Project Sponsor



Updated monthly by PM (to Sponsor and Village Programme 


Manager)



This is the KEY document for managing the project and total 


programme


I

SKETCH PLANS, including photo mock-ups and perspective drawings                  

(after internal Council staff consideration -for community consideration 

and feedback- arrange meetings, local publicity as agreed)


I

WORKING DRAWINGS and SPECIFICATION  



Also Cost Estimate and Approval to Procure (Council process- 


including agreement on any direct work by Community or other 


Agencies)


I

PROCURE Physical Construction


I

SELECT CONTRACTOR

I

PARTNERING WORKSHOP (by Senior Council Facilitator - Contractor with 


Community/ 
Stakeholders – reach agreement on open 



communication and 
problem solving process, with regular progress 

meetings –monthly) 


I

PUBLIC LAUNCH 



(Public event including senior Council and Community/ stakeholder 

representatives)

I

CONSTRUCTION (Progress meetings, liaison and publicity as Project Plan and 


direct 
agreement)

I

OPENING EVENT (emphasis on Community “ownership” and ongoing involvement 

with project)

FLOW CHART C– Project Management and Review
Internal – Council only  tasks shown  in Italics.
VILLAGES PROGRAMME MANAGER (VPM) identified, with responsibility 

for the following tasks. Note: some tasks are concurrent.

I

UPDATE VILLAGES PROGRAMME, by Project, Village, Total (by VPM)


All PMs update their project plans and report monthly to their sponsor and VPM on progress.  To avoid the need for repetitive data entry this process should be automated using project management software.  The project plan tables (ex Chart B) need to be linked electronically to the villages programme (ex Chart A). 


I

REPORT PROGRESS




Quarterly -  To EMT and Council with commentary on significant  exceptions from expected progress, prepared with support from General Managers Strategic Policy and AMO.   Also for Annual Plan by August.


I

COMMUNICATE PROGRESS


Quarterly- With assistance from Council Communications Team prepare Electronic Newsletter to Stakeholders, Residents Groups (in a format they can use in their own newsletters.  

Ensure PMs have signed off on technical content before publication.  

Also material for page in Kapi Mana News; update Council Intranet etc)


I
 PROJECT MANAGER MEETINGS


To reinforce/ improve process, discuss common interests and 

share success) 


(Arrange and chair a meeting for 1 hour fortnightly – for resource 

and priority problems a PM should work through their Sponsor.


I

ANNUAL SURVEY OF COMMUNITY REPRESENTATIVES 



Survey those directly involved in village planning -

 

on their attitudes/ satisfaction with processes 


(In June/July for August Annual Plan reporting) 


I

ALL VILLAGES MEETINGS (6monthly)


(To discuss any common topics, celebrate the programme and 

encourage those wishing to become involved- including City 


Councillors) 


I

REVIEW PROGRAMME


As part of Annual Plan work and with General Manager support update Villages Programme by one extra year, using Chart A processes.       In Annual Plan consultation show committed projects in full detail and name new projects with a grouped funding requirement.

            For LTCCP Review- Use information above to support continuation or amendment of current funding levels
	1. Cross Corporate Time Requirements (person days)



	Business Unit
	1st Quarter
	2nd Quarter
	3rd Quarter
	4th Quarter

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	6.  
Description of Project Constraints:



	


	7. 
Project Stakeholders (Internal & External People & Organisations 
Affected Positively & Negatively by Project Activities & Outcomes) and   Communications Strategy

	Internal Stakeholders

External Stakeholders


	
	Communication Strategies

	
	Mayor and Councillors
All staff

Community Organisations

Housing NZ
	Presentations

Community Newspapers Newsletters




	8. 
Program & Milestones (Dates for Key Events/Outputs)

	


	9. 
Estimated Project Cost (Include Order of Accuracy)



	Budget Area:

· Staff:

· Consultants Contractors:

· Financials:

Is the budget in line with the LTCCP:



	10. 
Project Governance (include if known)



	Project Sponsor:

Project Steering Group:

Project Manager:

Project Team:


	10. 
Risk Management Approach (Management approach to managing 
risks that may affect successful project completion)
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